4-H CAMP – Year At A Glance
Attention Camp Directors: The following document has been assembled for you as a starting point.  Some items may apply, others may not.  Copy and paste this into a Word document and edit as it fits your camp situation. (Can also be added to or deleted for specialty camps like Horse camp, Cloverbud camp, Jr. Camps, etc.)  
If you have suggestions you may send them to Niki Nestor McNeely at mcneely.1@osu.edu. 
9-12 Months Out
· Select Camp Dates if applicable, some camp boards assign these dates.
· Determine counselor selection procedures, set dates, notify potential teens
· Prepare camp counselor application.
· Set counselor training dates.  American Camp Association Standards are 24 hours of education. 
· Set camp planning dates, if different than training.  If both training and planning takes places at counselor meetings, be certain enough time is dedicated to training.
· Recruit volunteers to assist with camp counselor selections.

· Select a Camp Theme: usually the counselors brainstorm and select.  It needs to be chosen to use with advertising.
· Project budget based on fees and set registration fee and post on website.
· Create or update camp promotional brochure, set registration deadline, and post of county 4-H web site
· Create or update registration form, health history, camp rules agreement form, high ropes form, workshops/special activities form others:____________________________________________ and post on county 4-H web site
· Decide if you will allow non-4-H members to attend and if camp fee is same or higher.

· Project number of counselors needed by comparing number of projected registered campers to # of counselors to determine number of counselors needed.  
· Read and Refer to American Camp Association Standards. (ACA) (Make this a web link)
· Set up a computer data base to handle enrollment information and counselor information
6-8 Months Out

· Determine how camp will be marketed and promoted.  Copy Camp Forms if they are to be handed out, mailed, or picked up at Extension office by potential or interested campers
· Advertise camp dates by: 

· News release, flier into the schools for grades that match ages for your camp(s) church bulletins, counselor “in club” promotions, website availability for registration forms, radio announcement, local TV channel access 
· Most counties try to put a camp registration form in each 4-H member’s hand

· Write volunteer job descriptions and designate duties.

· Recruit Adult Volunteers

· Interview Volunteers – 4-H Volunteer Selection Process

· Train Volunteers: (See Educational Topics)
· Involve appropriate adult volunteers with counselor training and camp planning

· Solicit Camp Scholarship Donors
7 Months Out

· Determine # of cabins needed and number of beds needed by boys and girls allowing for ACA number of counselors for supervision; this may be completed prior to camp registration and coordinated with the camp manager.
· Select camp food menu; In camps with seasonal manager, this cannot be done prior to manager beginning work and having cook hired, perhaps April or May.  In some camps there are no choices.
· Copy of License and Proof of Insurance of adult transporting injured youth to hospital.

· Arrange for a place where campers/parents can meet with the nurse away from the other campers according to the Patient Privacy Laws.
· Recruit Nurse

· Nurse Orientation & Health Log: Each camp has different procedures for their nurse and how she fits into camper check-in.  Give the nurse a copy of the following camp policies from your camp and make a copy of her credentials. 
· Copy Certifications and certificate of Nursing Insurance

· LIST OF DISCUSSION TOPICS FOR CAMP DIRECTOR AND NURSE

· Emergency Situations, transportation of injured: Who goes on transports if not EMS
· Minor Injury or Illness, Serious Injury, Weather related including Fire, Flooding, Lightning, Severe Storm (including lightning) and Tornados
· Read forms and compile list of meds and medical concerns for counselors
· Copies of medicine dispensing forms
·  TC \l1 "Check out procedures for HIGH RISK campers and Campers with Custody Concerns 
· Refrigeration of medicines and storage
· Patient privacy and need to know basis health concerns

· Incident report forms
3-6 Months Out

· Develop a camp schedule.  Be sure to involve counselors in development of schedule and planning of individual camp activities.
· Choose crafts that relate to the camp theme if possible

· Determine possible costs for any special activities that you are planning for camp (example: high ropes, shooting sports, team challenge, and other activities).
· Make a supply list and then purchase/ order supplies Create/write craft “How To Do” for Volunteer Teachers or Counselors in charge.  Give one copy to all so they may be assistants if needed.

· Contract for special programs to be presented at the camp that emphasizes the camp’s theme 
· Write and send letters to all teachers of camp sessions
· Design Camp and/or counselor t-shirt and order (if applicable).  Be sure to order shirts in appropriate sizes for adult staff.
· Inventory of first aid supplies and create medical supplies shopping list This may be handled by the camp facility.
· Purchase Bunk Tags (labels) or have each team of cabin counselors create bunk tags.  (Previous year livestock sale buyer cards or donor cards make great bunk tags and can be recycled.)
· Purchase Photo Labels to put name labels to put on the back of camp photos previously ordered by campers, if applicable.
· Develop Late Arrival/ Early Check out list recognizing you will have additions and changes even upon arrival at camp.
· Develop a camp evaluation plan that gathers the information that you want to collect about the camping program.  This should reflect any targeted outcomes, as well as information that would help the county educator, adult volunteers, and camp counselors plan the next year’s program.  The evaluation plan might include a camper survey, counselor survey, formal observation sheets for adult volunteers to use, verbal or written evaluations from adult volunteers, parent survey, and/or an after camp evaluation meeting.

5 Months Out

· Fax tentative camp schedule to camp permanent staff
· Send forms to counselors: health history, standards of behavior, volunteer application, job description, camp rules agreement
· Contact Camp Photographer

· Set up dates with photographer
· Create a camp bank with envelopes, labels by cabins, money bag, $100.00 in ones and $100 in fives, quarters.  (Amount of change will vary by number of campers and amounts of money campers bring.)

4 Months Out

· Develop rainy day plans (Dutch Auction, Mini dance, team building)
· Begin 24 hours of instructional counselor training (you may want to start this at 6 months out)
· Copy any counselor certifications: CPR, Life Guard, AED, and WSI

· Fishing Volunteers with licenses for 16 years and older. This could be a counselor, camp staff, or adult volunteer.   Anyone in Ohio age 16 and older must have a fishing license.  Check state ODNR requirements.
2-3 Months Out
· Order supplies for vesper programs such as candles, drip papers, candles for luminaries, lighters, etc.

· Purchase decorating items for indoor recreation and items to follow the camp’s theme

· Choose a Cabin Assignment Committee
· Create a box of files for forms.  Make a packing list of items that you need to take to camp every year specific to your county camp program and the facility that you use.  See sample below.  
Last Month before Camp
· Confirm head count to camp for meals

· Send American Income Life liability insurance cards for each camp if insurance is not already covered in the camp fee charged by your designated camp.  *This can also be done online at americanincomelife.com
· Go over schedule with camp manager or camp program director, whoever is appropriate for your camp facility.  Be sure to note times when camp staff is needed such as night hike or early bird swim.
· Make copies of camp schedule and camp activities; one for each counselors and campers, volunteers, permanent summer staff, Camp Executive Director
· Box craft supplies by craft and by day

· Assign Campers to Cabins, workshops, and groups
· Make nametags for campers, counselors & volunteers

· Print Name Labels

· Print Bunk Labels

· ITEMS NEEDED IN A BOX FOR 4-H CAMP:  alpha order in separate folders:

· camper registration forms

· counselor registration forms

· reduced fee participants registration forms in separate folder

· camper sign-up sheets

· health history forms in 3 ring notebook with alpha dividers for campers; staff and counselors in separate section

· blank forms of everything (reduced fee, health history form,  permission to leave)

· 6 copies of registration list showing fees paid (counselor /camper)

· camp programs

· class lists:

· cabin lists: by gender, by cabins, counselors listed first, group assignment listed, by groups, campers in alpha order, counselors designated, other list on a need to know basis.

· need copies for group leaders, adult staff members, one per cabin to post.

· Alphabetical list of all campers and counselors with their cabin number and group
After Camp Wrap Up

· Enter ES237 Data

· Enter URS Data 

· Inventory Supplies and put them in storage

· Arrange to take off time to recuperate

· Write thank you notes to counselors, volunteers, donors, sponsors

· Write checks and pay special program people, photographer, 4-H committee

· Reconcile Camp Budget

· Rental Fee Statement Submitted: to OSU Extension for reimbursement or 4-H Committee, sponsors, or other donors, also for camper scholarships.
· American Income Life Insurance Payment

· Photo and article to newspapers

· Hug or give chocolate to Secretary and Program Staff

· Plan and send invitations for after camp party

COUNSELOR TRAINNG

The American Camp Association (ACA) recommends the following training: (make this a web link)
A. 24 hours of instructional training

B. Recommended training topics:

a. Emergency procedures & stormy weather

b. Prevention of child abuse & neglect

c. Blood Borne pathogens

d. Program activity training

e. Supervision of campers

f. Staff/camper interactions

g. Behavior management

h. Sensitive issue policy (smoking, drugs, tattoos, body piercing, sexuality , dating, religion, horror stories, personal lives of staff)

C. On-site Training

D. “Some if not all of this training should be done on site to familiarize staff with the site, its features and emergency procedures.”

Ohio 4-H Recommended Training

A. 24 hours of instructional training
B. 12 hours of planned education experiences in a non-camp setting

a. Philosophy

b. History

c. Purpose of camp

d. Expectations

e. Job descriptions and responsibilities

f. Characteristics of a good camp counselor

g. Ohio 4-H Youth Protection Policy, Standards of Behavior

C. 12 hours of planned educational experiences in an overnight camp setting

a. Get acquainted with each other

b. Get acquainted with camp site

c. Develop working relationships

d. Learn and practice camp activity skills

e. Share program ideas

D. Document that counselors have been trained to

a. Enforce established safety rules

b. Work with the types of campers they will supervise

c. Identity and manage environmental hazards related to activities

d. Perform their role in emergency health care

e. Positive behavior management and disciplinary techniques that forbid corporal punishment and hazing

f. Appropriate methods and behaviors for relating to campers and avoiding child abuse

g. Needs of campers, speaking and listening to campers with respect, and focusing attention primarily on campers/ needs and interests rather than on other staff and themselves.
Counselor Training Categories 
Adult Camp Planning Committee
Cabin Counseling


Ages & Stages of Children

Camp Counselors’ Roles and Responsibilities

Behavior Management

Decision Making
Discipline of a Camper 

Problem Solving

Teaching Role
Camp Specific Guidelines, Policies, Procedures, and Protocols

Diversity, Respect & Tolerance

Emergency Situations:

Minor Injury or Illness, Serious Injury, Weather related including Fire, Flooding, Lightning, Severe Storm (including lightning) and Tornados.

Health Care & Hygiene


ADD & ADHD


Bedwetting/ Vomiting


Blood Borne Pathogens (Other People’s Icky Messes)

Child Abuse & Neglect


Diabetic or Hypoglycemic Campers


Eating Problems & Disorders
Health Emergency Situations

Self Health Care

Stress

Homesickness 
On-Site Visit before Camp: Camp Tour
Philosophies: What Camp is?  What Camp is not?  Why Camp?
Planning the Nuts & Bolts of a Camp Program: Theme & Programs
Risk Management
Safety

Wrapping Up after Camp for Counselors
Others: ___________________________
PROGRAM PLANNING & COMMITTEES FOR COUNSELORS
All-Camp Activities

Campfire
Candle Lighting& Vespers
Carnivals

Crafts


Dance


Flag Raising and Lowering

Indoor Recreation

Life Studies

Nature

Night recreation
Orienteering
Outdoor Recreation

Out-Posting 
Adirondack Shelter Experience
Special Events
-water Olympics, circus, rodeo, field Olympics, picnics, outdoor cooking
Song leading

Swimming & Waterfront activities
Teaching

Team Building, ASE, Challenge By Choice, High Ropes
OTHER:___________________________________________
ADULT CAMP VOLUNTEER BINDERS (contents)
Blank paper

Cabin guidelines

Camp map

Camper Concerns from the nurse – Health Issues if applicable and on a need to know basis.

CRAFT HOW TO DO’S (examples)Tie Dye, Clover Lamps, Paddlewheel Boats

Emergency procedures

High Ropes Sessions

Homesickness Guide

Job description

Last day cleaning duties

List of campers by cabin

Menu selection – updated yearly

Out Posters sign up – copied after we get to camp

Check Birthdays

Packing list – 
edit yearly for costumes

Printouts:

All Campers


Committee list

Boys list

Girls list

Schedules
LET’S GET PACKING (for camp)
SUPPLIES TO TAKE
Alphabetical accordion File for nurse (health papers)

American Flags

Award Certificates

Banners: 4-H, theme
Batteries

Blank paper

Blank Name Tags
Boom Box
Building theme signs Bullhorn

Cabin cleanup score sheets
Camera: 35 mm, digital

Camp Evaluation
Camp program booklets

Camper folders

Candles

Candle drip papers

lighters

CDs
Canteen: supplies, money box, change, price cards

Chalk
Chicken Soup for the Teenage Soul or other book for stories, reflections, giving thanks

$ Nurse, DJ. 
Other $ ____

Cleanest cabin signs/awards
Clipboards 

Costumes

Cotton balls or Colored pom-poms for warm fuzzy story

Craft supplies

Crayons

Desk Stapler


Extension cord
Eye glasses repair kit
Film

Forms: Extra blank of everything

Health forms: Completed

Health Log and first Aid kit for nurse

Index cards
King and Queen Crown, king medallion
Laptop, printer

LCD Projector

Scissors
Glue
Markers
Microphone

Paper, construction paper

Pencils
Pennies for Magic Penny Song

Pens

Photo sign

Portable PA System

Poster Board


Prizes


Push pins/tacks

Records, record player

Rainy day supplies

Registration signs
Rope or clothesline

Session signs
Snack items for each day

Song books

Staple Gun and staples

Sticky notes
Special supplies for any planned activities

Stop watches

T-shirts for counselors and adults

Tape Dispensers, various types of tape
Tape: clear, box, duct, masking

Tripod

VHS tapes

Video Camera

VPU
Warm Fuzzy board supplies

Whistle
Zip-lock bags and labels for each child’s medications

OTHER: _____

NEEDED FROM HOME
Alarm clock


Ankle braces




Blankets
Book to read

Bug spray

Coat or rain jacket

Cell phone & charger

Clothes pins

Comb/Brush

Costumes 

*for theme days

Deodorant

Extension cord


Fan
Flashlight
Jeans

Kleenex
Lanyard for camp keys



Lawn chair






Light





Mattress pad








Make-Up 

Nightlight








Pillow

P.J.’s

Plastic bag for wet clothes


Plug strip

Pool Towel





Pool Bag


Rug



Sandals Shower 
Scrunchie, cloth
Shampoo

Sheets


Shirts

Shower Towel

Shorts




Shower Shoes

Snacks/water

Soap /Gel

Socks

Sun block

Sun Glasses




Swim suit



Tennis Shoes
Toothpaste/tooth brush/floss/ wax

Umbrella 

Undergarments

3 prong adapter
LCD Projector

Tool Kit/ Eye glasses repair kit
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FOR SECRETARY
4-H CAMP WRAP-UP
Food Reimbursement Forms, 


Congrats letters to outstanding and exchange campers 
Pay photographer

Reimbursement request to 4-H Committee -  candy bars, scholarships 

Mail camp picture, newspaper, survey/ evaluations to campers

Counselor/Staff Party letter

Rental Fee Statement Filled Out.  Send check to camp!

SUPPLIES FOR CLASSES
FISHING CLASS


poles


tackle box


teaching outline


rainy day paper games


worms/bait

fishing license for youth and adults ages 16 and older.  Varies by state.
TEAM CHALLENGE


wooden equipment


blind folds


hula hoops


Chinese handcuffs


how to cards


contract paper


duffel bag with supplies

NEWSPAPER CLASS


folder with examples, ideas


pencils


scrap paper


computer


printer, paper

CRAFTS


different craft boxes

SHOOTING SPORTS


.177 cal pellets


.22 rifle bullets


20 gauge shot


Equipment
SUPPLIES FOR COMMITTEES
CANDLELIGHTING


camper candles


reader candles


readings


souvenir


decorations


box


candle holders, candles


Styrofoam rings

AFTERNOON RECREATION


committee box


hula hoops


water balloons


beach balls


dive sticks


coins

CAMPFIRE


committee box


head dress


face paint

DINING HALL


chalk for board


stickers for table hoppers


place setting signs


streamers


balloons


table paper


candle holders


candles

EVENING RECREATION


record player, speakers


microphone

recorders


streamers


balloons

FLAG/CITIZENSHIP


committee box


4-H flag


American flag

SONG LEADING
Song books optional
Be aware of copy rights
