Our Camping Creed
WE BELIEVE:
That Marymount camping develops sound,
healthy bodies.
That Marymount camping, through its activities,
gives directed expression to a liberty and
exuberance of spirit that is wholesome for its
youth.
That Marymount camping develops a balanced
personality and qualities of leadership.
That Marymount camping fosters a deep and lasting comradeship
between campers.
That Marymount camping teaches self-control and self-discipline
that makes for strength of character.
That Marymount camping uses the beauty, power and solemn
wonder of the outdoors in fostering deep spiritual qualities.
That Marymount camping gives a total experience in true living,
forceful, inspirational and lasting in its impression on the body
and soul of our campers. So complete and appealing a lesson
can be taught only in a camping environment where campers
are their basic selves, on their own, and where the presence of
God can be seen, heard and felt in the forms of nature and in the
Sacramental Forms in the chapel.
THIS WE DO BELIEVE. TO THIS WE DO PLEDGE OURSELVES.

Section 1- General Info
A. What is Expected of Our Staff
As a Marymount staff member, you become a representative of camp to the community in which we
serve. Therefore, it is very important that you are a positive enthusiastic role model. All Marymount
staff members are expected to display “Lead-by-Example” leadership and give the highest level of caring
for all of our campers (regardless of their race or background) at all times. This is an important
challenge and responsibility.

B. Camp Marymount Expectations
1. Safety is a top priority. All activities must be carried out in a safe manner.
2. Children are NEVER to be left unattended in any area at any time.
3. Give your full attention to all of the children rather than to one child with the exclusion of others and
focus attention on your campers’ needs, not personal interest or other staff.
4. All children need attention and praise. Do not show favoritism. The building of self-esteem in all
children is a very important part of our program. Teach campers to value their differences among cabin
mates & those in their community.
5. Counselors are responsible for the supervision of their respective cabins (campers) at all times except
when the cabin is in its assigned activity. This includes meal time, showers, bed time and any nonstructured time during the day where they are present and or on duty.
6. Rough-housing with the children may get quickly out of hand and therefore is not allowed.
7. Smoking is not permitted around children or in their view. If you must smoke, it is allowed only
during your time off, off property and after 10:00 PM behind the kitchen . This includes all forms of
smoking including vaping. Storage of cigarettes, e-cigs, lighters or any form of paraphernalia is not
permitted in the cabins at any time.
8. Problems must be brought to the attention of the head counselor or administrative staff immediately.
9. All staff are required to be at meals, prayer services, and mass unless excused by your supervisor
10. All staff are expected to follow the rules and guidelines as outlined in this handbook
and during their entire perio d of employment, including training week. They are also
expected to use common sense in making decisions that affect their performance

Goals and Objectives
Goals1. To provide campers with unique opportunities to experience the outdoors
2. To teach them about respect: for themselves, others, and the environment.
3. To help the campers develop a sense of community with the cabin and camp
Objectives
1. Unique opportunities- Each camper will participate in, and learn about Horsemanship, Archery,
Riflery, Canoeing, Camp crafts, Nature and various other activities not normally experienced in
their daily lives.
2. Respect- Morning Prayer Services help the campers develop a sense of self-worth. The
interaction with other campers, such as cabin clean-up and cookout nights help the camper
develop social and problem solving skills while living with others. Environmental Awareness and
other activities help the campers develop respect for camp and the natural environment.
3. Community- through our activities, Prayer Services, and daily cabin life, the campers build a
sense of togetherness that we call the “Marymount Spirit”.

CODE OF CONDUCT
Employees of Camp Marymount agree that while in the employment of the camp, they will adjust their
personal morals, habits and actions so to be able to conduct themselves in a way that is appropriate and
conducive to Catholic teachings and traditions, as well as the general expectations of our parents. Any
behavior outside the realm of this policy is grounds for discipline and or termination. While away from
Camp but still in Camp’s employment, counselors and staff will conduct themselves in a manner proper
to the purpose of Camp Marymount and the Diocese of Nashville.

STANDARDS
1. Camp personnel assume full responsibility for establishing and maintaining clear, appropriate
boundaries in all camp situations involving minors.
2. All physical contact between camp personnel and minors must be completely nonsexual and based
only on a minor’s need. Physical contact when alone with a minor will be avoided.
3. Camp personnel who learn of information indicating clear and imminent danger to a minor or to
others must disclose the information necessary to protect the safety, health, or well-being of the parties
affected and must communicate such disclosures to the Executive Director

4. Camp personnel will not engage in the corporal discipline of minors in their care. Discipline problems
will be handled in accordance to the staff handbook in coordination with one’s supervisor and the
parents of the minor.
5. A degree of vulnerability exists when camp personnel interact alone with minors; therefore, a team
approach to managing activities involving minors should ordinarily be used. It is never acceptable for a
member of the opposite sex to be alone with a minor.
6. Camp personnel will never be alone with a minor in a residence, sleeping facility, rest room, dressing
facility, or other closed room or isolated area that is inappropriate to a ministerial/camp relationship;
necessary one-on-one meetings with a minor must take place at times and at locations that create
accountability and avoid inappropriate activity.
7. Camp personnel will never take photographs of minors while they are unclothed, in the bathroom or
dressing.
8. Camp personnel will never provide minors with alcohol, tobacco, drugs or anything prohibited by law.
Other than the Health Care manager or camp nurse, camp personnel will not administer medication of
any kind, other than what is approved to be in the first aid kits.
9. Camp Cabin personnel will not allow staff members of the opposite sex to spend the night with the
campers either in the cabin or during a camp out. Nor will camp staff allow staff members of the
opposite sex to socialize or spend the night in any in any support staff building or any other building
whether occupied or not.
10. On overnight camp events, camp personnel will never sleep in a bed, cot, sleeping bag, etc. with a
minor.
11. Camp personnel will not engage with minors on any topics, vocabulary, recordings, films, games, the
use of computers, or any other form of interaction or entertainment that could not be used comfortably
in the presence of parents.
12. Camp personnel will provide a professional work environment that is free from physical,
psychological, written, or verbal intimidation or harassment including but not limited to the following:



Physical or mental abuse,



Racial insults,



Derogatory ethnic slurs,



Sexual advances, touching, comments, or jokes,



Requests for sexual favors, and



Display of offensive materials.

13. Camp personnel who know or suspect such intimidation or harassment or who have received an
allegation of such must immediately report it to the Executive Director in accord with point 3 of the
Nashville Diocesan Policy, Response to Allegations of Abuse of a Professional Relationship, and to their
own supervisor. The procedures of this Diocesan Policy will be followed to protect the rights of all
involved.
14. Camp personnel have a duty to report their own ethical or professional misconduct and the
misconduct of other camp personnel.
15. Camp personnel who become aware of another individual’s illegal or inappropriate action will
immediately notify the proper civil authorities, their own supervisor, and, if different, the supervisor of
the other individual.
16. Camp personnel who become aware of another individual’s violation of this Code of Conduct will
immediately notify their own supervisor and, if different, the supervisor of the other individual
17. Camp personnel who are uncertain about whether a situation is illegal or in violation of this Code of
Conduct will consult with their own supervisor.
18.Camp personnel who know or suspect another individual’s sexual misconduct or who have received
an allegation of such must immediately contact the Executive Director.

Section 2 Personnel Policies
A.

Equal Opportunity Policy
It is Camp Marymount’s policy to provide equal employment and advancement opportunities to
all staff and applicants for employment without regard to race, color, sex, religion, national
origin, age, sexual orientation, handicap or disability in accordance with applicable federal and
state laws. It is the intent and resolve of Camp Marymount to comply with the letter and the
spirit of the law in the implementation of all facets of equal opportunity. This equal opportunity
policy applies to all terms and conditions of employment including, but not limited to, hiring,
placement, promotion, termination, compensation and training.
Equal employment opportunities will be extended to all qualified individuals with a disability in
accordance with the requirements of the Americans with Disabilities Act. Subject to the
provisions of federal law, Camp Marymount will provide reasonable accommodation to the
known physical or mental disabilities of a qualified individual with a disability who is able to
perform the essential functions of a job with such reasonable accommodation Camp Marymount
will also provide reasonable accommodation for the sincerely held religious beliefs of an
employee or applicant in accordance with federal law. Any questions about reasonable
accommodation should be directed to the Administrator/Director.

B.

Employment-At-Will
This manual is not intended to nor does it create any type of contractual agreement between any
staff member and Camp Marymount. Your employment with the Camp Marymount is at-will,
and the duration of your employment is at the discretion of the Company. Staff members may
be terminated at any time, with or without cause. As stated, this handbook does not create a
contract of employment between Camp Marymount and any employee, and no employee other
than the Administrator/Director of Camp Marymount has any authority to enter into any
agreement for employment for any specified period of time or to make any agreement contrary
to the foregoing.

C.

Sexual Activity
Marymount does not permit, condone, or tolerate any of the following: sexual activity, sexual
display or demonstration, sexual advances between or among employed staff, guests, or program
participants while performing their camp roles or while on camp property. Camp Marymount
does not allow exhibitionism, voyeurism and/or involvement in pornographic activities or
possession of pornographic materials. Participation in any of the above is grounds for dismissal
and possible grounds for prosecution under Tennessee law.

D.

Language
Profanity is not permitted by staff or campers at camp. Staff members and campers who choose
to curse will be gently and tactfully reminded that it is not appropriate at camp. If cursing
continues the disciplinary action may be required. In addition to typical curse words the
following words should not be used: sucks, stupid, retarded, crap, gay (in a derogatory manner).

E.

ABUSE OF A PROFESSIONAL RELATIONSHIP
Defined as an act of sexual misconduct between an employee or authorized volunteer and an
adult with whom the employee has a working relationship.

F.

SEXUAL HARASSMENT
This includes unwelcome sexual advances, requests for sexual favors, sexually motivated
physical contact, or other verbal or physical conduct of a sexual nature when submission to that
conduct is made a condition, implicitly or explicitly, of obtaining or maintaining employment or
office, or when it has the effect of substantially interfering with the exercise of duties associated
with employment.

G.

No Harassment Policy
Camp Marymount prohibits all forms of harassment or abuse of a profession relationship in the
workplace. This includes, but is not limited to sexual harassment and harassment because of
race, color, national origin, religion, marital status, gender, age, disability or perceived disability.
Camp Marymount is committed to maintaining an environment free of all such harassment.
Harassment may take many forms including:

Verbal conduct such as name-calling, innuendo, derogatory comments, cursing, slurs, or
inappropriate sexual remarks, solicitations or invitations.

Sexually explicit or racially derogatory gestures, and gestures posters, cartoons or drawings
that ridicule a particular group.

Request, threats or demands (whether implicit or explicit) to submit to sexual advances in
order to obtain or maintain employment, promotion, or benefits, or in order to avoid
negative consequences

Unwanted physical contact such as blocking normal movement, interference with work, or
inappropriate touching.





Behavior that creates an intimidating or hostile work environment, or substantially interferes
with an individual’s work performance.
Retaliation or threat of retaliation for having reported harassment.
This policy includes, but is not limited to behavior directed toward or in the presence of camp
employees, campers, parents, relatives, vendors, or other visitors to camp.



Any behavior of a sexual or offensive nature, whether invited or unwanted, to or in the presence
of a camper is strictly prohibited.
An employee who is found to have engaged in harassment will be subject to disciplinary action
up to and including discharge.
Any individual who feels harassed or who is aware of harassment should report it immediately to
the Director. If the employee feels the complaint is not being handled properly, they should
contact the diocese.




H.

Smoking/Tobacco Policy
Use of any tobacco products is allowed only on your time off (off camp property) and only in the
designated area after 10:00 PM. Nonsmokers are not allowed in the area and you don’t want to
be there anyway. Smoking is only allowed behind the kitchen area. Smokers are not to “linger”
or “hangout” in this area. “Hanging out” is for the CL so there is a five-minute limit to this area.
The kitchen is not a short cut to get to the smoking area so do not cut thru the kitchen.
Smoking or use of tobacco products is not allowed by anyone under the age of 18 or any CIT
regardless of age and not allowed in any building or any other part of camp. For a first offense
of smoking or use of tobacco products outside the designated area, a written warning will be
given. For a second offense the employee will be reported to the Diocesan attorney and
termination will be considered. Providing cigarettes or tobacco products to a minor will be
grounds for termination. If a minor is caught smoking, the administration is required to notify
the minor’s parents.
Smoking is not a right it is benefit. If anyone is taking advantage of the system, the
administration will consider other alternatives including a smoke free environment.
Cigarettes, vapes, tobacco products, or lighters are not to be kept in the cabin.
.
CIT’S- NO CIT IS ALLOWED TO SMOKE REGARDLESS OF AGE.

I.

Drug and Alcohol Policy

ALCOHOL AND OTHER DRUGS- Drinking alcohol is prohibited. No alcohol is allowed on the camp
premises at all during the camping session. No staff member is allowed to drink off camp premises if
returning to camp within a 10 hour period. Illegal drug use or misuse of prescription drugs is prohibited.
Any employee violating this rule for the first time is subject to disciplinary action ranging from
suspension to dismissal. Any employee violating this rule a second time is subject to immediate
dismissal. Any employee serving a minor is subject to immediate dismissal from Camp.

Camp Marymount desires to maintain a safe and healthy work environment and a place where everyone
is treated equally and with dignity and respect. It does so with implementation of this drug and alcohol
policy.

1.

Alcohol

Camp Marymount prohibits any employee from being in procession of and/or under the influence of
alcohol on camp property, or while in the presence of campers, engaged in camp business, responsible
for campers, or to the extent that such use or influence may effect:
-

The safety of the individual or others

-

The respect accorded to other individuals

-

The safe operations and or reputation of Camp Marymount

Underage consumption of alcohol or providing alcohol to an underage individual is strictly prohibited.

2.

Legal Drugs

Camp Marymount encourages employees to question the medical practitioner about the potential side
effects of any prescription or legal drugs they may be using, and to consult with the camp nurse if such
prescription or legal drug could be in any way impact the safety of the individual.

3.

Illegal Drugs

Camp Marymount prohibits any employee from being under the influence of any illegal drugs while
engaging in camp business or while on camp premises. The use, distribution, purchase, transfer, or
possession of any illegal drug while engaging in camp business or while on camp premises is also
prohibited. All Camp Marymount employees shall abide by this prohibition as a condition of
employment.
(“Illegal Drug” as used in this policy means any drug that is not legally obtainable or that is legally
obtainable but has not been legally obtained. This term includes medically prescribed drugs taken in
excess of the prescribed dosage.)

4.

Inhalants

Camp Marymount prohibits any employee from using or being under the influence of inhalants while
engaging in camp business or while on camp premises.

5.

Disciplinary Action

Violation of this policy may result in disciplinary action against the employee up to and including
dismissal.

6.

Searches and Drug Testing

In order to enforce the prohibition against the distribution, purchase, transfer, or possession of illegal
drugs and against the consumption of alcohol or use of inhalants. Camp reserves the right to conduct
periodic searches of camp facilities and property for illegal drugs, alcohol or inhalants on camp
premises. These searches may be conducted at any time, with or without prior notice and with or
without reasonable suspicion.

Searches of employees and their personal property may be conducted when there are reasonable
grounds to believe that the employee or employees are in violation of this policy, or where camp’s valid
business interest otherwise justify such searches. An employee’s consent to be searched is required as a
condition of employment, and any refusal to consent to be searched may result in immediate
disciplinary action up to and including dismissal.

As a condition of employment Camp Marymount requires that all staff participate in random drug
testing. All employee’s names including administration will be placed into a “hat” and up to 6
employees will be drawn at a time throughout the summer. The director will not draw the names but
another administrator will. A witness to the drawing will also be present.

Refusal to take a drug screen or failure to produce a sample will be considered a positive. If a test is
positive you will be given an opportunity to resign or to take another test at the same location at no
expense to you. The second test must be taken within 3 hours of the first and the employee will not be
allowed to leave the company of a camp administrator until the test is taken. In cases of not being able
to provide a sample the employee will be allowed to drink up to 40 oz. of water. If someone has a
negative dilute result you will be retested the same day within 3 hours. If you have 2 negative dilute
test the Diocesan attorney will be contacted for termination consideration. If the second test is positive,
it will be considered a confirmation of the first test and the diocesan attorney will be contacted to
consider termination. If the second test is negative a third test may be required and advice from the
Diocesan attorney will be sought.
If there is suspicion of drug or alcohol use, the director may require a drug/ alcohol test of an employee
at any time. Refusal to agree to a drug/ alcohol test will result in termination.
Note: There is no comprehensive federal or state law that regulates or prohibits drug/alcohol testing by
private employers.

J. Sexual abuse policy
Tennessee State law requires that anyone who has reasonable suspicion that a child is being
abused in any form must report these suspicions to the Department of Human Resources (DHS),
or the local law enforcement agency. It is also required via Camp Marymount policy that the
staff member completes an “abuse report” and turns it into the Executive Director. The Director
should be made aware that the report is going to be made so that he/she can assist and ensure
that the Diocesan/ Marymount Abuse report is completed correctly.
In addition: All staff are required to report to the Director any suspicions of ANY abuse of a
child, including Child sexual, physical, or emotional abuse perpetrated by any other staff
member here at Camp Marymount. It is also your legal responsibility to report any suspicions of
Child Sexual abuse to the proper authorities once you have reported it to the Executive Director.
In the event that a staff member is accused by another staff member, parent, or any other
person, of abuse of any kind, that staff member will be put on paid administrative leave, (for
seasonal employees paid leave terminates at the natural end of the seasonal work) he/she will
be advised to get an attorney, and a review board will be appointed by the Bishop. If the review
board determines that the accused presents a real and present danger or the accused is
convicted of a crime or held civilly liable the accused employment will be terminated
immediately.

K. Child abuse
Tennessee Code Annotated 37-1-605 requires that any person “who knows or has reasonable
cause to suspect that a child has been sexually abused shall report such knowledge or suspicion
to the department [of children services] responsible for the investigation of reports made
pursuant to this section or to the judge having juvenile jurisdiction or to the office of the sheriff
or the chief law enforcement official [the District Attorney] of the municipality where the child
resides.” TCA 37-1-602 specifies that this reporting requirement applies not only to child sexual
abuse as defined in the statute, but also to the commission of the same acts involving a person
between the ages of 13 through 17 if the act is committed by a parent, guardian, relative,
person residing in the child’s home, or other person responsible for the care and custody of the
child.

L.

MEDIA-

All media must be referred to the Director. At no time is any staff to talk with the media without
permission from the Director.

M. Camp Marymount Inc. Computer and Internet Access Policy
Camp Marymount Inc. provides computer equipment and access to internal and external electronic
networks for camp and limited personal purposes. Employees and volunteers are expected to use all
systems and equipment in the performance of assigned duties or during their time off with permission
from the administration and are expected to treat equipment and electronic media access in a
professional and reasonable manner. Employees issued equipment or access to the Camp Marymount
computers or to the camp’s Wi-Fi system and electronic networks are responsible for computer
equipment and access to systems under their control. Each employee is responsible for understanding
and abiding by this policy and any updates that may be necessary in the future. The “Computer and
Internet Access Policy” covers all employees of Camp Marymount Inc.
1. Passwords
Employees needing computer internet access will be assigned password. In the case that a user name
and/or the password are selected by the employee, that employee must get both approved by the
Director. If that password or user name ever changes, the administration of Camp Marymount must be
notified of the new password and user name.
It is the responsibility of the employee, if given a personal password for internet access or for computer
network access, to keep that password confidential and the employee is responsible for all activities
performed under his/her password and user name.
2. Software
Employees will not violate copyright laws governing the use of software or knowingly introduce
unlicensed software into any diocesan computer system. The Camp Marymount Inc. and its employees
are legally bound to comply with the Federal Copyright Act (Title 17 of the U.S. Code) and all proprietary
software license agreements. Noncompliance can expose Camp Marymount Inc. and the responsible
employee(s) to civil and/or criminal penalties. Each computer must have its own original licensed copy
for all software programs or be covered by the diocese’s comprehensive site license. Failure to observe
copyright or license agreements may result in disciplinary action and/or legal action by the copyright
owner.
Employees will not copy software. Employees may not install software on any Camp Marymount Inc.
computer without the expressed permission of the Director.
3. Confidentiality of Records
All computers, networks, and contents of files stored on hard drives or network servers are the property
of the Camp Marymount Inc. Employees will not disclose any information relating to employees,
campers and their families, volunteers, payments, or donations related to Camp Marymount Inc.
without obtaining prior authorization from the Director.
Camp Marymount Inc. reserves the rights to review, modify, or delete the contents of any file without
the approval of the employee that created such file. Camp Marymount Inc. reserves the right to monitor

all internet usage including, but not limited to, logging all websites visited by individual computer users
and e-mails. Software to block access to offensive or inappropriate websites, as well as monitor
individual specific usage, may be in place as part of the GSO computer security measures. All
communications, including text and images, can be disclosed to law enforcement or other third parties
without prior consent of the sender or the receiver.

4. Inappropriate Use of Systems
Camp Marymount Inc. will provide computers, e-mail, and Internet access and other software for camp
and limited personal purposes. The following uses of the Camp Marymount Inc.’s and the diocese’s
computer systems are inappropriate and prohibited:
 Use for any illegal activities. Camp Marymount Inc. reserves the right to cooperate with legal
authorities in investigation of any suspected criminal or civil wrongdoing.
 Sending e-mail messages where the message contains material that a reasonable person could
construe as derogatory, offensive or inappropriate coming from a Catholic religious’ organization. If
derogatory or offensive email is received, the employee should notify his/her supervisor.
 Accessing or playing online games by way of Camp Marymount internet access during working
hours.


Accessing or participating in chat rooms other than Camp Marymount related business.



Creating or forwarding chain letters or pyramid schemes.

 Attempting to use other employees’ accounts or files that reside in areas that the employee has not
been given authorized access.
 Use of any computer in the main office without specific permission from the Director or Program
Director.
 Knowingly distributing viruses within Camp Marymount’s computer systems or to other computer
systems through Camp Marymount’s internet access.


Conducting personal business or other non-working activities during working hours.

 Using Camp Marymount’s computer equipment, networks, mail lists, or other resources for political
activity in support of or opposition to a candidate or issue.


Bypassing any of Camp Marymount’s internet access and security procedures.

 Employees who are aware of any violation of this policy are obligated to report it to their supervisor
who is obligated to report it to the appropriate authority, i.e., The executive Director
Violation of the Camp Marymount Inc.’s Computer and Internet Access Policy is subject to appropriate
disciplinary action including termination of employment.

This policy was adapted from the policy created by Governance and Service Officers (GSO) of the
Diocese of Nashville.

5. Internet Socializing
Summer camp staff members may NOT use the name or logo of Camp Marymount without permission
from the Director in writing. In order to protect the privacy of others, employees CANNOT post photos
or information about campers, campers’ families, staff members, or volunteers to any web site, social
site or through e-mail texting or any other social medial outlet. Posting photos of campers on a social
site is NOT allowed.
It is OK to post photos of you at camp and of camp in general. It is NOT OK to use curse words
or derogatory language, or wear inappropriate clothing in association with camp photos. It is OK to
share stories about campers without using names. It is NOT OK to invite campers to the camp group or
to communicate with campers via the internet without specific permission from the parent. One of the
most important things that we have learned recently is that no matter how private you think you have
made your site there may be ways that others (even campers) can gain access. Therefore, please note
that when you are socializing on the internet with camp & camp friends, once you identify yourself as a
camp employee or use the camp name in an internet networking profile website, group or web blog,
everything and anything that you post or say in that medium can and will be seen as a reflection of
camp.
Summer camp staff will be held to these requirements on a year-round basis because Marymount is
impacted by these actions even when camp is not open. Sites that are known for “internet networking”
(such as instagram, facebook.com, twitter, snapchat, etc.) will be periodically monitored by camp staff.
Admin staff will notify the appropriate party if we detect any violations to camp’s policy.

N.

PAYMENT OF SALARIES-

Payment of salaries will be made every two weeks. The amount of payment is based on the number of
years worked and on the particular position held. Social Security is withheld but income tax is not unless
required.
Salary, Paychecks, Room & Board



Staff members receive a paycheck every 2 weeks. Check your personnel information sheet to
determine the amount of your salary. Taxes will be taken out of paychecks.

Weekly Pay Scales
Position

Weekly Salary

Activity Head (must have certification)

$170.00

Activity Staff

$160.00

Assistant Head Counselor

$190.00

Assistant Health Care Manager

$170.00

Cabin Counselor

$180.00

CITs/ CIT Nanny

$50.00/ $100.00

CIT Director

$190.00

Head Counselor

$200.00

Head of Senior Camp

$190.00

Health Care Manager

$190.00

Horsemanship Director

$190.00

Kitchen Crew

$160.00

Laundry

$160.00

Liturgical and Prayer Coordinator

$155.00

Maintenance

$160.00

Fulltime Nanny

$160.00

Social Media Staff

$155.00

Support Counselor

$160.00



Staff members must complete the following paperwork and turn it in two weeks prior your start
date. If not done before camp, the employee must complete them during their time off.
1. Immunization record
2. Federal W-4 form
3. A federal employment eligibility verification form (I-9)
4. A Diocesan background check release (criminal background check and National sex
offender registry)
5. Internet Usage Agreement (part of handbook)
6. Unemployment Form

The above forms are provided when you receive your hire letter. First week postcards will be distributed
by Wednesday of the first week of the session and they should be turned in to the Head Counselor by
lunch on Thursday. After reviewing them, the head counselor will mark your name off the list. Birthday
cards are distributed during the second week of the session with a list of your campers’ birthdays. These
should be submitted to the head counselor by Friday of the second week. Please make sure the head
counselor marks you off his or her list when you submit these to avoid missing postcards.
To receive your final paycheck, the following must be complete and or turned in at the end of camp. We
will not release your check until complete and an admin member signs off on the completion form.


Completed Evaluations



Properly cleaned living quarters



1st week postcards completed by Wednesday of week 1



Camper Birthday cards completed and turned in by Friday of week 2 (counselors only –
for each camp session).



Complete end of session check out list (this will begin the last week of the session in
order to close out properly)

The following must be turned in.


Activity handbook and Staff handbook



Laundry bag



Camper logs



Cabin binder



Cabin bin



Snack bin/ cookie bin



First aid kits/ jump kits to the infirmary



Lost and found brought to the old lodge



Any other items that belong to camp-i.e. weather radio, sleeping bags, fans etc.

O. OTHER RENUMERATIONS
Room and board, laundry facilities, staff gift, and staff shirt will be provided free of charge.
Reasonable postage for letters (normal weight) is also included. Health benefits are not provided.

P.

GRATUITIES

Tips, gifts or gratuities from parents/guardians of campers may not be accepted before campers session
is over.

Q. SICK/EMERGENCY LEAVE
Camp will provide up to 3 days paid sick leave. If an illness lasts longer than 24 hours, a doctor’s note
will be required and any illness that last longer than 3 days will be dealt with on a personal basis,
but termination of employment may be an alternative route. The director may grant a leave in
the event of a death or illness in the family. After consultation with the employee and appropriate
administration, the length of this leave shall be determined. All other leaves can be granted only
for extreme reasons and only on a personal basis. Other “leaves” cannot be paid leaves.

R.

TIME OFF

GIRL’S SESSION STAFFStaff will have daily time off as explained below. Additional time off will be scheduled during training
week. Administration will designate specific dates during which stuff may request time off.
Counselors:




Four 22 hours off (one during training week, one changeover, and two 22s total during the
normal camping session)
Two 4-hour days off
Two hours off every day.

Days and nights off are as follows:


Day 4- You will be assigned specific days for your day 4. This will be taken during your off
activity period. Morning times begin at 8:30 a.m. and end at 12:15 p.m. Afternoon times
begin at 12:30 p.m. and end at 4:15 p.m.








22 hours- Counselors who teach morning activities, your time off will begin at the end of
morning activities (12 noon), and end at 10 AM (meaning you should be ready and at your
10 AM activity) the next morning. For counselors who teach afternoon activities, days off
begin at the end of afternoon activities (4:30pm), with the exception of lifeguards who may
be asked to stay thru free swim responsibilities, and ends at 2:30 pm the next day.
It is the counselor’s responsibility to sign up for time off and find another counselor to cover
their cabin if needed. If another staff member is asked to cover your activity / cabin, you
must let the head counselor know before leaving on time off. It is also the counselor’s
responsibility to remain on duty until they are off duty and to be back at camp and working
at the specified time.
Counselors- the last night “up the hill” each session will be Tuesday. You are required to
be in your cabin after “camper” lights out on Wednesday and Thursday of the last week.
Any time off (other than the 2 hours off) must be taken after the first Wednesday of the
session and before the last Wednesday of the session.

Activity Staff, Support Counselors, Maintenance, Laundry, Nanny & Social Media Staff:






Three 16’s for 5 weeks, leave at 5 pm and return 9 am
Training week and changeover 22
2 hours off daily: 7:30 PM- 8:30 PM (if not required to go to night activity) and 9:30 PM - 10:30
PM.
Any time off (other than the 2 hours off) must be taken after the first Wednesday of the session
and before the last Wednesday of the session.
Stables- you will only be able to have other support staff members cover for you during your
time off. Do not pull counselors from their camper responsibilities. In special circumstances, the
head counselor and program director must sign the time off request form for this to be allowed.

Kitchen Staff:





Three 16’s for 5 weeks, (can only be scheduled on the nights kitchen staff is off from dinner ie.
Cookouts or tennis court dinners)
Changeover and training week 22s
2 hours off daily: 2:00 PM – 4:00 PM (if kitchen duties are done) and 9:30 PM - 11:25 PM.
Any time off (other than the 2 hours off) must be taken after the first Wednesday of the session
and before the last Wednesday of the session.

CITs:





Three 22s (one of these will be assigned, one you will chose from available dates & one is during
changeover)
One day 4: Specified on-site day 4 slots are designated for CITs. These will be presented during
the training week for the CITs to sign up.
2 hours off (in camp time off) every other day
Any time off (other than the 2 hours off) must be taken after the first Wednesday of the session
and before the last Wednesday of the session.

BOYS SESSION STAFFStaff will have daily time off as explained below. Additional time off will be scheduled during training
week. Administration will designate specific dates during which stuff may request time off.
Counselors:




Three 22 hours off (one 22 during training week, one 22 during changeover and one 22 during
the normal camping session)
One 4 hours off (during the day)
3 hours off every day during the one week session and 2 hours off every day during the two
week session

Days and nights off are as follows:









Day 4- You will be assigned a specific days for your day 4. It must be taken during your off
activity period. Morning times begin at 8:30 a.m. and end at 12:15 p.m. Afternoon times begin
at 12:30 p.m. and end at 4:15 p.m.
22 hours- Counselors who teach morning activities, your time off will begin at the end of
morning activities (12 noon), and end at 10 AM (meaning you should be ready and at your 10
AM activity) the next morning. For counselors who teach afternoon activities, days off begin at
the end of afternoon activities (4:30pm), with the exception of lifeguards who may be asked to
stay thru free swim responsibilities, and ends at 2:30 pm the next day.
It is the counselor’s responsibility to sign up for time off and find another counselor to cover
their cabin if needed. If another staff member is asked to cover your activity / cabin, you must
let the head counselor know before leaving on time off. It is also the counselor’s responsibility
to remain on duty until they are off duty and to be back at camp and working at the specified
time.
Counselors- the last night “up the hill” each session will be Tuesday. You are required to be in
your cabin after “camper” lights out on Wednesday and Thursday of the last week.
Any time off (other than the 2 hours off) must be taken after the first Wednesday of the session
and before the last Wednesday of the session.

Activity Staff, Support Counselors, Maintenance, Laundry, Nanny & Social Media Staff





Two 16’s for 3 weeks, leave at 5 pm and return at 9 am
One 22 during training week and one 22 during change over
2 hours off daily: 7:30 PM- 8:30 PM (if not required to go to night activity) and 9:30 PM - 10:30
PM.
Any time off (other than the 2 hours off) must be taken after the first Wednesday of the session
and before the last Wednesday of the session.



Stables- you will only be able to have other support staff members cover for you during your
time off. Do not pull counselors from their camper responsibilities. In special circumstances, the
head counselor and program director must sign the time off request form for this to be allowed.

Kitchen Staff




Tw0 16’s for 5 weeks, (can only be scheduled on the nights kitchen staff is off from dinner ie.
Cookouts or tennis court dinners)
Changeover and training week 22s
2 hours off daily: 2:00 PM – 4:00 PM (if kitchen duties are done) and 9:30 PM - 11:25 PM.
Any time off (other than the 2 hours off) must be taken after the first Wednesday of the session
and before the last Wednesday of the session.

CITs –



One 22 (assigned) and one 22 during changeover
One day 4: Specified on-site day 4 slots are designated for CITs. These will be presented during
the training week for the CITs to sign up.
 2 hours off (in camp time off) every other day
Any time off (other than the 2 hours off) must be taken after the first Wednesday of the session
and before the last Wednesday of the session.
Support & Activity Staff (For both girls & boys’ sessions)
Each support staff member must let the head counselor and Head Of Support Staff know if you are
having your job covered by another staff member 48 hours in advance in addition to signing up on the
time off calendar (located in the counselor’s Lodge). Your supervisor must approve your time off request
to assure duties are covered. In some instances, it may be necessary to have another available support
staff member substitute while you are out. Your supervisor/admin team member will let you know if a
substitute is needed. NOTE: Although support staff positions have a traditional job descriptions and
schedule, as part of the staff you are expected to help in other areas and participate in activities (prayer
services, Mass, night activities, cookouts, etc.). In addition, when activities are cancelled or senior camp
is away you are expected to check in with the Program Director for assignments. These situations are
not days/time off.
UNDER THE AGE OF 18 TIME OFFAny staff member that is under the age of 18 must report to their supervisor when they leave camp
property for any reason. If they take off 6 hours or more and are leaving the property they must have
their supervisor call and notify their parents of where they are going and when they are expected to be
back a camp.

S. MEDICAL AND INSURANCE
INSURANCE
Camp carries extensive liability and fire insurance. Camp also carries automobile insurance on camp
vehicles. A select number (based on age, driving record and need) will be authorized to drive camp
vehicles. Your personal vehicle is never covered by camp’s auto insurance, even if you choose to use it
for camp purposes. Your own/parent’s insurance covers your vehicle. Camp vehicle are never to be
used without permission from the administration.
HOSPITALIZATION
Camp carries workman’s compensation insurance in case an injury is sustained while in employment at
camp and in performance of camp duties. Camp insurance will be responsible for expenses in such
cases as long as a claim is made in writing within 2 days of injury. A claim must be approved by the
diocesan insurance company and can be refused based on certain circumstances. A drug screen will be
required after a workman’s comp claim.
HEALTH EXAMINATION
Employees must receive a thorough medical examination within two years prior to Camp employment.
HEALTH FORM
Every employee is responsible for providing the camp with a completed health form, signed by a doctor.
The health form will be provided by camp.
Medication
All staff members & campers must keep medicine, prescription and over the counter, in the infirmary.
No one is allowed to keep medicine in their living quarters. Medication will be distributed by the
infirmary staff at the appropriate times. It is voluntary for staff to share with the health care center staff
the name and purpose of their medication. All medical information is kept in strict confidence by the
infirmary staff.

T. VEHICLES
PERSONAL VEHICLES
Moving vehicles at camp pose a safety issue with all the campers we have here. It is also not ideal
esthetically. Vehicles are not to be used to run errands around camp including doing your laundry or
taking food to a cookout or transporting campers/staff. If there is a reason that you must use your
vehicle, please get permission from one of the administration. Staff vehicles are to be parked at the
main parking lot (by the dining hall). On Opening Sundays and visiting Sundays all vehicles are to be
parked on the Athletic Field behind the kitchen. Uninsured vehicles are not allowed. The speed limit at
camp is 10 mph or less. Under 18 staff are encouraged to not bring their cars to camp, special
permission is given by the director or program director.
CAMP VEHICLES
Are to be used for camp business only. They are not to be used by anyone unless permission has been
given by an administrator, you are 21 years of age or older, you are on our insurance, and you have
signed the Marymount Driving Policy form (MDPF). All camp vehicles will have to be signed out for in the
office. Non-passenger vehicles/pickup trucks are not to transport personnel or campers unless it is
during a tractor ride or other similar event and only with a speed limit of 10mph or less and only with
permission from the director or program director. All designated Marymount drivers will be given a
vehicle orientation & training session during training week. Maintenance is required to do safety checks
on all camp vehicles. Staff members who are injured in any way are not allowed to drive any vehicles for
treatment of themselves or campers until cleared by an administrator to do so. If the need arises they
must be transported by another staff member.

U. Dress Code
All staff members should dress in a modest and respectful way. The following should be used as a
guideline: shirts: no midriffs or tube tops—females should wear a bra at all times (even with tank tops
that have a “shelf” bra); swim suits—one piece for females, no sporty speedos for males; shorts—no
shorty shorts, no low riders (underwear should not be seen). Also, shirts should not be too tight. Males
should always be wearing a shirt unless at the lake. Please dress appropriately. Camp is not a fashion
show.
Clothing should not display beer, alcohol, drug, sexual or curse word, inappropriate emblems or photos.
In addition, divisive topics such as but not limited to abortion and political topics etc. Should not be
displayed. If unsure, ask before wearing the item.
STAFF SHIRT
Each staff member will be given one staff shirt. This shirt is to be worn each opening day, Sundays and
closing Friday. Staff shirts have a longer life if worn only on these days. Staff members who lose their
staff shirt will be asked to buy another one.

On Saturdays, the admin will offer an option to have your staff shirt cleaned so it is ready for visitor
days. Please make sure your name is written on the tag (in permanent marker).

V. Attitude
Employees should present a pleasant, positive attitude and genuine concern for others. Employees
should be interested, focused on children and service oriented. The ability and desire to get along with
parents, administration and fellow employees is extremely important.

Employees must express themselves appropriately. Harsh, abusive, derogatory or vulgar language
among employees or in the presence of employees will not be tolerated. In addition, gossip in the
workplace decreases morale, and alienates other employees, and will not be tolerated.
Camp Marymount will not tolerate insubordination. Employees found to be insubordinate will be
subject to discipline up to termination.

W.

Conflict

Gossip and negativity among the staff community are not tolerated and are grounds for dismissal. Staff
members are expected to handle the campers and each other with respect and a positive attitude.
Conflicts should be handled in a mature manner. When needed it is expected that staff will ask for
support with conflict. The CL is not the appropriate place to “vent” or have personal conversations
about conflicts with other staff members. Negative feelings are readily noticed and can create an
uncomfortable “feeling” in the lounge. Please find appropriate times and places for venting and solving
conflict. The lounge is not the place.

X. EMPLOYEE GRIEVANCES
Differences of opinion occasionally arise between individuals in an organization. It is in the best
interests of Camp Marymount that such conflicts be resolved as soon as possible. Only complaints or
replies to complaints which are of extreme significance need to be in writing. Open discussion of
problems is encouraged so that employee grievances and complaints may be resolved to the satisfaction
of all concerned.
Employees who submit a complaint or grievance under this procedure will not be harassed nor will any
reprisals or retaliatory action be taken. Retaliatory conduct will not be tolerated Camp
Marymount. Employees are not to disrupt or in any manner interfere with the work of any other
employee.
Procedure:
(1)
If an employee cannot resolve a problem or concern with another employee of Camp
Marymount, any employee having a grievance or complaint relating to his/her status or conditions of

employment with Camp Marymount should discuss the problem with that employee’s immediate
supervisor or Department Director.
(2)
If the employee feels uncomfortable discussing a problem or concern with his/her supervisor or
department director, the Executive Director or Board President can be contacted to discuss the problem
or concern in confidence.
(3)
If after preliminary discussion the employee feels that nothing has been resolved, the employee
is encouraged to discuss the situation with the Moderator of the Curia at the Diocese.
(4)
If the employee still feels that no satisfactory resolution has been offered, the employee may
request an appointment with or write to the Bishop, giving the employee’s reasons for disagreement. In
the event the Bishop concludes that a meeting is necessary to reach a resolution, the employee and
others concerned may be asked to attend and discuss the employee’s concerns in order to make a fair
and final resolution.
Note: While employees are encouraged to utilize the procedures discussed above, these procedures are
not intended to create any contract between Camp Marymount and an employee concerning the
procedures that will be followed in handling any employee concerns, including termination of
employment. Camp Marymount also reserves the right to modify, revise, or revoke this policy.

Y. TERMINATION OF AGREEMENT
A one week notice in writing is expected prior to leaving camp employment. In this case, the employee
will be paid in accordance with the number of days worked.

Z. DISMISSALS
Anytime a staff member is dismissed the diocesan attorney will be notified and made aware of the
situation. In some situations, we or the Diocesan attorney will share information regarding the dismissal
with other entities of the Diocese only, i.e. the school the employee goes to. The condition warranting
dismissals will be given in writing and the counselor or staff member will not receive any severance pay.
We realize that when a staff member is dismissed that there is a lot of curiosity and concern. In most
circumstances we are not legally able to discuss the reasons for termination in great detail. We
encourage you to discuss your concerns with the Director and not with other staff and to stay focused
on your campers and the experience you can give them.

Communication, Feedback, & Meetings
As many of you know, camp is a busy place and we have a lot of things, going on at the same time. We
also have a staff of around 60-70, and 200+ campers that need our constant attention. So, when things

get busy, it’s easy to forget to slow down and listen to what is going on around you and how you are
doing in your job etc.
So as part of the staff you are expected to attend regular meetings with your supervisor. It is important
that you attend these meetings in order to be up to speed on current events & schedule changes, the
latest lice outbreak, or what the theme of the staff social will be that evening. All meetings will be
announced &/or posted on the Admin message board in the CL.
See below for more information on your meeting schedule.
Counselors- will meet with the head counselor 3 or more times a week for updates and directions on
upcoming events. The time and place of these meetings will be announced during meals.
Support Staff (activity staff, laundry, maintenance, crew, cooks, nurse etc.) – There will be will a support
staff meeting once a week (usually on a Tuesday night but is subject to change). Support staff will also
have support staff night activities, some of these will not be mandatory, although will be. You are
encouraged to attend all activities.
CIT participants- you will have meetings on either Mon/Wed/Fri afternoons or Tues/Thurs/Sat
afternoons.
Admin Team- will meet every Tuesday afternoon at 4:30 pm
Feedback & Evaluations
In order for all of us to improve we need to know how we are performing at our jobs. It is your
responsibility to report to your supervisor positives as well as negatives. You will have a weekly
“checking in” with your direct supervisor (admin team member) to discuss how you are doing and to set
goals for the next week. When you grow up & get that less significant “real job”, you will be evaluated so
this is a “normal” part of employment, don’t be scared. This is a time to receive compliment, positive
feedback and constructive criticism and is an opportunity to grow into a better staff member.
This will also give you a moment to chat & provide your supervisor with input on how your coworkers
are doing. If people are unaware of a problem, it is difficult to fix or improve a situation so please
provide feedback to your supervisor so we can all improve at our jobs.
At the end of the session all staff members will participate in final evaluations. These must be completed
in order to receive your final paycheck. Instructions will be given on the process during training week
and before the evaluations begin. No one else sees your evaluations as they are submitted and analyzed
by a third party. Please be honest and give specific examples of concerns.

Section 3-Organizational Chart & Job Descriptions
As a guide we have provided a job description for each position. It is expected that you adhere to these
job descriptions, but also because camp is a unique environment, it is expected that we all often have to

do many things outside of our “normal” job description. Providing campers with great experiences is a
team effort.
The Camp Administration
An organization chart has been designed to help you recognize and understand how we will function
together. Some of the key positions at camp are outlined below.
Board of Trust- Hires the Director, creates policy, and oversees the operation and funding of Camp
Marymount Inc.
Executive Director- The Director is ultimately the one responsible for approving all hiring of staff and
making decisions concerning the everyday operation and administration of camp, including personnel,
programs and policies.
Program Director- Oversees all programs and activities at camp. This person develops and trains staff
and ensures all program are run well and adequately supplied. This person also hires staff that are
needed for activities and programs.
Head Counselor-The Head Counselor recommends for hire and develops counseling staff. He/She
supervises counselors and works with the Program Director on programming and training of staff.
C.I.T. Director- The CIT Director is in charge of the counselor in training program. He/she trains the CITs
for future employment at Camp Marymount. He or she also assists the head counselor.
Head of Support Staff - He/She coordinates weekly meetings with the support staff and communicates
with fellow administration. Plans support staff events/activities and encourages support staff to
participate in all programming activities. Assists staff members in making sure they have the
tools/supplies to complete their job. Helps coordinate “substitution” program for support staff. Reports
any supplies needed to the Program Director. In addition to this the support staff director also has other
duties (cook, waterfront or other).
Admin Team (AKA The A Team) - a combination of summer and year round staff that serve as
supervisors to the entire staff. Each admin team member serves as a supervisor and evaluates those
under their authority. During off season, admin team members receive training on how to supervise
staff in areas that include overall job performance, appropriate behavior, safety, appropriate teaching
techniques, and being a positive role model as well as many other others. The admin team also meets
regularly during the summer program to address any concerns and stay informed as a whole on the
camp program. Admin team members will evaluate their staff on a weekly basis.
NOTE- other staff members help frame the admin team. Their specific job roles are in addition to their
administrative job responsibilities.

Board of Directors

Executive Director
Tommy Hagey

Facility Director
Shawn Bastin

Maintenance
Staff

Food Service Director
St. Charles Employee

Cooks
Crew

Program Director /
Summer Director
Allee d’Aquin/
Margaret Hagey

Development
Suzi

Dana H.

Head Counselors

Head of Support
Staff

Head of SC

SC and JC
Counselors

SC and JC
Counselors

Registrar

CIT Director

CITs

COUNSELOR & SUPPORT COUNSELORS:

Laundry
Activity Staff, Nurse,
Spiritual Dir. & Other
support Staff

1. Works cooperatively with total staff in planning and carrying out the overall camp program.
2. Assumes leadership role for the group of campers assigned to his/her charge.
3. Is constantly on alert for problems affecting the health and safety of all campers. This includes
daily checks on camper hygiene, bug bites, cuts and scrapes.
4. Seeks to promote good personal relationships within his/her group of campers.
5. Teaches activities assigned by the Head Counselor with enthusiasm, knowledge, and concern for
the campers’ safety and in a way that has been outlined by the administration.
6. Promotes good conduct at mealtimes, and a quiet rest period, making sure that his/her campers
receive full benefits from periods of relaxation.
7. Supervises CITs as assigned by the Head Counselor and CIT Director.
8. Prepares health and accident reports as required in conjunction with the health care
coordinator and submits a written evaluation of the Camp program and assigned staff at the end
of the season.

NOTE: Support counselors do not live in cabins on a full time basis but are trained to cover and fill in as
needed.
QUALIFICATIONS:
1. Experience in camping or other youth work.
2. Emotional maturity and high standards of conduct in accordance with the philosophies of Camp
Marymount and the Catholic Diocese.
3. Genuine liking of children and the outdoors.
4. Must be at least 2 years older than campers they would supervise HR.8
Counselor in Training
1. Reports to CIT Director
2. Joins daily cabin schedule and activities as assigned by the CIT Director or completes assigned
duties (for example, nanny, office duties, or laundry); assists and observes where needed
3. Attends and participates during Counseling Skills Development Meetings
4. Prepare Sunday Dinner on the Tennis Courts under the supervision of the CIT Director
5. Assists cabin counselor (see duties above) and activity counselors with instruction and
supervision of campers.

Health Care Manager and Health Care Manager Assistant
The Health Care Manager is responsible for overseeing the health and safety of campers and staff.
1. Provide health care to meet individual needs of camp staff and campers.



Collaborate with camp doctor and other volunteer medical staff to meet medical needs.



Follow health care policies/procedures as described in the Healthcare Manual and treatment
procedures.

2. Must be a least 21 years of age, have a valid driver’s license, CPR certified, current first aid
certification and experience in first aid and emergency management.
3. Organize, maintain, and utilize adequate resources for serving the health and medical needs of the
campers and staff.



Set up the camp Health Center.



Inventory and order all necessary medical supplies and equipment.

4. Maintain accurate and detailed medical records according to state and American Camp Association
Standards.



Ensure staff and camper health examinations are complete, current and on file.



Prepare and utilize daily medical log for treatment and medications.



Prepare and record insurance and accident report forms.

5. Oversee First Aid procedures and supplies.



Prepare and distribute first aid kits throughout camp including camp vehicles, kitchen, offices,
waterfront, activity areas, and out-of-camp trips.



Ensure supplies are well stocked and distributed as needed.

6. Ensure a staff orientation session is delivered on medical services.



Work to ensure camp staff and campers know their role related to health care and first aid.



Provide or ensure orientation is provided that includes standing orders, clinic hours, specific
camper health and social needs, health center procedures, emergency procedures, and staff
health assessment of campers, policies on contacting parents, transportation to outside health
facilities, accident prevention, nutrition, and first aid in the camp setting.

7. Screen all campers and staff who are arriving and departing camp.



Verify health history and examination.



Verify emergency authorization.



Identify and document any observable evidence of illness, infection or injury.



Conduct a health assessment.



Keep and secure all medications used by campers and staff.

8. Supervise sanitary conditions throughout camp.



Report any health problems or symptoms of illness to the Camp Director.



Advise Camp Director of any areas of concern with regards to cleanliness, hygiene, or unsanitary
conditions

Other Job Duties:



Perform any tasks beyond those assigned as help is needed.



Provide input in the camp’s risk management program.



Supervise health assistant and/or first aid position.



Develop a resource file and obtain information and/or literature concerning health in the camp
community.



Be responsible for contacting parents concerning the status of their child’s health by telephone
in the following situations: any visit to or from license medical personnel, illness requiring an
infirmary stay and emergency treatment/accident, etc.



Be knowledgeable of outside health resources.



Health Care Manager reports to the health care directors, program director, executive director,
and head counselor



Assistant to the Health Care Manger reports to the health care directors, Health Care Manager
and then to the program director, executive director, and the head counselor.

Head Counselor
1. Helps recruits staff with the help of Program Director
2. Helps plan and implements training week with the help of the Program Director and Summer
Director (night activity schedule, laundry schedule, bathroom cleaning schedule, activity
schedule for campers and staff, etc.)
3. Create counselor activity schedule/ counselor daily time off schedule/ tennis court duty
schedule
4. Plans Night Activities and implements
5. Helps the Summer Director assign campers to cabins
6. Assign counselors to cabins with the help of the Program Director and Summer Director
7. Create camper Indian groups and night activity groups
8. Meet and greet parents
9. Call parents of no show campers 30 minutes after check-in time on visitor day (or opening day).
Check with camper’s counselor first to assure if they forgot to sign-in.
10. Supervise & evaluate counseling and activity staff, and provide supply request to the program
director.
11. Inspect Cabins for cleanliness
12. Teach senior camp swance/ swim level class
13. Provide guidance to counselors concerning their campers
14. Be in charge of discipline matters that extend beyond standard cabin counselor discipline and
communicate when needed with to Executive Director and Program Director via parent log book
(must be signed off prior to phone call to parents).
15. Coordination of entire program through announcements at flagpole and meals
16. Ring siren
17. Coordinate program with Program Director (from the support staff, including the food service
director, laundry personnel, maintenance, Spiritual Director, office personnel, activity
counselors, and the nurse)
18. Supervise and coordinate with the Head of Senior Camp and the CIT Director

19. Report to the Director & Program Director
20. Serves on the admin team.

Head of Senior Camp
1. Report to and coordinates with the Head Counselor
2. Supervises SC (Senior Camp) & evaluates senior camp counselors
3. Creates SC Night Activity Calendar and implements/coordinates supplies and logistics etc.approved by Program Director
4. Assigns SC counselor to cabins with the help of the Program Director and Summer Director (The
Head of Senior Camp must have a co-counselor)
5. Assigns Senior Campers to cabins with the help/approval of the Program Director and Summer
Director
6. Works with the Program/Summer Director in creating activity schedule and time off schedule.
7. Meet and greet parents
8. Provide guidance to Senior Counselors concerning their campers
9. Supports and enforces all policies.
10. In charge of Gypsy/ Two-day trip agenda, call in times, and request for checks, credit cards, taxexempt forms, etc. In addition, ensures the food is ready for the trip and works with the kitchen
staff to make sure food is accounted for the trip.
11. In charge of discipline matters that extend beyond standard cabin counselor discipline (program
and summer director will be notified in this situation).
12. Inspect SC cabins for cleanliness
13. Coordinates with support activity staff as needed.
14. Serves on the admin team.
15. Sits in on CIT Meetings when available. Evaluates last year campers at the end of each session
(and makes sure the other senior camp counselors do as well) in order to simplify the hiring
process for CITs the next year.

CIT Director
1. Reports to and coordinates with the Head Counselor, Program Director & Summer Director
2. Supervises and evaluates CITs

3. Communicates with CIT Parents when their nights off will be (via email & letter) once approved
by Summer Director or Program Director
4. Arranges CIT schedule, including their activities, time-off, and cabins
5. Leads Counseling Skills Development meetings
6. Takes CITs on a bonding activity & is responsible for them during such activities.
7. Supervises Dinner on the Tennis Courts as well as CIT night activities.
8. Assists the head counselor as needed and communicates with counselors regarding
performance of CITs.
9. Also teaches activities or helps in office as needed per session schedule.
10. Serves as part of the admin team.

Head of Support Staff
1. Main contact for support staff-focused specifically toward male staff for girls’ session and female
staff for boys’ session
2. Helps plan and promote weekly support staff mtg. and activities (minimum of 1 meeting and 1
bonding activity per week)
3. Oversees support staff time off schedule with Program/ Summer Director
4. Encourage and require support staff involvement in night activities and other camper events
5. Communicates with HC, ED, & PD and other team members any concerns or issues.
6. Night Duty responsibility
7. Inspects support staff living quarters and checks for cleanliness biweekly (Coordinate inspection
with Head Counselor/Program Director)
8. Facilitate with staff training and ongoing education throughout session
9. Evaluate staff you supervise and provide feedback and goals
10. Supervises night duty and follows night duty description
11. Serves on the admin team.
12. This position (like most) is in addition to other staff responsibilities (Cooking, activity leader,
head of waterfront etc.). It is not a single (summer position).

Food Service Director (FSD)
1. Communicates with Program Director and the Head Counselor & reports to the Director
2. Plans nutritional meals for the session
3. Orders food from distributors and maintains budget
4. Supervises cooks and kitchen crew, ensuring that all safety and health regulations, as outlined
by the Health Department, are followed
5. Coordinates with the Head Counselor and the Head of Senior Camp concerning food for
programming
6. Provides timely information when equipment or supplies need replacing.
7. Evaluates staff performance and provides feedback and goals
8. Provides menus to E.D. one week in advance.
9. Serves on the admin team.

Cook
1. Report to the FSD & head of support staff
2. Assists FSD with meal preparation and serving & cleaning cooking area after meals (duties to be
posted)
3. Maintains Health Department requirements
4. Helps supervise the kitchen crew and assist as needed.
Crew
1. Reports to FSD
2. Assists cooks with the prepping & serving of food
3. Clean up dining hall and wash dishes after meals (detailed list of duties to be posted)
4. Upon completion of each meal clean-up, a cook must sign off must sign off on all work being
completed (a chart should be posted in the kitchen) prior to off time.
5. Maintains Health Department Requirements

Maintenance
1. Reports to Facility Manager and the head of Support Staff
2. Trash runs & recycling runs

3. Cleans & restocks bathrooms
4. Grounds upkeep (mowing, weed eating, screening, etc.)
5. Keep shop clean and organized
6. Respond to Maintenance request forms and small repairs
7. Must consult with Facility Manager for all electrical or plumbing repairs.
8. General up keep of grounds equipment & maintaining vehicle logs.
9. Moving and setting up equipment for programming or activities.
10. Maintains and uses all safety equipment including eye protection when using lawn equipment

Laundry
1. Reports to Program Director & head of Support Staff
2. Picks up and delivers all camper laundry- communicates with head counselor status of laundry
and who is next in rotation. (Camper laundry rotates every three days).
3. Washes kitchen and infirmary laundry and coordinates schedule with FSD & nurse
4. Maintains cleanliness of laundry room
5. Notifies Facility Manger of any equipment issues or needed supplies.
Spiritual Director
1. Reports to the Head Counselor and the Program Director.
2. Responsible for the spiritual development of the entire program through the use of prayer
services and Masses.
3. Plans and conducts prayer services & activities.
4. Schedules and assists priests for Masses, including music
5. Maintains the Chapel and all needed supplies
6. Provides spiritual guidance for staff and campers and advises when needed.

Horsemanship Director
1. Reports to the Head Counselor and the Program Director.
2. Must be at least 21 years of age and possess CHA certification or its equivalent, and have
experience with horses and teaching horsemanship.
3. Responsible for the care and cleaning of all tack.

4. Responsible for the care, feeding, grooming, and medication of all horses, under the supervision
of the director.
5. Responsible to keep the barn, horsemanship sitting area, the ring, clean and in good repair.
6. Works in conjunction with the head counselor or program director to select horsemanship
instructors.
7. Responsible for the training and ongoing evaluation of all horsemanship instructors.
8. Responsible for developing and supervising safe riding practices in the ring and on the trail.
9. Oversees all horsemanship instruction.
10. Responsible for checking the horses three times daily, once in the morning, afternoon watering,
and evening feeding for any physical problems.
11. Responsible for evaluating horsemanship instructor using the Horsemanship instructor
evaluation form and completing accident/incident reports as needed

Stables StaffReport to the Director of the stables and are responsible for all of the above under the
horsemanship director’s supervision and instruction. Also report to the program director and
executive director.

Head of Waterfront
1. Reports to the Head Counselor and Program Director
2. Plan, direct, and supervise a safe and fun waterfront program

 Write (with the help of waterfront specialists) lesson plans that meet camp goals.
 Evaluate aquatics abilities of campers and staff.
 Deliver creative swim and watercraft program activities.
 Follow all waterfront guidelines/rules & procedures
3. Train and supervise waterfront staff

 Assist in the planning and implementation of staff training.
 Train waterfront and counseling staff in their waterfront responsibilities.
 Supervise waterfront staff to provide a safe and high-quality program.
 Supervise the waterfront staff evaluation process.
 Implement the scheduling of waterfront staff.

 Directly supervise other aquatic staff.
4. Manage the physical facilities and equipment in the waterfront program area

 Set up waterfront area prior to and during staff training.
 Teach and monitor proper use of equipment.
 Conduct initial and end-of-season inventory, and store equipment for safety.
 Check equipment, and make (or file for) repairs, communicate with facility manger &/or
maintenance staff appropriately.

 Conduct a daily check of equipment for safety, cleanliness, and good repair.
 Submit orders for equipment and supplies when needed, ensuring timely arrival of
materials.

 Survey waterfront area daily, and keep the area free of hazards and debris.

5. Current certification in first aid and CPR. Prior experience in the development and delivery of
recreational programs. Experience in supervising others especially peers is desirable
6. Must have valid WSI certification and Lifeguarding certification
7. Must be at least 21 years of age
Activity Heads (Riflery, Archery, Arts & Crafts, Wilderness Awareness, Canoeing, Gardening, Head of
Stables, Stables staff, etc.)
1.

Reports directly to Head Counselor and Program Director

2. During training week plans lesson plans and schedule for each activity (age appropriate)
3. Helps teach other counselors during training week lessons/activities so they can instruct & assist as
needed during activity periods.
4. Organizes and maintains activity supplies daily and keeps activity up to date with current applicable
standards.
5. Reports any supplies needed for activities to Program Director in a timely manner.
6. Evaluates instructors & provides feedback to administration on activity counselors’ performance.
7. Responsible for maintaining activity site and equipment as well as keeping the site clean and
organized.
Participates in all night time activities unless given permission not to by the Head Counselor.
Nanny
1. To care for, transport (if age permits), and supervise the director’s, full time camp staff and
volunteers children.

CIT Nanny
1. To care for, transport (if age permits), and supervise the director’s, full time camp staff and
volunteers children.
2. CIT age employees also participate in the CIT program and have other responsibilities. such as
teaching an activity or assisting in camper supervision & the overall camp program as needed.
2. Reports to CIT director or Head Counselor (depends if CIT program is part of duties)

NOTE- All of the above positions requires some lifting & physical activity in order to perform duties. If
you feel you need assistance to complete any of the above listed duties, please notify the program
director or director. All summer employees must have valid CPR & first aid certification (new
employees are required to receive the initial training prior to camp. Returning staff can may take our
recertification course to stay current.

THIS FORM IS PROVIDED DURING TRAINING WEEK AND KEPT IN YOUR FILE

SECTION V
ACKNOWLEDGMENT OF RECEIPT
This handbook is designed to acquaint you with Camp Marymount and sets forth many of the
policies and procedures under which Camp Marymount operates. It also informs you of some
of the things that are expected of you and addresses many items that will affect your employment
with Camp Marymount. If you have any questions concerning the specific provisions or policies,
please contact the Director/Administrator.
Our policies are subject to periodic review and are revised whenever appropriate to keep them
up-to-date and relevant. This Handbook is not a contract of employment, and Camp
Marymount reserves the right to revise any of the policies, procedures, and benefits in this
Handbook at any time for any reason.
All staff are expected to follow the rules and guidelines as outlined in this handbook and during their
entire period of employment, including training week. They are also expected to use common sense in
making decisions that affect their performance.

I hereby acknowledge that I have read or will read before campers arrive and have access to a
copy of the Camp Marymount Staff Handbook. I am or will completely familiarize myself with
its contents, and will direct any questions I have about the handbook, its contents, and
employment issues to the Director/Administrator. I further understand that this Handbook
does NOT create a contract of employment and that Camp Marymount has the right to alter or
modify any of the provisions of this Handbook at any time without prior notice.
___________________________________________ _________________
Signature
Date
____________________________________________
Printed Name

