Tasks for Camp Directors
1. Recruiting staff: Start with a chaplain, health supervisor, crafts specialist (if budgeted), and cooks for Tamarack. Consult the budget for the estimated number of counselors you will need. See the sheet entitled “Procedures for processing staff applications and assigning staff,” for guidelines. Designate one director to receive copies of staff applications.
 

2. Program Funds: One co-director for each camp will receive a check for the amount estimated you will need for the size of your camp. Program funds are determined on the basis of $10 per person (including campers and staff). If you have more participants than estimated, you can submit a request for additional funds at the rate of $10 per additional person. You will be responsible for reimbursing your crafts person and any other staff member who makes purchases for your program out of this money. (Telephone and medical supplies excluded. Request reimbursement for these expenses separately.)

3. Directors’ Letter: Write a Directors’ letter, which will be part of the packet sent to registered campers. The camp registrar will send you a copy of last year’s letter for your camp, if needed. She will inform you of the deadline for submitting your letter.


4. Program Development: Begin to develop your program based on the curriculum. Include your chaplain in program development. Coordinate with your crafts specialist so that projects have relation to the camp theme. Many people in our conference have experience with developing camp programs. They are eager to consult with you. If you have questions or would like guidance, contact Barbara Broadbent for suggestions for resource people and materials.

5. Printed materials for staff: Create staff packets for your counselors and other staff. Include pertinent portions of the curriculum (use the editable version on the curriculum CD), an outline of your program, and other useful information. For suggestions on what to include, contact Barbara Broadbent. Plan to have the packets ready to distribute to your staff at the June Camp Rally.

6. Onsite Training: Plan staff training for the evening and morning prior to the start of your camp. This gathering may be held onsite. If you prefer, you can gather your staff offsite the evening prior to camp beginning. You may save enough money on your budget to have one extra staff person!


7. Training Essentials: Be sure to cover the areas listed on the sheet, “Outline for Onsite Staff Training.” Go over your program. Let your staff know what is expected of them, what daily staff meetings are planned to accomplish, and when they will have opportunities for rest time.
 
8. Finances: Remember to keep track of all money you end up handling at camp and to complete any financial transactions ASAP at the end of camp.


9. Wrapping Up: Turn in all receipts and any unspent money. Complete and turn in staff performance reviews, turn in medical logs, registration forms and health records. Money and checks should go to the conference office immediately. Forms may be turned in at the September evaluation meeting.


10. Anything else? Bring your last-minute questions to the Camp Rally. We will have a meeting time for all directors to gather with Barbara Broadbent to go over details and clarify any unclear points.


11. Do not hesitate to call your ACM at any time for any reason. I’m here to help! 

Contacting Barbara: 
Office: 510-247-8996, Tuesday-Friday, 10 a.m.-3 p.m.
Home: 408-773-8910
Cell Phone: 408-393-3751

e-mail: bbroadbent@ncncucc.org
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