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2016
Instructor Handbook
Welcome to Badger Day Camp – we are very pleased to have you on our staff! You play a vital role in the quality of our camp program. In order to maintain our high standards, it is important that our expectations are clear. 
A Quality Instructor Always…

1. Says “hi” to campers even when not “on the clock.” 

2. Knows and uses camper names. 

3. SMILES! 

4. Arrives on time for each activity session and starts on time. All required materials and/or equipment is ready and in place before each group arrives.
5. Sets out group expectations to campers before the start of the activity and enforces those expectations 
6.  Is well prepared with a written/mental lesson plan for all activities. 

7. Steals other’s ideas. Actively searches for new ideas, games, projects. 

8. IS LOUD! 

9.  Spends an equal amount of time on all campers (even the whiny kid with the runny nose). 

10. Treats campers equally and doesn’t show favoritism. Does not share negative thoughts about campers in public places. 
11. Is flexible (you want me to teach what, when?!) 
12. Strives to avoid “down time” and having campers wait in line for turns for lengthy periods.
12. Gets into the spirit of camp theme days by planning an activity related to the theme if appropriate for your activity or sport.
12. Finally… LOVES TEACHING CHILDREN! 
Teaching Objectives: Safety, Fun, Learning, and Preparedness
A. SAFETY: Instructors need to meet this first objective, which is safety, at all times. They must conduct activities that are safe for every camper and staff member.  Some things to consider:  the number of campers involved, the age and ability level of campers, the amount of space the activity requires, and the amount of help you will need to give each camper. 
1. Control of group: Having control of your assigned group at all times is vital to maintaining a safe environment. Your group should always be within your   sight. You need to establish ground rules 
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for your activity and ensure they are understood and followed. At the start of the camp season you should sit down with your groups, get to know camper and staff names, and tell campers what the rules are and what your expectations are of them. If a problem does arise, do not hesitate to ask the Athletic/Arts Director or Camp Administration for advice and help.
2. Utilize Group Leaders and Counselors: At the beginning of each activity period it is your responsibility to clearly tell counselors and group leaders how you want them to help during the activity. We expect all staff to participate in activities in some way for camper supervision purposes and to help promote enthusiastic camper participation. At no time during activity periods is it ever permissible for staff members to lie down at any activity, play games among themselves, sit by themselves apart from the campers, do anything that distracts campers from your activity, or use their cell phones in your area. If campers do not require actual “hands on” assistance for a particular activity, group staff should at least interact with campers and encourage them in a positive way. Group staff should also help you distribute or collect any materials used and help you clean up at the end of the activity. During ice cream time group staff should clean up and properly dispose of garbage (one counselor needs to throw the ice cream bag out in the dumpster in the camp driveway). If you have any issues or concerns regarding staff assistance during your activity, please discuss this with the Athletic Director so she can work with the group leader and counselors to rectify any problems.
B. FUN: Making activities interesting, varied, and fun for the campers is our second objective.  Making lessons and activities fun also makes it easier for campers to learn and promotes participation, especially younger children.  Instructors will be evaluated on effective use of camp equipment, skills incorporated into games/creative activities, and instructor’s presentation and overall activity atmosphere. 

1. Effective Use of Equipment: Equipment needs to be used constructively, effectively, and safely.  Please make yourself aware of the variety of camp equipment on hand (ask the Athletic Director and or Camp Director) and utilize as much as you can. If you need something that camp does not own, please discuss this before the beginning of the camp season (no later than the end of the first week) with the Athletic Director and/or Camp Director regarding the feasibility of our purchasing it. 
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2. Skills Incorporated into Games/Creative Exercises/Projects: Your activity sessions should include games and other fun ways of learning skills related to your sport or activity. Games need to be constructive, with a purpose in mind as well as appropriate to the skill level and age of the campers. Younger campers need a lot of this, but older campers need this as well.  Repeating the same activity, drill, or game over and over leads to boredom.  Please keep your activity sessions purposeful but interesting!
3. Instructor Presentation and Overall Class Atmosphere: Instructors should present themselves in an upbeat, confident, and pleasant manner. A few ways in which instructors can accomplish this is by appearing happy, smiling, and being energetic. Instructors should be 110% involved when teaching, and they should not be distracted by other staff. 

C. Learning: Our third objective, learning, is our end goal and cannot be achieved without safety and fun. Instructors should plan activities according to camper age and skill levels and utilize effective teaching methods. 

1. Appropriate Review of Skills (for all sports and any other areas where skills are taught) : Instructors need to give each group an opportunity to warm-up at the beginning of each period and briefly review any skills learned in the previous lesson. 
2. Sports Skill Practice: Sports instructors need to include a balanced combination of actual game play as well as specific skill practice. We want campers to learn new skills during the summer as well as have the enjoyment of being part of a team (if appropriate to your sport) and active participation in games. You need to plan to incorporate both in order to keep your program varied and interesting.
     Please keep in mind: Before moving on to more difficult skills, campers should master basic skills. Instructors will need to adjust activities according to individual camper skill levels. This can be done by breaking the group into smaller practice groups at times in order to better accommodate different skill levels. Be sure to assign counselor staff to each group and give counselors clear directions regarding what you want them to do and how they can help the campers.
2. Activity Level - No Down Time: Down time is the term used to describe time when campers are sitting around or standing in line doing nothing – 
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waiting for a turn. Our goal is to eliminate as much down time as possible for all campers. As a general guideline, all campers should be actively involved in the activity 90% of the time, or more. Ways to eliminate down time include breaking the group into smaller groups when appropriate to the activity and utilizing counselors to be active participants in the instruction or game (with clear direction from you).  Good organization has a lot to do with minimizing down time. From the first day of camp establish routines that facilitate organized and efficient functioning. Make sure that you clearly inform campers, counselors and group leaders of these routines.
4. Individual Attention to Campers and Use of Their Names: Instructors should use camper names and give them some type of individual feedback or attention during the activity. An instructor’s goal is to spend time with each camper. 

5. Positive and Corrective Feedback: The feedback instructors give campers should get the desired results in a positive manner. All feedback should be stated positively and specifically. The emphasis of corrections should be on learning and improvement.  An instructor should strive to find different ways to say “good job” or give positive feedback, such as high fives. 

6. Effective demonstrations: An instructor should demonstrate all new skills before asking campers to try the skill. Demonstrations are useful in the campers’ learning process and should be performed whenever necessary to aid camper understanding of the skill.  Sometimes having a camper demonstrate a skill not only helps the rest of the group, but allows him/her to feel important. 
D. Preparedness:  Staff arrival time is 8:15 AM and the first activity session begins at 9:30AM. Part of this first hour should be used for getting your equipment and materials ready for the day. Please note that you will also be assigned a morning duty by the athletic/arts director during camper bus arrival for part of this period. If you have any unscheduled periods during the week, these should be used for on-going activity planning and materials preparation.
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1. Activity Periods Begin and End on Time:  Instructors need to be at their assigned areas and prepared to greet each arriving group. Sessions should begin promptly when each group arrives. Please note however, that groups coming from a swim period will arrive later than groups coming from a non-swim activity due to dressing time. In addition, groups that have a swim period immediately following an activity will need to leave a bit early in order to change into swim suits. It is camp policy that all groups arrive on time for their swim periods and we ask for instructor help with this.  Dressing time needed will vary according to camper age. The camp swim schedule is included in each instructor’s information packet to help with your planning. 
2. Effective Progression/Use of Lesson Plan: Instructors should teach skills in a logical, progressive manner so that campers can learn new skills by building on previously learned skills. Lesson plans are useful to even the most experienced instructors. Lesson plans provide instructors with a back-up when you run out of skills to practice. There will always be times when instructors must deviate from a lesson plan, but even then it provides instructors with something to fall back on. If you need help planning your lessons, please ask the Athletic Director or other camp instructors.
Key elements of successful teaching:
A. Be Positive. When making corrections always state what went well first, i.e. “Great! I liked the way you focused on the ball. Let’s try it again I know you can do it!” 

B. Give Clear Directions. 

 Clear directions: You will have greater success if you clearly communicate your expectations to your campers rather than just hoping they will figure it out. 
C. Variety. Be sure to change the routine of your activity from time to time to keep it exciting for the campers and for you as an instructor. Change the order of activities. Build in camper choice. 

 D. Enthusiasm. 

1. Enjoy your campers and they will enjoy being with you. 

2. Children will follow your lead, if your campers sense that you are in a bad mood or not having fun, they will respond accordingly. 
3. It is very important for you to be excited about camper learning and progress. 
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E. Accept the Individuality of Each Camper. Be sure to accept and praise all camper efforts. Strive to help each camper continue to improve their personal best. Never compare campers. Some kids need more encouragement than others. You can rarely give children too much positive reinforcement. 
F. Fear is Real. Be sensitive to the fears of your campers. Never force a child to do anything that frightens him/her. If any campers are fearful and reluctant to participate in your activity please bring this to the attention of the Athletic Director. She will assist you with fearful campers and/or sometimes consult with their parents for advice.
G. Keep All of Your Campers Actively Involved:  Clearly direct group    leaders and counselors to help with this.
H. Design Your Activities to Meet the Developmental Level of Campers: 

1. Preschool and Kindergarten kids have very short attention spans, and are easily distracted; thus you need to change the activities often to keep their interest. Directions should be simple. They do not know concepts we take for granted such as right and left. Young children are very literal. They have a difficult time focusing on demonstrations – so keep it short. 
2. Six to Ten Year Olds generally are able to focus on demonstrations, but be sure to point out what to focus on. Keep directions short and clear. They are able to understand more complex activities. They are usually very capable of working independently. This is generally a very cooperative age. 
3. Eleven to Twelve Year Olds tend to think of themselves as very mature and are often reluctant to do anything they perceive as too “young” for them. They tend to enjoy having choices to pick from. 
Visiting or Socializing
Please keep it professional!    Socializing with co-workers is permissible ONLY if it occurs during assigned breaks and lunch and does not interfere with your work related duties and the work duties of others.  Personal phone calls and texting are limited to emergencies only or during your assigned lunch periods or assigned break periods. 
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Rainy Day Program  (for non –severe weather )  All instructors will be given rainy day program assignments for the season. It is your responsibility to plan ahead for such days as rainy weather is challenging. Rain schedules are included in your instructor packets. We need your 100% cooperation and full participation on rainy days to lead activities and have campers fully engaged in an organized and productive manner. Clearly direct counselors and group leaders to help you. Reminder: At the end of all periods please see that all supplies are put away in a neat and orderly manner.
CAMP EMERGENCY PROCEDURES

Note: It is important to maintain a calm, reassuring demeanor and alert supervision during all emergency procedures and situations. At no time do we want to worry campers or cause panic.
A)Fire/Emergency Drill Procedure
· Alarm sounds (boat horn or whistle blown 3 times). 

· Instructors should stop activities and direct campers and staff to sit and take attendance.  If any staff and/or campers are away from the area (i.e. at a restroom, etc.) they should return to the group. Await further instruction.

· Any groups and staff eating lunch will make sure all campers are accounted for and should exit both dining areas in an orderly fashion and will report to safe areas away from the building: the playground (for groups on the outside eating terrace), and/or the sand area in front of the pre-school cabana and the paved path in front of the Collins house (for groups in the inside dining room). **These groups should take attendance once they have evacuated the dining areas and have arrived at their designated safe locations. Await further instruction.

· Groups in the music room should exit via the door facing the pool and proceed in orderly fashion to the path in front of the Collins house.  Take camper attendance and await further instructions.
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· Avoid travel through the main camp driveway area to avoid any arriving emergency vehicles.
· The Camp Director and Assistant Directors will issue further instructions as needed. If an actual emergency situation exists you will be directed to a safe area and/or be given additional direction.

· If an “all clear” is issued, the Camp Director or an Asst. Director will give the all clear signal (boat horn or whistle – a three second blast).

· Once an “all clear” signal has been given, instructors will direct camp groups to resume the activity in an orderly manner. Groups having lunch will return to the dining areas.
B) Severe Weather Warning and/or Tornado Alert 
The camp director and assistant directors will notify you (away from camper hearing) of any severe weather alerts and will direct you to secure locations. In the event that a tornado or severe weather warning (heavy lightening, winds, etc.) has been issued, camp instructors are to ensure that all campers and staff have been moved to assigned secure locations (located in the two large locker rooms, inside dining room, the music room, garage, AV building, and house “Blue Room”).  Each camp group needs to remain together as they move to a secure area. Group leaders and instructors need to count their assigned campers before departing from each area to make certain that all campers are present.   Note that we do not have groups remain in the first court area (art, table games) when a severe storm warning has been issued.
Instructors should report to the secure locations with their assigned groups. (if you need to secure your equipment first, join your assigned group as soon as this is done). Upon arrival in the secure locations division leaders, group leaders and instructors should re-take camper and staff attendance. Instructors and group leaders will then notify the camp office staff to report that their assigned group has been moved to a secure location (and identify that location) and that all campers and staff are accounted for.    *** During time spent in these secure locations all instructors need to lead simple seated activities with the campers to keep them calm and engaged. Insist on group leader and counselor help! This can be challenging as space is limited.  In the locker rooms and AV room movies can be shown.  In the dining room where campers should be seated at tables, we have supply boxes on hand (labeled “Use for storm warnings only”) that contain crayons, coloring books, 
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decks of cards, etc. that you can obtain from the office and use for severe weather warning periods.  NOTE: these particular supplies (coloring, etc.) should not be used as part of our regular rainy day program.  Use them only during severe weather alerts when space is limited. Instructors should also be prepared to tell stories; have guessing games, seated games such as “Simon Says”, etc.
Note: All groups and staff should remain in the secure areas until notification is received from the Camp Director that all is clear, and it is safe to return to activity areas. 
C) Missing Camper Procedure at non-swim activities
 Immediately upon arrival at all camp activities throughout the camp season (including lunch and locker rooms) group leaders should count campers to ensure that all are present. Instructors should check and remind them if this is not done – ask for the number of campers present.  ***Note: campers should also be counted at the end of each period when the group is getting ready to move to their next assigned activity. To avoid problems when groups travel to activities – one staff member should lead each group and one should follow at the end of the line. 
1. If a camper is missing, the division leader, group leader or one counselor should notify camp office staff. Camp Office staff will notify the Camp Director, Assistant Directors, Pool Director and/or Asst. Pool Director and Camp nurse.
2. One staff member should walk back to the group’s previous activity – walking the route taken by the group to see if the missing child is there.
3. It is important to not alarm the other campers.  The instructor should lead a simple organized activity with the group while the group leader organizes a search. All staff need to function in a calm, orderly manner and maintain close supervision of campers during this time – to avoid distractions that could result in an unfortunate incident.
4. Get an accurate description of the missing person, including age, race, height, weight, color or hair, color of clothing or suit, and where he/she was last seen.  
5. Check all camp facilities including pool, locker rooms, bathrooms, camp office, kitchen and dining areas, and all other  buildings and areas – including towel room, nurse’s office, art and equipment sheds, both parking lots and any vehicles parked on camp premises. 
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Missing Camper Procedure at non-swim activities – continued

6. If the missing person has become a drowning victim, appropriate trained staff will complete the rescue and begin emergency care as needed. Pool director, asst. director, or camp director will call for 911. 

7. If the missing camper is not found, camp administration will check the missing person’s home by phone. 

8. If the person is not found, camp administration will notify the necessary contacts (police, parents). 

9. Camp administration will complete the necessary accident or incident report. 
Instructor Evaluation Procedure

Badger Day Camp takes pride in the knowledge and professionalism of the 

staff employed each year to educate the campers to the best of their ability. In order to ensure that the campers are being taught up to the standard that Badger is known for, the instructors will be observed and evaluated by the Athletic Director throughout the camp season. Each instructor will be evaluated at an unannounced time, using a pre-determined rubric focusing on communication, providing appropriate instruction, content knowledge, safety regulations and professionalism. 

It will be the responsibility of the instructor to take advice to grow and better their instruction based on their rubric score and their recommended next steps.
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Acknowledgement of Employee Responsibilities
Instructor
By accepting the position of instructor you agree to: 
· Be responsible for reading, understanding, abiding by and enforcing all policies, and performing all procedures stated within this handbook. 

· Be on time each day and for all assigned camp instruction periods. Do not leave early. **Sign in each morning in the garage (or office if you arrive after bus arrival time).
· Have good attendance and avoid excessive or unnecessary absence.

· If unexpectedly absent or late, call camp management before the start of the work day (no later than 8AM). 

· Plan and submit activity lessons to the camp office for Weeks 1 and 2 before the beginning of the camp season. Complete and submit plans to the camp office for each successive week (weeks 3 through 8) by the Thursday prior to the next week. Please prepare 2 copies of each week’s plan: one to submit to the office and one copy to keep for yourself.  You are welcome to either email your weekly plans to Badger each week or submit paper copies.

· Be prepared (lesson plan, equipment needed) before each group arrives at your assigned activity area. Start all activities promptly.

Signed: ___________________            Date:________

                (Employee Signature) 
             ________________  
                 (Print Name) 
