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Amigo Centre

MISSION STATEMENT

Amigo Centre is a retreat and recreation center for members of Indiana-Michigan Mennonite Conference congregations, their friends and the wider community.
Our mission is to facilitate the ministry of the church, encourage commitment to Jesus Christ and assist people of all ages to become the persons God desires.  Amigo Centre provides a unique environment where we gather to listen and share, study and reflect, play and recreate, pray and worship, enjoy creation, and experience God's presence.
Adopted by Camp Amigo Board,
May 22, 1989
Revised June 11,1996
MISSION GOALS
Our mission is to assist people to become the persons God wants them to be.  Goals are involved.  Every person has goals and a sense of who she or he is, but does not always experience an environment that assists in that growth.  At Amigo we call this process “outcome goals resulting from our mission”.
Here we list our ten outcome goals:
1) An openness to hear God speaking 
2) A sense of spiritual direction 
3) A strengthening of faith in God 
4) An awareness of self in relationship with others
5) A respect for persons with different points of view
6) A commitment to Physical, emotional and spiritual exercise 
7) An appreciation for nature and wildlife in their natural settings
8) A sense of responsible stewardship of all resources
9) An understanding of the environment and ecology
10) A development of the ability to enjoy living

Amigo Centre 
IN HARMONY WITH GOD AND NATURE

As Christians, God calls us to be stewards of creation.  We have a great responsibility to not only live, but also help foster an attitude of caring and respect for our natural resources.

Below are six points of discipline with regard to helping protect our natural resources here at Amigo Centre.

1. The quality of life and diversity of habitats here at Amigo Centre are near exceptional in value.  Some plants that grow here are considered rare and are protected by state laws.  Therefore, do not pick flowers or leaves of plants.

2. Before collecting anything from nature for the purpose of crafting, consult the Outdoor / Environmental Education Coordinator.  He or she may be able to assist you in collecting enough resources.

3. No tree is to be cut down or defaced.  Wood, for building campfires, will be at designated fire circles.  Kindling may be collected from dead limbs already on the ground.

4. All wild animals are protected by State Laws.  Handling animals should be in accordance with those laws.  Animals should not be held in captivity.  Check with the Outdoor/ Environmental Education Coordinator for more information.

5. Fishing at Amigo Centre is governed by state regulations.  Specific laws determine legal size, creel limits and species collected during appropriate seasons.  Take much care when handling fish and turtles.  When appropriate, teach "catch and release".  This is a good conservation practice.
6. Insect repellent, soap, cooking oil, lotion, etc. are toxic and can kill frogs, salamanders and fish.  Insect repellent can also cause blindness in humans!  Supervise the use of repellent and proper application with campers.

revised 5/00
Amigo Centre
YOUTH PROGRAM PHILOSOPHY

For Winter Youth Retreats, Summer Camp, Lead Now, Know Jesus, etc. 
Whom Do We Serve?
Being owned by the Indiana-Michigan Conference of Mennonite Church USA, Amigo Centre Youth Ministries Programs primarily serve children, youth and young adults (hereafter called young people) from said conference. Though, on occasion, we are privileged to serve young people from other conferences, the surrounding community, other countries, and other faith backgrounds. 
Amigo Youth Programs Philosophy
Amigo Youth Programs seek to partner with the Church to help young people become the people God wants them to be by ministering to the whole young person in the areas of spiritual growth, social and emotional growth, and physical growth. 
How Might We Accomplish This?
Spiritual Growth
· By helping young people to grow in relationship with God through Jesus Christ.
· By teaching and promoting Anabaptist-Mennonite-Christian values such as: reconciliation and peacemaking, truth-telling, priesthood of the believers, etc.
· By helping young people grow through traditional and innovative ways of prayer and worship.
· By teaching young people about the world-wide Body of Christ.
· By helping young people to learn an Anabaptist-Mennonite-Christian environmental ethic.
· By planning worship, activities and games that support and reinforce, not draw away from, faith teachings.
Social and Emotional Growth
· By helping young people realize their worth as beloved individuals created by God.
· By building self-esteem in young people.
· By nurturing each young person’s budding gifts and talents.
· By fostering creativity through artistic expression.
· By teaching young people healthy ways to express emotion.
· By creating a safe, supervised environment wherein young people can interact and learn important social skills.
· By encouraging introspection and reflection.
Physical Growth
· By planning activities that help young people to move toward physical fitness.
· By incorporating into the program a balance of play and rest.
· By providing healthy, balanced meals and snacks.
MDH: Board Approved 2/1/04
Amigo Centre
POLICY FOR DISCRIMINATORY COMPLAINTS

If you feel you have been discriminated against by Amigo Centre or its staff, the following action is to be taken in filing the complaint:
1. Put complaint in writing, stating date and details of incident. Mail or give the complaint to the Summer Program Director so the corrective action can be taken.

2. If not satisfied with the action taken, send copy of complaint and date of contact with the Summer Program Director to the Program Director.

3. If not satisfied with the action taken, send copy of complaint and date of contact with the Program Director to the Executive Director.

4. If still not satisfied, mail complaint along with dates of above three contacts to the President of the Board.

5. If still inadequate action has been taken to correct the situation, contact the Michigan Civil Rights Commission.

In all cases of discrimination harassment or abuse by and Amigo Centre staff member, please bring your complaints to the supervisor of the offender.   
Be sure to retain a copy of your written complaint.
When mailing, send your complaint to:

Amigo Centre
26455 Banker Rd.

Sturgis, MI 49091

Send it in care of the Program Director, Executive Director, or President of the Board.

revised 6/18
POLICY FOR DRUGS AND ILLEGAL SUBSTANCES
It is the desire of Amigo Centre to provide a drug free, healthful, and safe workplace for all employees.  Amigo Centre recognizes that drug and alcohol dependency are major health problems and that substance abuse is a potential health, safety, and security problem.  The purpose of this policy is to promote a safe and productive working environment and to prevent accidents, injuries, loss of productivity, and property damage which may result from drug and alcohol mis-use.  All employees are required to report for work free from the effects of alcohol and/or substances, including odor, to perform their jobs in a satisfactory and safe manner.

Although the use of marijuana is permitted in Michigan, both medically and recreationally, it is still illegal on a federal level.  Amigo Centre has a zero tolerance of marijuana in the workplace.  Marijuana is not permitted on any Amigo Centre property.   Individuals are prohibited from using marijuana while on duty, while employed with Amigo Centre, and while visiting, volunteering or a guest at Amigo Centre.  In Michigan, it is permissive for a private employer to fire an employee for marijuana use (medical and recreational) even if use occurs outside of work hours.   

Additionally, as a Christian camp, we host thousands of kids each year and we are committed to providing the highest level of care and safety within our environment.  Activities that may compromise or interfere with the care, supervision, teaching, and safety of our campers, guests, and employees are prohibited; this includes marijuana. 

Employees who observe or suspect that a camper or guest is in possession of or under the influence of any prohibited substance is required to immediately report such to the Executive Director.  

Prohibited Conduct

The following conduct is strictly prohibited:

· The buying, selling, transportation, manufacturing, possession or use of intoxicants and/or controlled substances as defined by federal law, or any “mind-altering” substance while on Amigo Centre property, in Amigo Centre facilities or vehicles, or during work hours, including meal and rest periods.   

· Being under the influence of alcohol (defined as observation/smell, admission, or positive test of alcohol in any amount, in an employee’s system), or any other intoxicant, federally controlled substance, non-prescribed medication, or mood-altering substance while on camp premises, at a camp event, or while conducting camp business.

Any employee convicted of violating a criminal statute involving the use, sale, manufacture, distribution, or possession of alcohol, or any federally controlled substance, must inform his or her Camp Director within one business day of the conviction.  In situations where an employee is arrested for (but outcome is still pending) a crime that violates this policy and that could affect the employee's ability to do their job, and there is a clear and justifiable conflict between job function and the nature of the offense, the employee is required to report such to their Supervisor and Camp Director within 72 hours.  Employees must also provide a police report or other documentation concerning the arrest and pending charges.  Amigo Centre reserves and will exercise its right to re-assign the employee to another position, to place employee on inactive status, or on administrative or other leave, or other employment action, pending outcome.  Decisions will be made in consideration of applicable laws and relevant circumstances.

Misrepresentation of the circumstances associated with arrest and pending outcome and/or conviction constitutes grounds for immediate dismissal.  Failure to inform Amigo Centre in compliance with this policy will result in disciplinary action up to and including dismissal. 

Prescribed Medication
Prescription medications, other than marijuana, are specifically excluded from this policy as follows:

· prescription medications must be taken in compliance with a doctor’s issuance and instructions and not otherwise  and 

· employees taking prescribed medications at the direction of a physician or dentist are responsible for checking on whether such medication may impair their performance and notifying their immediate Supervisor or Camp Director, before beginning work, of potential impairment and the period of time that medication will be used.

A clearance-to-work statement from a doctor familiar with the employee’s medical history, medication and job requirements may be required before the employee is allowed to begin or continue working. If a clearance-to-work statement is required, it must be presented to HR or Camp Director prior to being permitted to work.
Testing

In the interest of ministry, as well as employee, guest, and public safety, Amigo Centre reserves and will exercise the right to test employees under the following situations:

1. hen Amigo Centre has reasonable grounds, including observation or odor, to believe that an employee is in violation of this policy;

2. When an employee is involved in an accident on the job or a near-miss accident on the job;

3. Randomly;

4. As required or permitted by the laws and regulations promulgated by either state or federal entity.

Under no circumstances will an employee who is being sent for testing, for purposes related to suspicion, accident, or violation of policy, be permitted to drive themselves.   

Amigo Centre reserves the right to suspend an employee without pay pending an investigation of a violation of this policy. If the employee is found not to be in violation of this policy and was suspended without pay, the employee will be compensated for work time lost. Refusal to submit to testing under this policy shall be construed as a positive result.

Policy Violations

Violation of this drug and alcohol policy, including failure to report observed or suspected violation of this policy by guest or camper, refusal to submit to a required test or search, or any attempt to circumvent or interfere with the test will subject: an employee to immediate disciplinary action, including dismissal.  

Such violations may also have legal consequences.  

revised 6/00
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Amigo Centre
PREAMBLE FOR ALL STAFF

Being on staff at Amigo Centre requires that:
1.
You are committed to the teachings of Jesus Christ within the Anabaptist tradition.
2.
You are sincerely interested in working with persons of a variety of ages.
3.
You are willing to live by word and deed your commitment to Christ.
4.
You are willing to show and share an interest in spiritual, social, and environmental concerns.
5.
You are willing to apply Christ's teachings in a practical, daily lifestyle and serve as a role model for persons who come to camp.
6.
You are willing to care for your physical well being.  Therefore the use and abuse of alcohol, tobacco and illegal drugs is not permitted.
revised 1/00
SUMMER STAFF QUALIFICATIONS
The following general qualifications apply to all summer staff relating directly with youth.  Some positions require additional qualifications, as noted in the specific job descriptions.
1. Be in agreement with the preamble and Amigo Centre mission statement.

2. Have a sincere interest in sharing and working with youth in areas of spiritual, physical, social, and emotional needs.

3. Possess a personal Christian faith and commitment that is secure and be willing to share it with youth.

4. Be willing and capable of leading cabin devotions with youth.
5. Be willing and capable of leading a variety of activities.

6. Enjoy living and working in an outdoor setting.

7. Be willing to submit to a county of residence criminal records check.
8. Must be 16 years of age for resource and 18 years of age for counseling.
9. Be open to responding to and accepting supervision, from peers and supervisors.
10. Live in and take an active part in community.
revised 1/00
Amigo Centre

SUMMER STAFF GUIDELINES

1. BREAKS:  During the week, deep involvement in camp program drains you both physically and emotionally.  You will have a break each day except for Friday.  Breaks for Counselors and Counselor Aids will be during Activity Blocks.  Check the bulletin board in the Staff Lounge for assigned break times. The staff lounge provides a place for you to relax and spend time with other staff.  The retreat center will be off limits at all times. We also encourage you to spend quiet time on your own.  You know what you need.  Preventing burnout is, first and foremost, up to you.
Break times for Day Camp workers and Lifeguards will be determined by the Day Camp Director and the Waterfront Director.
2. WEEKENDS: The weekend is your time to relax, rest, and prepare for your next week of camp.  Use it wisely.  Note the time you are expected back at camp and BE ON TIME.  You will be expected to be at the staff meeting on Sunday at 2:30 p.m. with your staff shirt on. Please arrange laundry accordingly. If you leave camp, you must sign out in the Staff Lounge so staff does not spend time looking for you should you receive a phone call or visitor. You may choose your own activities on your weekends off.  There are a variety of churches in Sturgis you may choose to attend.  There are three Mennonite churches close by: Locust Grove, Wasepi, and Florence Church of the Brethren~Mennonite.  Get ample rest on weekends.  Be back and ready for duty Sunday afternoon at 2:30 p.m. ALL staff will share in Friday cleaning responsibilities before leaving for the weekend.  

3. TECHNOLOGY: Advanced technology (cell phones, music, laptops, etc.) should not be used in the presence of campers.  As our main goal each week is to engage with campers and be present in the moment, technology should only be used during your scheduled break.  In addition, please be respectful when using technology and media in the summer staff lounge during breaks.  Use headphones when listening to music or watching shows, and be aware of the content of what you are watching.
4. VALUABLES:  No money or valuables should be in the cabin areas.  The Summer Program Director will be available to check in such items at the office.  Label all items turned in.  Watches and cameras should be closely watched.

5. CLOTHING:  In general, clean, modest, comfortable clothes are best.  You should be dressed in such a way that you would want your whole cabin group to imitate.  Shirts and shoes must be worn at all times including athletic activities.  You may want dress clothes for weekends or an occasional special meal during the week.  "Grubbies", old clothes suitable for dirty work, are also suggested.  One-piece swimwear, or a modest two-piece that covers the torso, for women and loose shorts style for men.

6. LAUNDRY:  There are washing machines and dryers available in the basement of the retreat center for you to do your personal laundry on the weekends.  Out of respect for guest groups, do not start your laundry after 9 pm each night. Be aware of groups using the Retreat Center during this time.  Quarters will be available for your use in the retreat centre.  They are to be used for your laundry only. Be efficient with the washers and dryers—a number of staffers and guests need to use the machines each day.  Remove your items as soon as they are finished.
7. CAMPER LAUNDRY:  Campers should not normally need their laundry done. Occasionally a camper will not bring more than one or two changes of clothing.  At these times work with the health officer or camp director to find extra clothes for the camper.  If a child wets the bed at night, the sleeping bag absolutely must be laundered. Work with the health officer on arranging this and do your best to keep it discreet.

8. CLEAN CAMP:  Amigo Centre is constantly seeking to be in harmony with God and Nature.  One way of doing that is to be aware of trash.  Encourage your campers to throw garbage in the trash can… even if it isn’t theirs.   Cabins are also areas that should be kept clean.  Campers should clean under bunks, sweep the floor, and straighten up daily.

9. OFF LIMITS:  For all campers and staff, unless assigned otherwise, the kitchen, storage and furnace room, maintenance building, boathouse, and trading post should be considered off limits.  The private properties around the lake, especially at the waterfront should be respected.  Boys and girls are NOT permitted in the opposite sex cabins or rooms.  This includes staff and campers.

10. INTERSTAFF RELATIONSHIPS:  Positive staff relationships are a primary concern.  The summer camp experience for campers can be adversely affected by a divided staff.  Work to maintain good communication with your fellow staffers, and resolve your conflicts away from the listening ears of campers.  Be intentional about including others, both staff and campers.
In regards to dating relationships: exhibit mature behavior when discussing relationships with campers.  PDA in the presence of campers/staff is prohibited.  You are expected to use your integrity and set an example whether or not other people can see your actions.
11. MAINTENANCE:  During the summer, items will need to be repaired in cabins, bathhouses, and other areas of camp.  Inform the Summer Camp Directors of anything that needs addressed.
12. BODY ART: Summer staff members play an important role in mentoring children and youth from a diversity of churches and are called to provide solid Christian programming for campers. Therefore, modesty and humility are expected. Hairstyles, tattoos and body piercings must not be offensive.


13. FOOD:  If there is no food preparation taking place on the weekend, you will find food in the fridge across from the ovens.  These are leftovers to be used for your meals and you’ll need to take them out and put them away as needed.  Please DO NOT leave food out assuming someone else will be in the kitchen after you.  When you’re finished with your meals, you’ll be expected to rinse your plates, cup and soak silverware.  This way the kitchen staff doesn’t have to clean your plates after they’ve collected grime all weekend.  

Revised 05/18 ES
Amigo Centre

SUMMER STAFF GUEST POLICY

We want to be clear that your primary reason for being at Amigo Centre this summer is to minister to campers.  Amigo is also your home for the summer and there likely will be times that you will want to entertain guests during your free time.

For your immediate family (mother, father, brothers and sisters), Amigo Centre will provide food and lodging for up to three days during the summer at no charge.  This is on a space available condition.  Lodging will be provided in whatever facility is available at Amigo at the time.

Friends who come for meals will be charged $5.32 for breakfast, $5.52 for lunch and $7.33 for dinner or brunch. (two-thirds of meal rate)

If you are off duty and your friends want to stay over night, they may stay in a cabin—if there is room available—at no charge.  If they want to stay in the Retreat Center and there is room, they would pay $55 per room for the first night and $45 for each additional night.

IMPORTANT – Notification of your plans to have immediate family lodging at Amigo Centre must be approved by the Operations Director in the main office.  Please submit a written request with lead time of one week if possible.

06/08/98 DLS

Revised 06/07/01 BB
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Amigo Centre

SUPPORT FROM YEAR-ROUND STAFF / DEPARTMENTS

Office:
1. Employment at Amigo
a. All staff hired by Amigo Centre are required to fill out a W-4 form since Amigo is required to withhold Social Security, federal and state taxes.  This form will be filled out during or prior to staff orientation.  An "Employment Eligibility" form is also required.  Bring a driver's license and social security card or passport to the "operations” section of staff orientation.
b. Summer staff will be paid every two weeks on Friday.  You must have all work done and all reports turned in to the Program Director before your paycheck will be issued.  If you wish to cash your paycheck in Sturgis, you may take it to Sturgis Bank & Trust.  This is where Amigo banks, so you will not be charged a fee.  If you wish to have your check direct deposited, ask the Summer Camp  Director for a form to fill out.
2. Mail
a. Outgoing mail: Place in black filing tray in the program office by noon to go in that day's mail.
b. Incoming mail: Mail comes in every afternoon and will be given to the Summer Program Director to be distributed to staff and campers.  Camp office personnel will pick up the mail.  Summer staff should not go out to get the mail.
c. Be sure to change your address of residence at the end of the summer (ex: Amazon accounts).
3. Town Trips
a. If you need some item for camp program (balloons, etc.) it may be purchased for you.  Please get your request to the Summer Program Director three days before you will need the items.  If camp has the item in stock, the Summer Program Director will give it to you.  If not, the office staff will get it on the next trip to town.
b. You are responsible to pick up your own personal items on weekends.

Housekeeping

1. The washing machines in the Retreat Center rear laundry room are off limits to summer staff.  They are used by the Housekeeper for in-house laundry only.
2. Cleaning supplies are available in the Program office.  Please inform the Summer Program Director if supplies need restocking.
3. Clean sleeping bags and linens are available.  Check in the Program Office if you are in need of these.

revised 5/18

Amigo Centre
SUMMER STAFF RESIGNATION AND TERMINATION

Resignation

Should a summer staff person choose to leave Amigo Centre he/she will be requested to do the following in writing:

1. Summarize his/her employment experience at Camp.

2. List reasons for leaving.

3. Give as much advanced notice as possible.

Termination

Should it be necessary to terminate a summer staff person:

1. Executive Director must—in writing—give reasons for termination.

2. Employee will leave camp property at discretion of Executive Director.
3. Employee will receive two weeks pay or fulfill financial contract at the discretion of Executive director.
4. Employee may appeal to board president or vice president.

1/87

revised 1/00
Amigo Centre

VEHICLE USE POLICY (vans and boats)

1. Only designated and approved staff (designated drivers) may operate camp vehicles/boats.

2. Use of a camp vehicle/boat must be cleared by the Operations Director, Summer Program Director or Program Director.

3. Designated drivers of camp vehicles/boats must be trained on site and will be supervised by the Operations Director, Summer Program Director or Program Director.

4. Qualifications:

a. Age 25 or older with valid operator's license. (Age 16 if lifeguard to drive boat only)

b. Driver’s license # checked for driving record and accident report. (Sheriff’s Office)

c. View the video on defensive driving. (Insurance company video)

d. Participate in designated driver training offered by Amigo Centre.

5. If an accident with the van occurs: (see Watercraft Accident Procedure – green p. 19)

a. STOP and evacuate the vehicle if necessary or helpful. 

b. A count will be taken after evacuation. Keep passengers safe from traffic.

c. Call local police and for an ambulance if persons are injured. (911)

d. Call the Operations Director, Program Director or Executive Director at 269-651-2811.

6. Safety:  (See Program Statement for Watercraft Safety – green p. 18)

a. Obey all traffic laws plus a 20 mph maximum on Amigo Centre grounds. (van)

b. Boats must travel counter-clockwise on the lake.

c. Use defensive driving skills. 

d. The number of passengers shall not exceed the number of seats/seat belts.

e. (See Program Statement for Watercraft for passenger limits – green p. 18)

f. Keep all passengers seated and wearing seatbelts (van).

g. No loading/unloading on roadways unless in case of emergency. (van)

h. Supervision ratio will be 12:1 not including driver. 

i. A staff person shall be seated at each exit to assist in an emergency evacuation.

j. Keep noise level to a minimum.

k. Maintenance problems should be reported to the Operations Director.

l. The driver is responsible for vehicle/boat care and passengers while driving.

7. Emergency Use:

a. A camp car, van or another previously arranged vehicle must be available at all times to the Health Officer (for travel to the swim area only) and/or Summer Program Director/Program Director/Executive Director in case of the need to transport a person due to an emergency.

b. Health Officer and Summer Program Director must have a valid driver's license.

c. Health Officer and Summer Program Director must know the safest and most direct route to the Sturgis Hospital and the doctor's office.

8. Maintenance:

a. Summer Program Director & Maintenance Director will coordinate all vehicle maintenance.

rev 6/7/02 bb

DESIGNATED DRIVER TRAINING
Vans & Pontoon Boats

1. Introduce the importance of driving safety at Amigo Centre.

2. Note points 1-4 of the Vehicle Use Policy.

3. View the video on defensive driving/accidents. (Insurance company video)

4. Review the main points of the video as they pertain to Amigo Centre.

5. Explain the uniqueness of a van/pontoon boat vs. car. (height, weight, length)

6. Discuss the safety guidelines (point 6) as listed in the Vehicle Use Policy.


- Note the 20 mph speed limit on Amigo property is a maximum. Drive only 10 mph on the drive and in the lot if campers are playing or walking nearby and only 5 mph on the circle drive at all times. Boats travel counter clock-wise.

7. Demonstrate a daily visual check (tires, gas, safety equipment etc.)

8. Review points 5, 7 and 8 of the Vehicle Use Policy (accidents, etc.)

9. Take the drivers on a demonstration drive and drive “test” from the lot/dock to and from the swimming area and around the circle. (using vans and pontoon boats)

10. Highlight the dangers of driving vans/boats full of campers becoming routine.

11. Copy the driver’s licenses of each designated driver and check the Sheriff’s office for traffic violations.

12. Inform the Summer Program Director of staff members who have completed the training.

13. Take boater safety course www.boatus.com/onlinecourse/ .

12/23/02 bb
Amigo Centre
SUMMER CAMP PROGRAM GUIDELINES
CAMPER REGISTRATION AND DEREGISTRATION

Registration
Weekly registration starts on Sunday afternoon at 4:00!  We should be set up no later than 3:45. Registration will take place in the pavilion.  The following stations will be used:

1. Two people need to be in the parking lot between the Retreat Center and Nature Center to greet campers and families and send them toward the pavilion.

2. Guest Services Coordinator and Program Director will be at table number one where the money is collected for registration fees. There should be a sign that says “Registration.”

3. Two people at table number two where summer T-shirts will be given and fishing poles/electronics are collected.  There should be a sign that says “T-Shirts” and another that says “Fishing Pole/Electronic Turn-in.”
4. Two people at table number three (in the Pavilion Meeting Room) where the Health Officer will collect health forms and medications.  There should be a sign that says “Health Forms.”  There should also be a quick check for head lice at this station.

5. Two people at table number four where cabin assignments are given.  There should be a sign that says “Cabin Assignments.”
When the camper’s cabin is called, the corresponding counselors will cheer and the camper and parents will go to that table.  It is very important that counselors be in the pavilion sitting at a table with a sign noting their cabin name to meet their campers.  Parents/Guardians of the camper will sign their child in with the counselor.
During registration, all staff members will be available to help where needed. 

Revised 5/18 es
Deregistration
· Location: Pavilion (must take place at the same location as registration)
· Time: 3-3:30 pm
· Set up: 

· A Deregistration Sign should be placed in front of the trail that goes behind the Nature Center and by the cottages and ends up by the pavilion.

· There should be a greeter in the parking lot area to direct parents.

· Deregistration sign and table set up at Pavilion Gravel Circle facing the cottage trail

· Cabin signs placed on picnic tables in pavilion

· Each cabin table should have a variety of games, coloring pages, or bracelet string 

· Each counselor should have a sign-out sheet

· Procedure:

· Counselors should have their campers sitting at their picnic table by 3 (if parents come early they should not be allowed past the deregistration table until they have been properly IDed)

· Counselors are to entertain their campers at their tables until the camper is properly signed out.

· As parents arrive, they must first check-in at the de-registration table 

· At the de-registration table, the adult must be IDed by the Program Director to ensure that the correct adult is taking the correct camper home.  (This should be a standard practice for everyone to avoid any ambiguous scenarios.)

· In the case that a different adult is de-registering a camper than the adult who registered the camper: There must be a written document of authorization provided by the adult who originally registered the camper to allow the alternative adult to de-register the camper.

· Once the adult has been approved as authorized, a staff member will hand the authorized adult a card confirming whom s/he is authorized to pick up.  The adult must hand the counselor the card and sign his/her camper out with his/her camper’s counselor.  The staff member will call out the name of the cabin or cabins of the campers being picked up.

· Counselors/cabins will reply with a “woot, woot” so the adult knows where to go to sign out his/her camper.  (In the case of excessive noise that may prohibit hearing ability, an escort may be suggested.) 

· After an adult has signed out his/her camper, the camper is no longer under Amigo’s supervision.  The adult may take the camper home or stay seated for the Pie in the Pavilion and closing program.

· De-registration and Pie in the Pavilion
· 3:30: Announce we are ready to start the Pie in the Pavilion;

· Dismiss tables one at a time, but allow de-registration to continue.

· Do not dismiss too many tables at once so that the line does not interfere with the deregistration line.  We want to avoid as much clutter and chaos as possible.

· If an adult’s camper is in line for pie after being IDed, the adult may get in line with the camper and sign him/her out after they get to the table.  If they are not participating in the closing program, tell them that they may let their camper know they are not staying, then they may sign out after the counselor gets through the line.  
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Amigo Centre
CAMPER BEHAVIOR EXPECTATIONS

All Camp Rules (to be shared with all campers and staff at the All Camp Meeting Sunday evening.)
1. Treat each other with kindness and respect.

2. When the hand goes up, the mouth goes shut.

3. Listen to your counselor.  Make sure your counselor knows where you are at all times.
4. Leave all plants, flowers and animals in their place.  Treat the Amigo grounds as a sanctuary (a place of peace and safety for all.)

5. Boys in the Boys Cabin Area only and girls in the Girls Cabin Area only unless there is a reason for a cabin group to walk through the cabin area of the opposite gender (such as going to Chapel and Craft Shack).   In this case, campers must be with their counselor.
Bedtime / Lights out Suggestions for Counselors
1. Have a time of questions and answers.

2. Cabin Devotions

3. Pray for each camper individually at his/her bunk. (take prayer requests)

4. Give 10 minutes of flashlight and whisper time after lights out.

5. Read stories to the group.

Amigo Centre
CABIN RULES FOR CAMPERS

(as a counselor, go over with cabin on Sunday night, then hang on door of cabin)

Basic Cabin Rules
1. Respect.

a. Treat each other with kindness and respect.

b. Only you are allowed in your bunk and personal belongings.

c. Keep walls and bunks clean by not writing on them.

2. Listen.

a. Be with a counselor or resource person at all times.

b. Do not run unless the counselor tells you to.

3. Be Smart.

a. Do not walk on benches or wooden steps.

b. Recycle when you can; throw trash in the trash cans.

c. Wear safe hiking shoes.

d. No food of any kind in the cabins. (It attracts mice, insects, etc.)

R&R Rules for Campers
According to Michigan Law, campers MUST:
1. Be in your own bunk with feet off the floor.

2. Talk with no more than a whisper.

3. Do quiet activities like writing notes to each other, drawing, reading, flashlights, etc.
Revised 5/16 ah, es
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FOOD SERVICE – MEAL PROCEDURES

Buffet Meals:

Buffet meals are our regular style of serving at Amigo.  Please keep lines orderly.  You will be dismissed in front of the Program Office to go in for meals.  There must always be one staff at each table unless otherwise noted by the Summer Program Director.  A few simple guidelines to follow:
1. Take only what you can eat.

2. Seconds are always available.

3. If you want seconds, please wait until everyone has gone through the line.  The head female and male counselors will ring the seconds bell and give further instructions at that time.
4. Only one person should be up from the table at a time

5. If you need more water, one person may take the empty water pitcher to the counter, and replace it with a full one.

6. Overnight Camp Meal Times:
a. Breakfast 8:15
b. Lunch
12:30

c. Supper
5:30
7. Wait at your table for clean up and dismissal instructions.

8. Please stay seated unless you are getting more food.
Special Dietary Needs:

Special dietary needs that appear on camper's health form will be communicated to the food service manager or assistant cook via "health officer/head cook dietary information" form prior to camper’s first meal.  Cooks will adhere to those special needs and/or requests.  If your camper has a dietary restriction, make sure to introduce him or her to the cooks so they can get their special food.
Dining Hall Guidelines for Campers:
1. Stay seated.

2. Leave by exit.

3. Hot drink machines are off limits.

4. Put trash in trashcans.

5. Separate silverware into appropriate tubs.

6. Keep noise level down.

7. Meet counselor outside in front of Program Office.

8. Do not leave the table until you are dismissed.

9. Shoes and shirts must be worn ... no swimsuits. (wear shirts over swimsuits)

10. At the end of the meal, the person at the table with the most food waste is the Scraper.  This person must scrape all of the remaining food scraps onto one plate.  The rest of the table is expected to help stack cups, plates and carry up the dishes.  

Cookouts and Late Night Snacks:
When picking up your food box, double check supplies and that you have the right box.  Upon returning from the cookout the counselor is responsible to throw away trash and leave the crate in the storage room attached to the dining hall.  

Snacks can be picked up in the kitchen.  After your snack, return unused items to the kitchen.  Please throw away trash and leave the crate in the storage room attached to the dining hall.  

Amigo Centre

PROGRAM GUIDELINES FOR CAMPOUTS

Every cabin group is encouraged to campout at least one night during the camping week.  In order to camp out, follow these guidelines:
1. Write your cabin name and campout location on the frame outside the Program Office.
2. Sign out tents and other camping gear from the Ski Shack.

3. Sign out a first aid kit from the Program Office.

4. Set up your campsite in the evening.

5. Teach tent care and safety issues to campers.

6. Build a fire only big enough to cook your food.

7. Douse the fire with water from a fire jug before going to bed.

8. Maintain the appropriate “lights out” time.

9. Arrive at breakfast on time the next morning.  Breakfast is 15 minutes later the morning after campouts to allow time for campsite clean-up. 

10. Clean up your campsite first thing in the morning or during a morning activity period.

11. Multiple cabin sleepovers may be done in all but tree house (as long as same gender).
12. Campouts should not be mixed gender.

Tent Care Guidelines

1. Set tents up on a flat surface using a ground cloth.

2. Keep the storage bags inside the appropriate tent. (they are all numbered)

3. Do not wear shoes in the tent but store them near the doorway.

4. Do not take food inside a tent.  The food odors will attract chewing animals.

5. Zip and unzip slowly.

6. Do not spray insect repellant in or on the tent. (or on your hands when working with the tent)

7. Sweep and wipe the floor of the tent before rolling it up.

8. Hang the tents on a line or picnic table to dry completely before rolling it up.

9. Be sure that tents are clean and dry before storing them on the appropriate shelf in the Ski Shack.
10. Note any damage to tents on the clipboard in the Ski Shack so repairs can be made.

Alternative Campouts and other than cabin sleeping arrangements

1. Sleeping in the Tree House (to observe animals in the evening or morning.)

2. Sleeping out under the stars on the activity field.

3. Canoeing to Beaver Island for a primitive campout*.  (Campers must be age 10 or older.)

4. Sleeping on the picnic tables in the pavilion.
5. Nature Center
6. Gym
*Beaver Island Primitive Camping: All gear must be taken to the island by canoe.  Additional camping gear will be needed including a fire grate, cook kit, fresh water, first aid kit, waterproof food bag and rope (for hanging food out of read of raccoons) and toilet paper.  There is a fire ring and an outhouse on the island.  Canoes can be pulled onto the marsh alongside the dock.
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Amigo Centre

EMERGENCY INFORMATION

SIREN: (severe weather)

The siren ringing for greater than five minutes indicates severe weather.  Immediately take all campers to the dining hall basement and have them sit together as a group.  A roll of all campers will be taken.

BELL: (fire)

The bell sounding indicates fire.  Counselors need to follow the established route to the ball field.  Make sure you have all your campers.  Once you reach the safe area, keep your cabin group together.  A roll will be taken of all staff and campers.  The Sturgis Rural Fire Department services camp.  The department is largely volunteers.  Be aware of emergency vehicles in the driveways and parking lots.  A timed fire drill will be performed each week in accordance with DSS guidelines.

BELL AND SIREN: (lost swimmer)

The bell and siren sounding together indicate a lost swimmer.  No matter who you are, RUN with your campers to the Pavilion.  The Day Camp Director and Summer Camp Director will watch the children.  After dropping off your campers, continue to RUN to a camp van, then drive to the swim area and IMMEDIATELY begin searching for the lost swimmer.  If the vehicles are gone, YOU MUST CONTINUE RUNNING TO THE SWIM AREA.  The Waterfront Director and Lifeguards will search the deep end while other staff search the shallow end.  The Health Officer will await the discovery of the camper on the dock.
BELL 3 TIMES, PAUSE: (lost camper)

When you become aware of a missing camper immediately report to the Program Office.  The Summer Director will coordinate a search for the camper using all available persons.  Campers should be brought to the Summer Director and Day Camp Director in the pavilion.  Then, all summer staff must begin searching their designated locations for the camper.  The Executive Director will call the sheriff's department as needed.  Refer to Lost Camper Grid for assigned search location.
BROKEN SIREN: (lock down)

 Scatter and move as far away from the danger as possible.  Keep your campers with you so that no one gets lost.
FIRE EQUIPMENT:

Respect the pressurized extinguishers in the buildings and on the grounds.  They need to be ready for emergencies.  Under no circumstances should any camper handle or tamper with the fire extinguishers.  As a staff person, you should know the location of all extinguishers and how to use them.  More information will be given during staff orientation. There are 9 Fire Extinguishers on camp grounds: 1 in each cabin area – red & yellow box; 1 in the chapel; 1 in pavilion; 1 in each bathhouse in mechanical room; 2 in the nature center (1 at main entrance & 1 at backdoor); 2 in the gym; 1 in mechanical room of gym. 
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EMERGENCY INFORMATION, Continued
In the event of an emergency, the front office staff will be notified to call emergency services. This contact is made via radio or phone.

The Amigo Centre emergency plans are located in the front office.
Summer camp emergency information (i.e. bells and sirens) is located in the workroom of the front office on the bulletin board, as well as in each cabin and bathhouse.
INCLEMENT WEATHER
The Youth Leader, Summer Camp Director, and front office staff will be responsible to keep an eye on the weather radar throughout the week. Use reliable websites like www.weather.com or www.wwmt.com to keep staff posted on incoming weather. There is also a weather radio located in the front office that will sound when there is a weather watch and warning. When this happens, call or radio the lead staff to let them know what is happening. Be conscious when radioing that there may be children around when this call is being made.

The main emergency weather shelter is the DINING HALL BASEMENT or LOWER LEVEL BATHHOUSE.  These locations MUST be used every time there is a “Severe” weather event.

EMERGENCY PROCEDURE FOR EVACUATION
In the event that it becomes necessary to evacuate the premises of Amigo Centre due to a man-made or natural disaster, the following steps are to be taken:

1. Everyone will be evacuated to the Lake Area Christian School, just under a mile away from Amigo Centre

2. All staff (full time and part time) on site are to report immediately to the parking lot to assist with the evacuation

3. Campers will walk to the school; those who have difficulty walking will be driven over via camp vehicles

4. Staff will remain with the children at the school until the danger has passed or other arrangements are made

Amigo Centre

EMERGENCY PROCEDURE FOR LOST SWIMMER

Lost swimmer will be detected by:

1. Someone missing when buddy checklist is called.

2. Continuous counting of campers in between times of buddy checks.

Waterfront director will:

1. Sound whistle and call campers in.

2. Instruct one lifeguard to take campers up to parking area and take roll, another one to stand at buddy board to make sure tags are put back.

3. Get information from lost swimmer’s buddy as to where he or she was last seen and what he or she was wearing.

4. Radio/Call office to sound lost swimmer alarm (siren and bell) and give the following information:

a. Gender of person lost

b. Clothes he or she was wearing (if possible to describe).

c. When staff hear that there is a lost swimmer over the radio, IMMEDIATELY begin taking campers to pavilion and running to swim area.  Do not wait until you hear the siren.
The Health Officer remains on pier to:
1. Give searching instructions if waterfront director needs to be in the water.

2. Perform rescue breathing or CPR once camper is found.

Search Procedures:

1. Lifeguards will do a quick scan of area where campers were last seen.  

2. Observers will begin grid search of shallow water.

3. Lifeguards begin searching deep water.

Available observers and lifeguards will immediately begin searching the shallow area and deep end, respectively.  When other staff members arrive (either by vehicle or by running), they will join the search in the shallow end.

Office will call EMS (911) immediately.

If camper is not found in 10 minutes the Program Office will call the sheriff's department.  

Tel: 467-9045 or 911.

rev 5/16
Amigo Centre

EMERGENCY PROCEDURE FOR SUSPENDED SPINAL INJURY

Waterfront Director is in charge.

If another lifeguard is on duty they will be instructed to begin rescue procedures.

If Waterfront Director is the only lifeguard on duty they will begin rescue procedures and instruct Water Safety Observers to call office to sound lost swimmer alarm and call EMS.

A Water Safety Observer will be responsible for clearing the swimming area as instructed by the Waterfront Director.

A Water Safety Observer will be instructed to take a roll count and get campers into the available transportation.

Additional help (Aquatic Observers and Water Safety Observers) will arrive from camp and continue rescue procedures until EMS arrives.

rev 12-23-02 bb
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Amigo Centre

ATTEMPTED SUICIDE PROCEDURE

As a staff person, learning to know your camper is important.  Listening is important in helping you discover what the camper is really thinking.

1. There are usually hints that a person is thinking about suicide, and they will usually give them to those around them.  Consult the Summer Program Director if you feel that one of your campers is at risk.  Some common hints are:

a. The child may make subtle or explicit comments about suicide

b. The child may seem depressed

c. The child always wants to be alone

d. The child states the thought about committing suicide

2. Should a camper attempt to harm him/herself:

a. Stay with the camper

b. Get immediate help (the nearest staff person)

c. Contact Health Officer if needed

d. Contact Program Director and/or Executive Director

e. Counselor will report details to Executive Director

f. Executive Director will notify parent(s)

g. Executive Director and parent(s) in consultation with counselor will determine whether child stays at camp or not

h. A "buddy" system will be established within the cabin should the camper stay

i. Executive Director will notify pastor and/or social worker and will attempt to set up support base before child arrives at home

j. With help from Program Director, counselor should discuss events with cabin mates and others directly involved

k. Written reports detailing events will be given to Executive Director within 24 hours of any such attempt

l. All conversations related to this event will be documented and filed with the Office Manager or Executive Director

m. If the camper stays at camp, he/she must make a verbal and written commitment that he/she will not attempt to harm him/herself again while at Amigo Centre

3. Confidentiality

a. All information is confidential.  Gossip is not helpful to anyone.  It should not be discussed with other staff.  The camper may choose to share his/her experiences and will need to talk about them at some point.

b. Suicide can be talked about with campers without destroying another person's reputation.  For example, talk to campers about what they feel regarding suicide, not what so and so did.

6/9/87
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CHILD MANAGEMENT AND DEVELOPMENT
AGE REQUIREMENTS AND LOGISITICS

A camper is a minor child age 18 or below who receives services from Amigo Centre.

A handicapped camper is a camper who requires assistance in managing daily living, movement or behavior to assure his or her safety and well being.

A staff member is a paid or regular volunteer with ongoing responsibility for direct or indirect care, guidance, or supervision of campers.

1. Camper/Staff Ratio (as mandated by the State of Michigan)

a. Campers age 12 and below must have an adult for every 10 campers or fraction thereof.

b. Campers age 13 and older must have an adult for every 14 campers.

c. Emotionally Impaired Campers / Developmentally Disadvantaged Campers: One adult for every three campers is to be maintained.
2. Housing

a. No more than eleven persons are to bunk in a boys’ cabin.

b. No more that ten persons are to bunk in a girls’ cabin.
3. Activities

a. Campers must be at least 10 years old to participate in archery.

b. Campers must be at least 10 years old to participate in canoeing.

c. Campers must be at least 8 years old to participate in rowing activities.

d. Campers must be at least 9 years old to go paddle boating.

e. Campers must be at least 10 years old to participate in the Co-op Course.

revised 06/07/01
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COUNSELOR GUIDELINES
The counselor is a significant member of a ministry team whose task is to carry out the mission and nurture goals of the church as defined by the Amigo Centre Board and Executive Director.  Amigo Centre is entrusted with each camper by the parents and youth sponsors with confidence in the summer youth camp program.  The counselor has the role of daily walking with the campers in facilitating this program. 

Being a counselor in the Amigo summer program is vigorous, demanding, and rewarding.  As a counselor, you are one of the most immediately involved persons in the camper's experience.  Your responsibility to be a model, mentor, teacher and caregiver is great.

One week is a relatively short period of time, so it must be used wisely.  One of the objectives is that of developing the confidence of the camper which will help him or her to mature in behavior patterns and attitudes in relation to self, others, and God.  A counselor who fails to effectively relate to a camper leaves a void in the experience and misses a unique ministry opportunity.

GUIDELINES FOR COUNSELORS:
1. SPIRITUAL GROWTH: The spiritual aspect of each camper’s experience is very important.  Counselors serve as models and mentors in worship, encouraging campers to participate fully in the daily worship sessions. Counselors will also lead daily cabin devotions as a follow up to the Bible teaching and worship sessions. These devotional times are to encourage children and youth to name and share their struggles, questions, and commitments.
It is important that youth choose to make a commitment to Jesus Christ at some point in their lives.  Amigo Centre wants to encourage them on this journey.  However, using pressure, fear tactics and coercion of a youth into taking this step of faith is not an appropriate method of evangelism.  The youth camper must, on his/her own, have a desire to follow Jesus and make that commitment in love and obedience to Him.  Counselors can encourage youth in taking this step. 
2. CAMPER REPORTS:  The church (or agency), which has entrusted Amigo Centre with their youth for the week, thereby inviting Amigo to become a partner in ministry, deserves to know how the camper has responded to you and to the program of the camp.  Therefore, one of the important tasks of the counselor is to report significant happenings (challenges or spiritual growth) in the experience of the camper to the parent or pastor.

3. DISCIPLINE: It is the role of the counselor to guide campers in making appropriate and safe decisions and to learn from their mistakes.  Establishing solid expectations for camper behavior and acting consistently with consequences for poor or unsafe choices is essential. When assistance is needed in disciplining a camper, the counselor may seek help from the Head Counselor or the Summer Program Director.  There is a detailed section on discipline in a later section of this manual.

4. SUPERVISION:  Campers must be with a counselor or resource person at all times.  Cabin groups must always be supervised.  If a camper has a special need and must return to the cabin or go to a designated place, he/she should be escorted by at least two people.  It is best if a counselor is not alone with a camper.  For the safety and accountability of all, have a third party present.
Campers may be limited by the clothes they have brought along, especially poorer children.  They may need your assistance in what to select for given activities.  Some may try to wear a "favorite shirt" all week.  Be sensitive to a desire for privacy by campers when changing clothes.  Extra clothes for campers not having enough are available from the health officer.

5. CABIN BEHAVIOR:  The cabin is home for the week and the bunk is personal space.  Discourage writing on walls and bunks, jumping on bunks and being on another person’s bunk or in another person’s personal gear. Pillow fights should also be discouraged.  Most injuries at camp occur in the cabins during under-supervised times.  Please use common sense in setting clear cabin behavior guidelines.

6. CABIN PRANKS:  Pranks between cabin groups are not appropriate and not allowed.  Counselors should make this very clear to campers.  The intent of cabin pranks may be in fun, but frequently someone is physically or emotionally hurt.  The hurt may come as a result of accusations made after something is missing or broken. Discourage any plans for cabin pranks or redirect the plans to doing something positive to or with another cabin group.

7. LIGHTS OUT:  The lights out time is a guideline and not a legal curfew.  However, it is strongly recommended that you follow the suggested lights out time, even on campouts, steadily moving the group towards retiring.  If the group is loud and disruptive and the counselor is not working towards getting the group settled down, one of the Leadership Team members may intervene.

8. PAPER WORK: Complete and submit weekly camper reports and postcards.

revised 1/00
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GUIDELINES FOR PHYSICAL CONTACT

To avoid the possibility of misunderstanding between staff and camper, especially as related to physical contact, below are some guidelines.

DO:

1. Touch children as a way of affirming them.

a. The children should initiate any physical touch.  If they do not initiate touch, or react negatively to being touched, do not continue to attempt to show love through touch.  Respect the boundaries the campers create.

2. Always have several campers present when showering, changing clothes, and at night.

3. Respect a child's privacy.

4. Protect your own privacy.

DO NOT:

1. Be alone with a camper, especially during showers and clothes changing situations.

2. Give "bear hugs".

3. Tickle.

4. Kick "bottoms".

5. Kiss.

6. Wrestle with campers.

7. Consistently single out one camper for special attention.

Be aware of how your actions are being perceived.  Even if you intend to communicate platonic love and support, campers may perceive your actions as inappropriate advances, which may result in their feeling intimidated and uncomfortable.  Be especially aware of your interactions with campers of the opposite sex.

11/92
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PHYSICAL AND BEHAVIORAL INDICATORS OF CHILD ABUSE AND NEGLECT

Sexual Abuse
1. Physical Indicators:

a. Difficulty in walking or sitting

b. Torn, stained or bloody underclothing

c. Pain or itching in genital area

d. Bruises or bleeding in external genitalia, vaginal, or anal areas

e. Venereal disease, especially in pre-teens

f. Pregnancy

2. Behavioral Indicators:

a. Unwilling to change for gym or participate in physical education class

b. Withdrawal, fantasy or infantile behavior

c. Bizarre, sophisticated, or unusual sexual behavior or knowledge

d. Poor peer relationships

e. Delinquent or run away

f. Reports sexual assault by caretaker

Emotional Mistreatment
1. Physical Indicators:
a. Speech disorders

b. Lags in physical development

c. Failure to thrive

2. Behavioral Indicators:
a. Habit disorders (sucking, biting, rocking, etc.)

b. Conduct disorders (antisocial, destructive, etc.)

c. Neurotic traits (sleep disorders, inhibition of play)

d. Psychoneurotic reaction (hysteria, obsession, compulsion, phobia, hypochondria)

e. Behavioral extremes:

i. compliant, passive aggressive, demanding

f. Overly adaptive behavior:

i. inappropriately adult

ii. inappropriately infant

g. Development lags (mental, emotional)

h. Attempted Suicide

Physical Abuse

1. Physical Indicators:
a. Unexplained bruises and welts:

i. on face, lips, mouth, torso, back, buttocks, thighs

ii. in various stages of healing

iii. clustered, forming regular patterns

iv. reflecting shape of article used to inflict (electric cord, belt buckle)

v. on several different surface areas

vi. regularly appearing after absence, weekend, or vacation
vii. Separation of an alleged perpetrator from campers until the incident is resolved, until the threat is removed, or as long as necessary to protect the safety and welfare of the campers.  This includes camper to camper, or staff to camper violations. 
b. Unexplained burns:

i. cigar, cigarette burns, especially on soles, palms, back, or buttocks

ii. immersion burns (sock-like, glove-like, doughnut shaped on buttocks or genitalia)
iii. patterned like electric burner, iron, etc.

iv. rope burns on arms, legs, neck, or torso

c. Unexplained fractures:

i. to skull, nose, facial structure

ii. in various stages of healing

iii. multiple or spiral fractures

d. Unexplained lacerations or abrasions: 

i. to mouth, lips, gums, eyes

ii. to external genitalia
2. Behavioral Indicators:

a. Wary of adult contacts

b. Apprehensive when other children cry

c. Behavioral extremes:

i. aggressiveness

ii. withdrawal

d. Frightened of parents

e. Afraid to go home

f. Reports injury by parents

g. Wears long-sleeved shirt in hot weather

h. Cringes or jumps at sudden movement

i. Child is "too eager" to please

Physical Neglect

1. Physical Indicators:
a. Consistent hunger, poor hygiene, inappropriate dress

b. Consistent lack of supervision, especially in dangerous activities or lengthy periods of time
c. Unattended physical problems or medical needs

d. Abandonment

e. Failure to thrive

2. Behavioral Indicators

a. Begging, stealing food

b. Extended stays at school (early arrival, late departure)

c. Constant fatigue, listlessness, or falling asleep in class

d. Alcohol or drug abuse

e. Delinquency (e.g. thefts)

f. Stating there is no caretaker
revised 1/00 
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PROCEDURE FOR CHILD ABUSE BY STAFF MEMBER

Any report of child abuse by a staff member will follow the following procedure.  If a camper reports that they have been physically, sexually, or in other ways abused by a staff person:

1. The Program Director and/or Executive Director will be notified immediately and will notify the other.

2. The child will be placed with another adult or cabin group.

3. Staff person will be relieved of all direct child supervision or contact until an investigation is completed by camp administration and Child Protective Services (CENTRALIZED INTAKE).

4. CENTRALIZED INTAKE will be notified within eight hours after report has been made to the camp administration.

5. In consultation with CENTRALIZED INTAKE and the child, camp administration will notify parent(s).

6. If the investigation by CENTRALIZED INTAKE and the camp administration indicate there was improper conduct toward or with a camper by a staff person, that person will immediately be terminated.

7. All conversations relating to the report filed will be documented including date and persons involved.

8. Confidentiality is essential.  The child's privacy needs to be respected.

9. The Amigo staff involved may meet to deal with feelings and group process after the event as directed by the Executive Director.
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CHILD PROTECTION LAW PLAN

RULE 115

Definitions from Michigan State Law

"Child" means a person less than 18 years of age.

· "Child abuse" means harm or threatened harm to a child's health or welfare by a person responsible for the child's health or welfare, which occurs through non-accidental physical or mental injury, sexual abuse, or maltreatment.
· "Child neglect" means harm to a child's health or welfare by a person responsible for the child's health or welfare which occurs through negligent treatment, including the failure to provide adequate food, clothing, shelter, or medical care.
· "Department" means the State Department of Social Services.

Staff Procedures

1. Upon arrival of campers the health officer shall screen all campers as to their physical condition.  Note any bruises, cuts, or markings on the child's body.

2. The counselor shall watch for any signs of child abuse or neglect.

3. If child abuse is suspected, report to Executive Director, Program Director, Youth Program Director or Director of Operations.
4. If camper confides in staff person of having been abused or neglected, relay this information to those in authority.  Do NOT tell any camper or other staff member.

5. Camper's records and applications shall be kept confidential.  No one shall have access to the camp and campers’ files except the Program Director, Summer Camp Director, Operations Director, Executive Director, and Health Officer.

Reporting Procedures

1. Staff shall notify one of the following people Executive Director, Porgram Director or Youth Program Director of the situation.

2. Following completion of step one the individual who received the original information must make an oral report to Central Intake within 8 hours by calling 855-444-1361. The Executive Director, Porgram Director or Youth Program Director must be present during the oral report. They have access to campers files and may assist in providing information to Central Intake. 
3. Within 48 hours a written report shall be made to the Department of Social Services. A DHS 3200 form must be filled out for the state.  The Executive Director, Program Director or Youth Program  Director will supply the form for the staff member making the report. 
4. Following completion of the form a copy should be made and kept on file with Amigo Centre. The report must be submitted to DHS via email, fax or mail.
5. If the camper seems to be injured, medical treatment will be given by nearest hospital or doctor on call.

Instances of child abuse or suspected child neglect should be kept confidential out of respect for the child, as required by law.  The Summer Camp Directors and Youth Program Director are available to help you process and deal with the emotions and stress that this type of situation raises.  Do not talk with other summer staffers, campers, or others, unless given the okay by the Directors. Additional information can be found at www.michigan.gov/mdhhs
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GUIDELINES FOR CAMP COUNSELORS
Summer camp is an experience that millions of our children enjoy every year.  It is also a time in which care taking responsibilities may be transferred form the child's family to others, the camp staff, including the camp counselor.  In meeting your caretaking responsibilities, you may encounter obstacles the children placed in your care come from an unknown background they have had experienced you may not know about, and some will bring problems that you do not have the experience or training to address properly.  In spite of these disadvantages, you are in a position to be a source or strength and hope to children placed in your care.

REPORTING CHILD ABUSE AND SEXUAL EXPLOITATION
Child abuse is a subject that we all hear and read about frequently.  It is a term that encompasses mental, physical, and sexual victimization of children.  Most camp counselors are not trained to make judgments about whether a child has been a victim of any kind of child abuse.  It is important to know that in every state there are agencies that are required to examine reports of suspected abuse and for you to use their expertise in handling the cases.

If you suspect that a child assigned to you is a victim of child abuse, you should report this to your camp director or camp nurse.  They will discuss your suspicions with you and possibly talk to the child.  In most states, persons with knowledge of suspected child abuse are required to report the case to a child protective services agency.  In some states, failure to report carries criminal penalties, especially for child care professionals, such as teachers and nurses.  In fact, the laws in your state may require you to report suspected child abuse to an appropriate child protection agency even if you have already reported it to the camp director or nurse.  Your camp director will be able to explain these responsibilities during staff orientation.

DETECTING SEXUAL EXPLOITATION
Some forms of abuse may not have obvious physical evidence.  There are, however behavioral signs that may indicate victimization.  This is especially true of children who have been sexually molested.  You should be alert to these signs of sexual abuse:

· Changes in behavior, extreme mood swings, withdrawal, fearfulness, and excessive crying.

· Nightmares, fear of going to bed, or other sleep disturbances, such as bed-wetting.

· Acting out inappropriate sexual activity or showing an unusual interest in sexual matters.

· Regression to infantile behavior.

· A fear of certain places, people, or activities, especially being alone with certain people.  Children should not be forced to give affection to an adult or teenager if the child does not want to.  A desire to avoid this may indicate a problem or may indicate that parents have cautioned the child against such behavior.

· Pain, itching, bleeding, fluid, or rawness in the private areas.

You should note that some of these behaviors may have other explanations.  A child who comes to summer camp is entering a strange environment and may experience homesickness or anxieties that can lead to behaviors similar to the signs of sexual molestation.  Do not simply discount the behavior as homesickness, however.  Immediately bring it to the attention of the camp director or camp nurse.  You are in a position to be a comfort and aid to the campers placed in your care.  Even if the child's behavior is a result of homesickness, his/her camp experience will be much more enjoyable if the cause of the distress is addressed.

WHAT TO DO:

At some point your campers may tell you that someone has molested them.  This may have occurred at home or at camp.  If this happens, we want you to be prepared to help the child.  Follow the guidelines below if a child indicated that he/she may have been the victim of abuse or exploitation:
· Don't panic or overreact to the information disclosed by the child.

· Don't criticize the child or claim that the child misunderstood what happened.

· Do respect the child's privacy.  Take the child to a place where you cannot be over heard by the other campers.  It is important that you discuss the child's situations only with the camp director and the camp nurse or with the child protective services agency for your state.  It should not become the topic of conversation in the staff lounge.  Camp is a hard place to keep information confidential.  Your campers should not have to pay the price of your indiscretion and become the subject of camp gossip.

· Do encourage the camper to tell the camp director or camp nurse.  Make sure that the child feels that he/she is not to blame for what happened.  Try to avoid repeated interviews about the incident.  This can be very stressful for the child.

PRECAUTIONS AGAINST ACCUSATIONS OF SEXUAL ABUSE OR EXPLOITATION:
Child abuse is a serious criminal offense.  As a camp counselor with the responsibility of caring for children you may be placed in sensitive situations making you vulnerable to charges of child molestation.  If you take these simple precautions however, you need not be afraid of groundless accusations:

· Have other staff members present when supervising showers, changing into swimming suits, or other circumstances in which the child may be dressing or undressing.

· Respect the privacy of the child.  Do not become intrusive or curious more than is necessary to monitor the health and safety of the child.

· The child has the right to reject displays of affection if he/she feels uncomfortable about them.  Not every child comes from a background in which affection is openly displayed.  Respect the child's wishes.

· Protect your own privacy.  In some camp living situations, counselors room with their campers.  There will be a natural curiosity about boyfriends or girlfriends, personal relationships with some of the older campers, sexual activity.  You should use common sense in discussing sensitive subjects with your campers and you should not go into the details of your private life.

Sexual exploitation should not be confused with physical contacts that are true expressions of affection.  A warm and healthy relationship can exist between the camper and camp staff if staff members respect the child and place reasonable limits on their physical interaction.

GUIDELINES FOR CAMP DIRECTOR:

One of the hardest things for us to accept and understand is the fact that there are people who do sexually molest or abuse children.  The facts however, are undeniable: Sexual victimization is a very serious problem.   Given the number of children who attend our camps each summer, we can no longer deny the existence of this abuse, nor can we deny our responsibility to report suspected abuse to the child protective services.

The laws in many of our states require that any professional who is responsible for the care and supervision of children must report cases of suspected child abuse to the proper authorities.  These laws carry criminal and civil penalties for failure to comply.  We suggest that you contact the reporting agency in your state to determine your legal responsibilities for reporting.  You may want to invite a representative form that agency to a staff training session.

There are several situations that you may encounter involving suspected child sexual abuse in your camp: 

· a camper who indicates through behaviors or statements that he/she was sexually abused prior to coming to camp,  

· a camper who claims that he/she was sexually molested while at camp, and  

· a minor camp staff member who may have been sexually abused at home or at camp.  

All these situations require your immediate attention and action.

In cases of previous sexual abuse, you must report the suspected abuse, even if it may have occurred in another state.  The child protective services in your state can arrange for their counterparts in the other state to investigate.  In cases of sexual abuse at camp it is especially important to make a prompt report.  Your camp staff should be informed during the pre-camp training that any criminal conduct involving the camp staff will be reported to authorities--especially any criminal conduct in which the health or safety of the campers may be threatened.  Make it very clear to camp staff that inappropriate behavior of any kind will not be tolerated.

Do not be afraid to report abuse to the authorities.  Also, it is not enough simply to fire the abuser--you must prevent his or her being hired by someone else.  These cases deserve to be pursued through the criminal process and, if the evidence supports the allegation, strict sanctions applied.  Only in this way can we truly protect our children.

We all want the experience at summer camp to be a happy, carefree one for our children--one in which boys and girls experience independent living, develop an appreciation for nature, and work on their social skills.  In order for us to provide our children a carefree environment, however, we as adults must act responsibly and face the fact that child victimization and sexual abuse are harsh realities.  A realistic approach to child safety is essential to protect those for whom we really care.

THE NATIONAL CENTER FOR MISSING AND EXPLOITED CHILDREN

The National Center for Missing and Exploited Children serves as a clearinghouse of information on missing or exploited children: provides technical assistance to citizens and law-enforcement agencies; offers training programs to schools and law-enforcement, distributes photos and descriptions of missing children nationwide; and provides information and advice on effective state legislation to ensure the safety and protection of children.

A toll free telephone line is open for those who have information that could lead to the location and recovery of a missing child: 1-800-843-5678.  The TDD hotline (for the deaf) is 1-800-826-7653.  The 15 toll free hotlines cover Canada as well as the United States.

A number of publications, listed here, are available by writing the National Center at the address below.

“Parental Kidnapping” -a handbook for parents

“Selected State Legislation”-state law to protect children 

“Summary of Selected State Legislation”  -a summary of the above 

“Child Protection Priorities in State Legislation” -seven legislative priorities to prevent child victimization

“Child Protection” -safety and precaution tips

“Just in Case ... Your Child Is Sexually Abused or Exploited” -guidelines for parents

“Just in Case… Your Child Is a Runaway” -includes "missing poster" format

“Just in Case ... You Need a Babysitter” -brochure for parent support services in your state

Informational brochure

National Center for Missing and Exploited Children 1835 K Street, N.W. Suite 700

Washington, D. C. 20116

Prepared under Cooperative Agreement *86 MC-CX-KO03 from the Office of

Juvenile Justice and Delinquency Prevention.  Office of Justice Assistance

Research and Statistics U.S. Department of Justice.

Points of view or opinions in this brochure are those of the NEMEC and do not necessarily represent the official position of the policies of the U.S. Department of Justice.
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STATEMENT ON EXCESSIVE RESTRAINT

Physical restraint should seldom be used.  At times, physical restraint is necessary to ensure the safety of self, others, and property.  Unless safety is an issue, a staff member should remain with the camper, and send for a Program Director.

If possible, the Program Director should be the one using and/or directing physical restraint.  The least amount of restraint possible will be used to ensure the safety of individuals and property involved.

The Health Officer should be notified as soon as feasible to monitor the camper being restrained.

A camper will not be deprived of food, sleep, or placed alone without adult supervision.  A camper will not be subjected to threats, ridicule, corporal punishment, excessive restraint, or excessive physical exercise.
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CAMPER DISCIPLINE AND GUIDELINES

Power Struggles

Kids often end up upset or in conflict because they feel like they are not being treated fairly by other kids or adults.  This often leads to power struggles.  How do you avoid power struggles?
Discipline needs to be done privately, with respect.  Be aware that power struggles are going to happen.  Try to identify what is happening early, before you become emotionally involved, and remove yourself from that situation.  You can almost always deal with a problem later, at another place and at another time, a time when there is no other audience.

· If a situation is one where dangerous or harmful activities are taking place, you must step in and deal with it decisively and immediately.  These types of situations are not ones that usually lead to power struggles.

· If you find yourself in a power struggle, you might say something like, "Let's talk about this while the rest of the cabin is at Arts and Crafts.  Let's just let it drop for now.”  This often ends the discussion, the posturing, and the entertainment.  While the other campers are busy and you are in private, the kids have usually cooled down, you've cooled down, and there is not an audience that you both have to impress.
Remember that in private, discipline will work better, be more effective and will build relationships.

Choices and Consequences: One thing most people can understand is the idea of choices and consequences.  We all make choices and those choices lead to consequences. Most of the time if the choice is good, the consequence is good.  If the choice is bad, the consequence is bad.  Rather than telling a camper to do something, give her/him a choice.  Help the camper to understand the consequences of those choices and then let him or her live with that consequence.
· If you see yourself getting into a power struggle, you might offer the camper choices--one of which is something you know the camper won't choose so he or she will end up making the good choice and having the good consequence.

Discipline Plans: Start by having the campers make rules for themselves: campers' rules for campers.  They should come up with 3 or 4 rules they think are important for your cabin.  These need to be agreed upon.  List the rules and consequences and post them.  Remember to make the consequences logical and that you don't need to be equal; you need to be fair.
· You might also help the campers come up with campers, rules for the counselor/resource person.  These might be something like "The counselor must say good night to each camper.  If not, the campers get to choose what the counselor wears the next day." These rules should basically be win/win rules and should be fun for everyone.

· Another set of rules might be counselor's rules for campers.  Here is where you come up with rules you think are very important.  These rules are not open for discussion.  Something like "Campers should not mess with the counselor's stuff" would be good if it is important to you.

· Remember you are the adult and have the final say on all rules.  Do not agree to any rule you don't like.  Keep working with the rule until you come up with one that works or is appropriate.

· You don't want to overdo the rules.  You just want 3 or 4 for each area.  Cover the important things.  Don't "over-rule" the campers, but don't give in to rules you don't want.  The time you spend early in the week setting up expectations, rules, and procedures with each other will more than pay for itself later.  You and the campers will feel ownership, and you will take less time later in the week or summer dealing with situations that could have been avoided had you set up clear guidelines for what is expected in the beginning.

Get help/advice from the Summer Program Director if you feel frustrated, overwhelmed, or unsure of how to handle a situation.  Sometimes just getting insight from another person or having a 15-minute break from a situation can help.
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CONDITIONS THAT ENCOURAGE GROWTH IN CHILDREN

Children do not need encouragement to grow.  They want to grow.  They do not want to stay small, whether in their physical growth or in their ability to handle life.  Their entire drive is toward growth, real growth.  It is of little satisfaction to them just to get bigger and older.  How fast or how well they grow depends on the feelings of the adults about them and on the feelings within themselves.  These feelings are far more important than any set of principals about growth.  Feeling free to grow and feeling able to grow are the keys to growth.

Children grow best when they are with adults who are at ease with them and enjoy them most of the time.

Children grow best when they are permitted to make mistakes which will not harm them unduly, and are permitted to live with adults who themselves do not pretend to be perfect.

Children grow best when those around them believe in them and express confidence through words and by giving them freedom.

Children grow best when those who have authority over them permit them to raise questions, to express doubts, to try out their own ideas. 

Children grow best when those about them understand what purpose they are trying to achieve and team with them or support them in their endeavors. 

Children grow best when they understand the limits of freedom within which they can make decisions and when this freedom is limited to the responsibility they feel able to carry at their stage of development.

Children grow best when those about them deal with them with firmness and consistency.

Children grow best when adults about them behave as adults and show what the grown-up way is like.

Children grow best when those about them help them when they need help to succeed, but let them struggle when they are winning by themselves.

Children grow best when those about them gear their expectancy of child's behavior to their capacity for that behavior.

Children grow best when those about them understand their developmental needs and provide motivation and opportunities for them to accomplish those tasks. 

Children grow best when they feel strong within themselves, when they feel they are just the kind of person wanted by their family and their friends. 

Children grow best when they are in an atmosphere of friendliness and warmth, whether it is with adults or other children.  Parental love is the most powerful, most constructive force in a child's growth.

Children grow best when they meet actual life situations, emotionally charged, and deal with them constructively, with or without help.

Children grow best when the tasks they face are suited to their ability, and their performance expectancy is related to themselves rather than to the performance of others.

Children grow best when they are interested in what they are doing for its own sake, and they will be interested when it has meaning to them.  Children who are forced to perform a task in which there is no interest or understanding are not helped, but actually blocked.  Those who attempt it are battling against human nature and will always lose in the end.

Reference: Understanding Boys by Clarence B. Moser
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TALKING WITH CHILDREN ABOUT GOD

PARABLE NO. 1

I took a little child's hand in mine.  He and I were to walk together for a while.  I was to lead him to the Father.  It was a talk that overcame me, so awful was the responsibility.  And I talked to the little child only for the Father.  I painted the sternness of the Father's face, were the child to displease Him.  We walked under tall trees.  I said the Father had power to send them crashing down, struck by His thunderbolt.  We walked in the sunshine.  I told him of the greatness of the Father who made the burning, blazing sun.

And one twilight we met the Father.  The child hid behind me.  He as afraid; he would not look at the face so loving.  He remembered my picture; he would not put his hand in the Father's hand.  I was between the child and the Father.  I wondered.  I had been so conscientious, so serious.

PARABLE NO. 2

I took a little child's hand in mine.  I was to lead her to the Father.  I felt burdened by the multitude of things I was to teach her.  We did not ramble.  We hastened on from spot to spot.  At one moment we compared the leaves of the trees.  In the next we were examining a bird's nest.  While the child was questioning me about it, I hurried her away to chase a butterfly.  Did she chance to fall asleep, I wakened her, lest she should miss something I wished her to see.  We spoke of the Father often and rapidly.  I poured into her ears all the stories she ought to know; but we were interrupted often by the wind blowing, of which we must speak; by coming out of the stars, which we must study; by the gurgling brook which we must trace to its source.

And then in the twilight we met the Father.  The child merely glanced at Him.  The Father stretched out His hand, but the child was not interested enough to take it.  Feverish spots burned on her cheeks.  She dropped exhausted to the ground and fell asleep.  Again, I was between the child and the Father.  I wondered.  I had taught her so many things.

PARABLE NO. 3

I took a little child's hand in mine to lead him to the Mother.  My heart was full of gratitude for the glad privilege.  We walked slowly.  I suited my steps to the short steps of the child.  We spoke of the things the child noticed.

Sometimes we picked the Mother’s flowers and stroked its soft petals, and loved their bright colors.  Often we told stories of the Mother.  I told them over and over again.  Sometimes we stopped to rest, leaning against the Mother’s trees and letting the air cool our brows—never speaking.

Sometimes we observed one of the Mother’s birds.  We watched it build its nest, and we saw the eggs that were laid.  We wondered later at the care it gave its young.

And then in the twilight we met the Mother.  The child's eyes shone.  He looked up lovingly, trustingly, eagerly into the Mother’s face. He put his hand into the Mother’s hand.  I was for the moment forgotten.  I was content.
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HOMESICKNESS
Methods of Prevention

1. BE UPBEAT!  Be upbeat and expect campers to have a good time.  Make yourself available to answer questions to ease any apprehensions of the campers.  Do not belittle a camper who cries.

2. PLAN WELL.  Plan activities to keep campers active, involved and having fun.

3. LESSEN THE DIFFICULTY.  You really cannot prevent homesickness.  You can only hope to lessen the difficulty of the adjustment of the campers.

Methods of Intervention:
1. KEEP CAMPERS ACTIVE!  Eliminate as many “down times” as possible in the first day or two. This is the time during which campers will have their greatest difficulty with homesickness.

2. USE YOUR SENSE OF HUMOR.  If you can get the camper to smile and laugh, crying is not possible (at least for that moment).

3. SPEAK BRIEFLY.  When campers become “down,” speak with them briefly to remind them that camp only lasts a few days and it is a lot of fun while it lasts.

4. MEET NIGHTLY.  Meet and talk as a group nightly.  During this time, you can share fun events of the day and offer encouragement to campers having difficulty.

5. BEDTIME STORIES.  Bedtime can be a difficult time for campers missing home. Tell or read a few stories at bedtime.  Try to fill the time until campers have settled into sleep.

6. PEER SHARING.  “Veteran” campers can offer the ways with which they dealt with homesickness their first time at camp.

7. WRITE LETTERS.  Encourage campers to write letters or keep journals throughout their stay.  They can write to their parents if they are missing them.

8. A Leadership Team member will be on Night Duty in the Program Office until 11:30 pm.  If you have a homesick camper, you may bring him/her to the P.O. to occupy his/her mind until s/he is ready to sleep.  The Leadership Team member will assist you.

9. The Summer Camp Director/Program Director is available as a resource to assist in helping homesick campers.  Ask for help and other methods for caring for your camper.
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SUMMER CAMP HEALTH, FIRST AID, AND EMERGENCY POLICY
GENERAL GUIDELINES:

1. Amigo Centre will provide a licensed physician, RN, LPN, EMT, licensed medical first responder, or adult trained in first aid to serve as health officer for the summer program.  If the health officer needs to be off camp property another qualified staff person will be designated to cover.

2. Campers are screened upon arrival and departure by the health officer or equivalent during registration and de-registration.

3. All camper and staff medications are turned in to the health officer.  The medications are maintained in a locked cabinet or refrigerator.  The health officer distributes meds. as needed.

4. Amigo Centre has standing health care orders.

5. Amigo Centre is required to have a health history record on file.

6. The cabin counselor will daily observe her/his campers and report any health related changes or injuries to the health officer.

7. Amigo Centre keeps a full supply of first aid supplies in the First Aid Station.  First aid kits need to accompany the staff person for all off camp activities, and are in the boat house and health center.

8. Amigo Centre will provide emergency transportation to Sturgis Hospital or call Parker's Ambulance Service.  All emergency phone numbers are posted by camp phones.

9. The Doctor's Office in Sturgis will serve as Amigo's doctor.

10. Any off camp trip will be accompanied by at least one staff person trained in CPR and First Aid.  The health officer will review any health concerns with the accompanying staff person before and after the trip.
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POLICY ON CONTAGIOUS DISEASES

If a camper has been exposed to a contagious disease less than two weeks prior to coming to camp, the parents of the camper need to consult with their doctor, camp health officer, and camp executive director as to whether he/she should come to camp.  The decision will be made based on the following:

1.
Consultation with above named persons.

2.
Consultation with parents if under age 21.

3. Risk in spreading disease to others.

4. Current health condition of camper.

POLICY ON AIDS

The following policy attempts to take into consideration that AIDS and the HIV virus do not spread by casual contact.  Amigo Centre does not discriminate against those persons having AIDS or HIV positive tests.  Amigo Centre will do its utmost to make reasonable accommodations for the camper(s).

Should a camper's health form indicate AIDS:

1.
The campers will be allowed to attend camp as long as her/his health permits.

2.
The camper's doctor shall submit a report as to the ability of the person to maintain the various daily activities on the camp schedule.

3.
Confidentiality shall be maintained as required in Michigan's Confidentiality Act 488 Public Act 1988 which says, "All reports, records, and data pertaining to testing, care, treatment, reporting, and research associated with the serious communicable diseases or infections of HIV infection, AIDS, and AIDS related complex are confidential."

Should future research indicate AIDS is spread by casual contact, this policy statement is void.
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PROCEDURES FOR CLEANING UP

BODILY FLUIDS

PURPOSE:

To provide a means of properly handling body fluids to prevent the spread of contagious diseases. Body fluids include blood, vomit, urine, feces, and semen.

THOSE AFFECTED:

All camp staff should be aware and practice these procedures when coming in contact with body fluids.

EQUIPMENT NEEDED:

Soap, water, paper towels, disposable gloves, disposable bags, bucket, mops, and disinfectants.  
Suggested disinfectants are:

1. Lysol

2. Bleach in a 1:10 dilution with water

3. General cleaning solution that verifies antibacterial, antiviral qualities.

PROCEDURES:

1. Wear gloves when in contact with body fluids.

2. Wash hands after handling fluids and contaminated articles, even when gloves were worn.

3. When washing hands use running water and a brisk scrubbing motion for at least 2 minutes.

4. Discard all disposable items in a plastic bag and dispose of bag.

WASHABLE SURFACES:

1. Tables, bedframes, sinks, etc.:

a. Wash well with one of above named disinfectants.  Use care as solutions can be irritating to the skin and bleach may corrode metals.

2. Floors:

a. Use bleach solution in hot water.  Mop up body fluids, dip, wring, and repeat until clean.  Discard water down toilet or drainpipe.  Rinse area again with bleach water.  Soak mop and bucket in disinfectant.
NONWASHABLE SURFACES:

1. Remove body fluids with disposable cloth wipe and Lysol solution.
2. Dispose of cloth wipe.
3. Apply rug or upholstery shampoo.
4. Allow to air dry.

WASHABLE MATERIALS:

1. Rinse item under running water using gloved hands.

2. Place item in plastic bag, close, and take to laundry room.

3. Wash soiled items separately if possible with one half-cup bleach added to water.
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NOTIFICATION OF PARENTS

The Executive Director or Program Director from Amigo Centre will notify parents in the following circumstances:

· immediately in the event of death
· upon admission to the hospital 

· in the event of an attempted suicide

· after an overnight stay in the Health Center

POLICY FOR UNIVERSAL PRECAUTIONS
AND DISPOSAL OF HAZARDOUS WASTE

1. This policy is written to state how Amigo Centre attempts to protect its staff and campers from the spread of diseases through body fluids.
2. Gloves will be worn whenever handling body fluids.  Gloves are in all cabins, first aid kits, and available for housekeeping staff.
3. Hazardous waste includes body fluids, or any contaminated object such as used gloves, needles, or cleaning supplies.
4. See procedure for cleaning up body fluids on previous page.
5. Place disposable items in plastic bag, tie and place in the dumpster.
6. Place washable items in plastic bag, tie and take to house laundry.
7. A needle disposal box is kept in the health center.
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ACTIVITY GUIDELINES

INTERPRETIVE NATURE CENTER

The Nature Center is a unique and valuable resource to Amigo Centre.  The collections, exhibits, and hands-on activities all help to bring an awareness of God's Creation to the visitor.  The Nature Center should not become the "focal point" of the visitors' experience, but rather a catalyst in sparking their interests "to explore what's beyond its doors".

When utilizing the Nature Center, follow these rules:

1. Campers must be accompanied and supervised by you or another staff person when visiting the Nature Center.

2. Respect outside "exhibit areas" by staying on trails and paths.  Do not enter areas labeled "Wildlife Habitat Area", as well as unlabeled wildlife habitat areas.

3. Refrain from using the nature office and storage rooms.

4. Respect the live animals being displayed.  Do not knock on cages and avoid loud voices or other noise. 

5. Do not feed animals without checking with the Outdoor/ Environmental Education Coordinator first.

6. Animals are to be handled only under the supervision of the Nature Center or summer staff. (Read "Handling Animals" insert.)

7. Amigo Centre is allowed to collect certain animals only through the issuance of State and Federal Government Permits.  Once again, use discretion before picking an animal up.  And ask the Outdoor/ Environmental Education Coordinator if the animal can be brought to the Nature Center for further observation.

8. In the event that an animal is brought to the Nature Center, the O/EE Coordinator should be notified immediately.  Never just drop off an animal.

9. Animals brought to the Nature Center should be released back into the wild by the end of the week, unless specified otherwise by the O/EE Coordinator.  The person who brings the animal in is responsible to see it is returned to where it was found.  Remember, we should try to leave things in nature the way we find them.
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HANDLING ANIMALS

Discourage the handling of wild animals.  Remember, most animals, (especially those found in the wild) do not like to be handled.  Many wild animals have built in defense mechanisms to remind you of this, (ie: biting, clawing, defecating, venom, etc.)  If you are so inclined to pick up a wild animal for closer examination, use discretion!  Please, do not handle the animals in the nature center without nature staff present.

Ask yourself the following questions first:

1. What is the animal doing?

a. (ie: exhibiting abnormal behavior...)
2. Are (or would) you be disturbing it from an important life process?

a. (ie: laying eggs, eating, molting...)
3. Do you or the campers have insect repellent or other potentially harmful substances on your hands?

a. Insect repellent, food oil, soap, and lotion can poison other animals, especially reptiles and amphibians.

4. What potential learning can be derived from handling this animal?
a. Awareness
i. Experiential: weight, texture, color...
b. Sharing Knowledge
i. Natural History: What it eats, where it sleeps, where it gets water, who are its predators…
c. Appreciation
i. Foster an appreciation for the animal and its environment and how God provides for all its needs... (Matthew 6:26)

After handling the animal carefully, have one of the campers release it back into the wild.  Take a moment to watch what it does...

Note:  Wash hands after handling. Many animals have things on their skin that can harm humans.  ie.) Turtles can carry salmonella food poisoning.
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PROGRAM GUIDELINES FOR CANOEING

Canoeing is a favorite activity for many campers.  It can also be a learning opportunity.  When leading canoeing, plan to help each camper improve his/her skills in some way.  Insist that campers follow the safety guidelines.

Safety guidelines:

1. Campers must be at least age 10 to be in a canoe.

2. Every camper and staff member must wear a lifejacket.

3. No tipping, splashing, or rocking canoes.

4. Avoid ramming into other canoes by back paddling.

5. No standing in the canoe.  Sit at all times.

6. Use paddles only for moving the canoe.
7. A Lifeguard must be on duty at the waterfront while Canoes are in use.

8. There is a 500 pound limit to the amount of weight in a canoe.  
Introduce equipment: canoe and canoe parts, paddle parts and how to size them, lifejacket and how to wear it. The length of the paddle should be about as long as from the student's foot to their nose or eye level.

Basic strokes and canoeing information:
1. Several things to introduce...

a. The concept of teamwork

i. What are the jobs of each person in the canoe?

ii. Are there things that one can do better than the other?

iii. How does cooperation work in canoeing?

b. How to hold the paddle

i. To hold the paddle, grip the shaft of the paddle with one hand.  Place your other hand over the top of the paddle so that your fingers are pointing down towards your other hand.  If you're paddling on your right, then your right hand will be on the shaft, with your left hand on top.  If you're paddling on you left, you must switch your hand.  Then your left hand will be on the shaft, with your right hand on top.
2. Basic Strokes
a. Front paddle- moving your paddle from in front of you to back, this will move you forward
b. Back paddle- moving your paddle from behind yourself to the front of yourself, this will move you backward 
c. Paddling straight- one partner paddles on the right, the other on the left
d. Backing up- both partners back paddle on opposite sides
e. Turning left- both partners paddle on the right side
f. Turning right- both partners paddle on the left side
3. Launching the canoe:
a. Have students walk to the edge of the grass to watch a demonstration on how to load a canoe. It is a part of learning how to canoe.  It is helpful to have one set of partners help you demonstrate.
i. First, wake the sleeping canoes by carefully tipping them over.  Have each student get on opposite sides of the canoe.  Lift the canoe by holding onto the crossbars or gunwales.  Begin walking the canoe down to the water.
ii. Upon reaching the edge of the water, begin dipping the one end of the canoe into the water.  The canoe should not scrape the sand at all.  Slowly, by going hand over hand, guide the canoe almost totally into the water.
b. Now you may discuss the front and back of a canoe.  Look at the seats to find which end is which.  The back seat of the canoe has no legroom on one side.  Also, the permit stickers are located at the front of the canoe.  The canoe should be positioned so that the back of the canoe is farther away.
4. Getting into the canoe:
a. Have the front partner sit and straddle the front of the canoe with one leg on each side holding onto the sides of the canoe.
b. The back person will carefully step into the canoe.  By holding their paddle with both hands, horizontally in front of themselves, they will use the paddle as a support on the sides of the canoe.  The student must keep their weight low and walk slowly and carefully down the middle rim to their seat.
c. The front person will now step to the right side of the canoe.  They will place their left foot into the canoe.  The student will hold onto the sides of the canoe and push off with their right foot.  As the canoe drifts out onto the water, the student will pull their leg in and carefully turn around and sit down.

Campers must stay in the lagoon area until you have entered the water.  The lagoon is a good place for students to practice their strokes.  Have them practice getting to a specific spot.

Use your judgment on whether to go out on the lake or not.  If it is windy and rough, stay in the lagoon.  Although campers may not be pleased, it will only be frustrating if you go out on the lake and are blown across.

If the conditions allow you to go on the lake, have campers always head towards your canoe.  If campers get too spread out, it is difficult to get back in.

Give yourself at least 15 minutes to get back into the lagoon, beach canoes and put away equipment.  Try to have those who went out first, come in first.  It can also be helpful to give two campers permission to take care of the boathouse.  They enjoy the responsibility and supplies should be put away much more neatly.
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PROGRAM STATEMENT FOR FISHING

Campers fishing from the shore need to be accompanied by a counselor.  During the camper's first fishing activity, they will be informed of the rules governing the fishing activity and of state laws governing size of fish kept (pamphlets are in the boathouse).  When casting lines, campers should look around them to be sure no one is in danger of the flying hook.  All fishing equipment owned by a camper will be stored in the Ski Shack when not in use.  Fishing poles can only be checked out when camper is accompanied by a counselor.

· The counselor is in charge of the fishing activity and is responsible for getting poles and a repair kit from the boathouse for campers.  The worms will be stored in the Program Office mini fridge.  

· Campers are not allowed in the boathouse.
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PROGRAM STATEMENT FOR ARCHERY

Leadership Requirements:

1. Training in safety and shooting techniques.

2. Previous experience helpful but not necessary.

3. Must be at least 18 years of age.

Classification and Instruction:

1. Maximum of 9 campers to one staff person.  A 9:2 ratio is preferable.

2. Only 5 campers shooting at one time.

3. Instructor will use attached lesson plans.

4. Age of students is age 10 and up, unless accompanied by parents.

5. All participants shoot from the same distance at a given time.

Arrangements, Storage, Emergency:

1. All archery equipment is to remain locked in archery shed.

2. Adult stays with injured camper and sends two campers or the additional adult to get help at the program office or first aid station.

Maintenance and Inspection of Equipment:

1. Inspect all vanes.

2. Inspect all shafts for splinters.

3. Remove any broken/damaged arrows and store in different location.

4. Inspect bow for cracks and/or splintering.

5. Inspect bow string for fraying.  Replace if needed.

6. Inspect shooting area and targets for any safety problems.

7. Instructor must handle arrows (putting into quivers).

8. Instructor is responsible for putting equipment away.

Safety:

1. Never point at anyone.

2. Never shoot without an arrow (no dry firing).

3. Do not shoot until instructor gives the OK.  Do not retrieve arrows until the instructor gives the command.

4. Those waiting should not talk to those shooting and must be seated on the bench.

5. Finger and arm guards may be used.

6. Never draw a bow without an arrow in it.

7. Red flag must be placed on sign when in use.

8. Check all equipment before use.

9. Never reach over the shooting bench.  

10. No running.  
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ARCHERY LESSON PLANS

Objectives:

1. To learn the parts of archery equipment.

2. To learn how to safely use archery equipment.

3. To learn how to aim an arrow that will hit the target.

Parts of the equipment: See illustrations below.

1. Arrow: Many arrows are made of cedar wood.  Some are made of aluminum or fiberglass and have real or plastic fetching.

2. Bow: Bows are either recurved, straight, or compound and made of layered wood or fiberglass.  The bows at Camp Amigo are fiberglass, which give them these advantages:
a. They will not warp.
b. They are more flexible.
c. They do not need continual polishing.

3. Tab: A piece of leather worn on the fingers for protection when drawing back the bowstring.

4. Armguard: A leather or plastic guard worn on the forearm on the hand which holds the bow handle.  This prevents the string from hitting the arm, causing welts.

Safety Rules:

1.
Never point a loaded bow at anyone.

2.
Never shoot the bow without an arrow.

3.
Do not shoot until instructor gives the OK.

4.
Those waiting should not talk to those shooting.

5. Finger and arm guards may be used.

6. Never draw a bow without an arrow in it.

7. Never retrieve arrows until the instructor gives the command.

8. No running.

Archery Reminders:

1.
Check arrows for torn vanes and/or splinters or cracked stem.  

2.
Check string for fraying and replace if fraying appears.

3.
Check bow for cracks and/or splintering.  Do not use such bows.

4. Finger and arm guards may be used.

5. Place red flag at gate of shooting range when range is in use.
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PROGRAM STATEMENT FOR CO-OP COURSE

Leadership Training:

1. Leader shall have training at Amigo Centre’s Co-op Course prior to leading any group through the course.
2. The leader shall understand the goals and objectives of the course as stated in attached plans.

Classification and limitation for camper participation:

1. A minimum of two adults are to be with any size group.

a. Group size is limited to 15.  Size 8-12 is preferable.

2. Ages of participation:

a. No one age 9 and below are to use any part of the course.

b. Those who are age 10 and up may use the entire course except the wall & trust fall platform.

c. Those who are age 15 and up may use the complete course.

Arrangement, Maintenance and Inspection:

1. Before any group uses the course, the instructor must inspect each initiative for safety.

2. In case of injury, one adult stays with the injured person.  The other adult reports to the program office or first aid station for help.

Equipment and Maintenance:
1. No special equipment is required for this activity.

2. Each initiative must be inspected before it is used.  Check especially each lashing point for fraying and/or cuts in rope.

3. If any deterioration of equipment is discovered, that part of the course is not to be used.

a. A verbal report of the problem must be made to the program director immediately.

b. A written report of the problem must be made by the co-op course instructor to the Program Director within two hours.  The Program Director will then notify the Operations Manager.

4. A written notice will be posted on the bulletin board, advising persons not to use the initiative until repairs are completed.

Safety:
1. Two persons must serve as spotters and can not take part in any of the activities.

2. A first aid kit needs to accompany the group to the course.

3. Long pants are recommended for all participants.
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CO-OP COURSE INITIATIVES

HUCKLEBERRY ISLAND

· Noah’s Ark (stump) 

Everyone in the group must balance on the stump at the same time for a count of 10 seconds.

· Spider’s Web (rope forming holes between two trees)

Everyone in the group must get through the spider’s web without touching the rope.  Once a participant has gone through, they may not return to the opposite side. Spotting- required.

· Modified Electric Fence (two parallel lines of rope between two trees)

Everyone in the group must get through the electric fence without touching the line.  Participants may also be challenged by requiring them to get a pan of water through, with 4 persons in their group always touching the pan. 

· Porthole or Threading the Needle (hanging tire) 

Everyone must go through the tire feet first.  Once a participant goes through the tire, they must then stay on that side.  The last participant receives no aid in getting up, but may be assisted in coming through the tire. Spotting- required.

· Giants Toothpick (vertical log & tire) 

The object is for the group to work together in removing the tire (lifesaver) from the vertical log (toothpick). Instructors use discretion and care with regard to the problem solving process. Spotting- required.

· Ants on a Log (horizontal balance beam) 

Divide the group in half. ie. group A & B. Both groups then stand on opposite ends of the pole.  Group A balances on the pole facing group B and visa versa.  Without stepping or falling off of the pole, the two groups must switch places.

· Alligator Swamp (tires on the forest floor with board) 

All the participants must get across the swamp or pond while moving from tire to tire and utilizing the 2 x 6' board between tires.  No more than two people may occupy a tire at one time.  Should a participant fall off of a tire or lose their balance off the board, they may be told to complete the course while only using one leg or holding onto their ankle.

· Trolleys (4 x 4s with ropes)

Participants stand on the skis while holding on to the rope in front of their toes.  The group must work together in utilizing the skis to get across an imaginary quicksand pit.  No part of their body (including shoes or clothes) may fall off the skis and end up in the quicksand.

· Acid River (cement blocks in ground and 4 boards)

Participants must use the 4 boards to cross the acid river.  

· Nitro Crossing (rope hanging from trees and platforms)

There are several possibilities with this activity.  Participants must either:

1. cross from one point to another using the rope

2. cross from one point to a hula hoop

3. cross from one point onto a platform

4. begin on one of 4 platforms (everyone in the group is on a platform, using all 4 platforms) and trade places with a person across from you

· Stumped Again (tree cookies in a circle)

Participants must each stand on a tree cookie with no extras.  Without 2 people touching any tree cookie at the same time, the group must get all the way around the circle.

· Path of Life (tree cookies arranged in a 4 X 4 square)

The participants must get from a starting stump to an ending one by following the “correct” path.  The instructor has a set path in their head and the group must find the path.  They do so by stepping from one stump to one immediately beside them and the instructor answers “yes” (they’re on the path) or “no” (they’re off the path.)  The student may continue until they step off the path, then the next one tries.  The initiative is completed when all of the participants walk the “path of life.” 

· The Wall 

Although the wall cannot be climbed until students are at least 15 years old, a fun and challenging activity can be done at this site.  Using either colored chalk or a piece of masking tape, participants try to see how high they can mark the wall.  Spotting is essential.  No props may be used.

1. Goals and Objectives

a. To encourage a group to develop plans for achieving a common goal.

b. To work together at following through with those plans.

c. To be flexible to change plans if and when necessary to achieve the common goal.

d. To see the satisfaction of achieving the goal by working as a group.

2. Staffing and Safety

a. A minimum of three staff persons will accompany a group of youth.

i. The counselor will work with the group in planning the scaling of the wall.

ii. The additional two or more staff will serve as spotters at the base of the wall for the duration of the activity.

b. The staff will check the tailing, ladder and other parts of the wall for signs of deterioration and needed repair. 

c. The staff will report any safety problems to the program director immediately so appropriate action can be taken and repairs completed.

Other Co-op Initiatives can be found in the Co-op Binder, which is in the Staff Lounge.
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Important Contact Info:


Board President Bill Miller:  � HYPERLINK "mailto:bmiller2077@gmail.com" �bmiller2077@gmail.com�


Executive Director Matt Ropp: � HYPERLINK "mailto:matt@amigocentre.org" �matt@amigocentre.org�


Program Director Mandy Yoder: � HYPERLINK "mailto:mandy@amigocentre.org" �mandy@amigocentre.org�


Youth Minister/Volunteer Coordinator Dave Taylor: � HYPERLINK "mailto:dave@amigocentre.org" �dave@amigocentre.org� 
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