
Section Two

Camp Life

Kapers

Mail

Bedtime/Rest Time

Laundry

Dining Hall

Visitor

Camper Check-In

Time Off

Much, much more

Camper Check-In

Campers will arrive on Sunday, between 2-4pm. Please follow procedures so that check-in runs smoothly and safely.   

1. By 1:30 2 staff should be stationed at the parking lot to inform girls who arrive early that check-in will begin at 2:00pm.  They can tour the camp if they are really early, but parents must remain with them until they have checked-in.
2. By 1:45pm staff should be at their assigned check-in location.  All staff should be wearing their staff shirt and tie.  Unit Leader’s (ULs), Assistant Unit Leaders (AULs), and CIT 3s should remain in the unit and wait for girls and their families to arrive.  CIT 1 & 2s will move girls from the parking lot to the units.  Program and Admin staff will be assigned to the check-in table & parking.
3. Girls and their parent/guardians check in at the check in at the following stations:


Station #1: Check in table, review money, unit, and program with staff.


Station #2: Head lice check by Admin/Program Staff.


Station #3: Nurse’s office to review paperwork, leave medications.


Station #4: Store 

4. Parents and campers will be directed to their units.  Maps will be given as needed.  CITs will be available to help show the way.

5. When parents/campers arrive you need to greet them and give them a quick tour of your unit.  Make sure they are in the right place.  Have them leave luggage in designated spot.  The UL/AUL needs to have a private moment with each parent so they can find out any issues/concerns regarding their child.  Many parents will wait to talk to UL/AUL regarding a variety of issues.

6. You can decide to have girls choose bunks as they arrive or wait until everyone gets there. 

7. Once campers arrive, they should be engaged in an activity.  CIT IIIs can assist with games and other planned activities. Parents should be encouraged to say good-bye at this time.  Campers must remain in the unit. Parents may tour the camp at this time if they wish to but they must leave camp by 4pm. Campers may not tour the camp with their parents.
8. Staff must be upbeat and excited and prepared to answer any questions that parents may have. The first few minutes make a big impression on the campers as well as the parents.  

Some campers will arrive at 2pm sharp; others may trickle in until 4pm or later. You need to be prepared to work with the girls.  Plan some get to know you games, some unit bonding, learning a new song.  Take a few moments to plan what you will do for the first few hours of camp.  Jot down a few ideas so you won’t be caught on check-in day without a plan for your campers as they arrive.
Once all your girls have arrived you can tour the camp with the girls.
KAPERS
Each day, the unit will have an assigned all-camp kaper, such as cleaning shower-houses or bathrooms, hopping, flags, litter pick up in common use areas.  It is important that these be done in a timely manner, and that they are done well.  Cleaning the bathroom and shower house includes making sure there is enough toilet paper and paper towels.  Drying off the counters and taking out the garbage.   You will be given a kaper chart at camp.  A good time to do these kapers is during the evening before dinner.  If you are “hoppers” you need to report to the kitchen.
You will also be responsible for unit kapers.  These include keeping your unit clear of litter, and area around your unit kept in some reasonable order, and maintaining the bathrooms that your campers use.  Please check the bathrooms and the path to the bathrooms frequently.  We will be inspecting the units and general camp area!  You should talk to your girls the first night about keeping their area clean.

BEDTIME

Lights-out at 10 PM.  This time can be adjusted.  Your unit may be sound asleep by 9:30 or you may be trying to get everyone’s teeth brushed at 9:55.  Our days are full and sleepy adults and children make for long, tiring days.  You might want to spend the last few minutes talking as a group before they head to their bunks.  Girls need to spend a few minutes talking before they fall asleep.  BEWARE, this is the age that most girls want to try to stay up all night or talk until dawn.  This is not the place for them to do it.   It is important that your unit quiets down as close to 10 PM as possible.  Remember noise travels to other units that are nearby and also trying to get their campers to sleep.  Both you and the girls need some sleep. 

There must be at least two staff members in the unit at night at all times.  If there is a problem and you need help with coverage, please discuss this with the camp director.

Laundry

Please, plan on bringing enough clothes for the week.  The laundry facilities are not reliable and for emergencies only.

Visitors

All visitors need to be approved in advance.  Visitors must check in with the Camp Director when they arrive. 
MAIL

There is a mailbox past the nurse’s station for outgoing mail.  Make sure your campers know where this is, since mail is a very important part of camp! The admin staff will sort incoming mail and distribute it to your unit box located in the back hall.  You are responsible for distributing all mail to the girls.  The address at Camp Masonite Navarro is:

Your name/ Kamp Konocti

PO Box 345

Navarro, CA  95463

Smoking

There is no smoking in front of campers.  Staff may smoke only in the lower parking lot, as long as there are no campers in sight. 

Valuables

Please do not bring valuables to camp.  We cannot be responsible for their loss or damage.
LEAVING CAMP

(Hikes, bikes, or automobiles!)
There will be a sign in & out sheet posted on the door of the office. It is important that we can account for everyone at all times.  If you plan to take a hike, or bike ride, please indicate what time you are leaving, when you expect to get back and the general direction you plan to take.  Groups who are leaving for extended periods need to give the camp director an itinerary of your trip as well as sign out.  CITs running programs off the property (or out of the main part of camp) need to sign their groups in and out.  

If you are leaving camp to run an errand for camp, please sign out. Remember to sign back in upon your return.
Car Keys

You must park your car so that you face the exit.  This facilitates evacuation during an emergency.  Please turn your car keys to the Camp Director during pre-camp.  If there is an emergency, and we need to move your car, there may not be enough time to locate you.  If you have a remote to lock/unlock the doors, please make sure it doesn’t disable the ignition.  Many cars will not start if you lock the doors with the remote.  
We would like to know some additional information about your car.  During camp we frequently need to move many girls and equipment with few adults.  We would like to know if your car is available for us to use.  This is strictly voluntary.  If you leave camp during your 2s or to run an errand, pick up your keys in the office when you sign out.  Return them to the office when you sign back in. 
Dining Hall Procedures
Hoppers

When your unit is hopping, you need to report to the dining hall at least twenty minutes before the meal.  Proper hygiene is CRITICAL!   Hoppers must wear bandanas and wash their hands before meals.  You should instruct your kids to wash them again if they sneeze, cough, or wipe their noses.  
When you first arrive:
· Hoppers choose tables, if more hoppers than tables, they will need to double up.

· Hoppers retrieve plates, utensils from the kitchen and set their table.

· Hoppers need to position themselves at the end of the table, as they are the only person to get up during the meal.
· Hoppers will choose the grace and should practice it at least once prior to the meal.
Follow the diagram on the walls to set your table.

Table set up consists of:

· Napkins

· Needed silverware

· Cups/glasses left at the end of the table for adults to fill.
· Plates and or bowls as required

Tables need to be set prior to the rest of the campers entering the dining hall.

During the meal: 
If more food is requested by anyone at the table, the Hopper is the only one to get up and retrieve more food.  She will take the empty dish to the nearby tables to see if anyone has any extra that isn’t going to be eaten at their table.   Before the plates are switched, everyone at the table needs to be asked if they would like more.  If they do, serve them first and then take the dish back to your table.  If there are no extras at the tables, the hopper can go to the kitchen to see if there is any additional food.  Please make sure the hopper at your table is eating and not up getting more food for most of the meal.  If there is a salad bar or food for general consumption, anyone can get up and serve themselves.  Vegetarians are also allowed up to retrieve their meal from the kitchen.
After the meal: 
· Hopper retrieves a scraper from the wash area.

· Plates are passed down the table towards the hopper and adult.  

· Hopper, with adult assistance, scrapes left over food into an empty serving dish or plate.  

· Plates, bowls and cups are stacked and carried to the wash window by the hopper.  

· Adults need to help so the stack doesn’t get too high or heavy.

· Silverware is separated out and usually carried over in a cup and deposited in appropriate container.

· Liquids are poured into the strainer bowl.

· Garbage and excess food is scraped into the garbage.

· Hopper brings over a sanitized rag to clean the table.  The rag is passed from person to person so the hopper is not cleaning the entire table by themselves.

· Adults will look under the table for dropped napkins and food.

· Chairs are not stacked unless asked by the kitchen staff.  If stacking is requested, each person stacks their own chair.
Staff

Before the meal 
· Take your girls to the closest restroom to wash their hands prior to the meal.

· Come into the dining hall when dismissed by the CITs or before dinner and immediately sit down at the head or foot of a table. No campers will be allowed inside until every table has two adults. 

· As campers arrive, hold up fingers to show how many more seats are left to fill.

During the meal
· Introduce your hopper to all the campers.

· Keep order at the table, gently remind campers to follow table manners.

· “Sink your sails” is a popular saying to remind campers to place their napkin in  their lap.  Allow only two campers to leave the table at a time to use the restroom.   

·  Make sure that everyone drinks a glass a water each meal.

· Ensure that food is shared around the table and that everyone has enough to eat. There is always peanut butter to make sandwiches for campers who are hungry.

· Important: Please keep an eye on the eating habits of those at your table.  We are responsible for making sure these girls stay healthy while at camp, and proper diet  is crucial to that.  Please report any unusual eating habits or other concerns to the girl's unit leader, who can watch the girl further and report it to the health supervisor, if necessary.  Make sure that the hopper also gets a chance to eat.
After the meal 

· Help your hopper know what to do by reminding them of their chores. 

· The adult at the head of the table is to completely scrape and stack all dishes, and combine all liquids into one container.

· Have hopper correctly clear the table.

· While the hopper is clearing please try to keep all your campers seated and calm. It is popular for large groups to ask to use the bathroom at this time, try to only send two at a time if necessary. 

· As the adult you are responsible for making sure the table including the area under and around the table is clean.  
· When you decide the area is clean, you have the campers properly store chairs.

· Dismiss your table and have campers calmly report to their unit meeting spot or the flag pole if it is after dinner. 

You need to watch all campers, even girls that you do not know until all leaders are outside of the dining hall. You shouldn’t have a long wait; most of the tables will be leaving within several minutes of one another
Campers
Campers will be dismissed from the flag pole by CITs for lunch.  They will be let in for dinner when there are 2 adults at every table and the meal is ready.
Tags

If you have TAGS with you at camp, they will remain in the tag unit during the day.  You will be notified if there is a problem.  You may spend time with the TAG unit on your time off.  Tags will return to your care after dinner.

Time Off

Every staff member should take 2 hours off during the day.  This number is a goal.  Please understand that sometimes it is not possible.  For those in the unit this time is given while girls are in program.  You will be scheduled for 2 hours off during the am or pm program time.  The other time you will be requested to help out in the kitchen or in one of the programs.  Kitchen staff will be scheduled time off after breakfast or after lunch.  It is important that you take this time.
Shannon Lodge

Shannon Lodge is your hangout during your 2’s.  There will be a variety food and drink available to you that aren’t available in the dining hall.  Chocolate, nuts, cookies, soda, iced tea etc.  Please help yourself.  There is a table, chairs, couches etc for you to relax.  There are two bedrooms and two bathrooms for the admin staff.  We don’t mind you using the bathrooms; however the showers shouldn’t be used.  Unfortunately the septic for Shannon Lodge is not reliable and many times it overflows.  We have been told that use of the showers is the main contributor. 
Dress Code

It is important that the staff set a positive example for the campers in all ways, especially dress.  Do not wear halters, sandals or offensive or controversial slogans or symbols.  Symbols advocating personal beliefs should not be worn at camp.  Any inappropriate tattoos or body piercing (as defined by the camp director) must be covered.  Bathing suits must be modest.  

Evaluations
We want to know what you think.  You can email me after camp; you can tell me, you can write it and leave it in the evaluation box located in Shannon Lodge. You can email me the next year before camp starts, although it’s easier for me to make changes when I have the information earlier.  Kamp Konocti is successful because of all of us.  The hours we put in are important, but the information we share is a great asset.  I have evaluated and made changes based on your suggestions!  Please share your concerns and ideas.

Maintenance Problems

Maintenance requests should be brought to the attention of the camp director.  
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