
SEQUANOTA Personnel Policies for Summer Staff 2010
1. Introduction

Being a part of the Sequanota staff is being a part of a dedicated team.  Staff life is filled with opportunities for Christian ministry, fellowship, growth, self-giving and support.  The experiences shared together as members of the Sequanota staff provide an environment in which understanding and respect for the thoughts and feelings of others are paramount.  The family spirit and style of life that is characterized by acceptance, concern and love is the foundation upon which Sequanota’s staff relationships are built.

These policies are intended to help Summer Staff members understand the working conditions, privileges, and responsibilities that apply while employed by Sequanota.  A signed staff agreement indicates that the employee agrees to abide by these policies.

2. Employment Procedures

Selection of camp staff is the sole responsibility of the Sequanota administration and is based upon current best practices in human resources.  When a person is selected for the camp staff, an agreement is sent to that person to be signed and returned to the office.

2.1 Equal Employment Opportunities

All persons, regardless or race, religion, national origin, age, gender, color, sexual orientation or disability, are welcome to apply for positions at Sequanota.  
2.2 Health Exam

All offers of employment are conditioned on the results of a medical examination designed to ensure that the potential employee can perform the essential functions of the job in a manner that will not compromise the safety of the employee or others.  All potential employees are required to complete and sign a current Medical Health History prior to coming to camp that includes a statement certifying to the best of his/her knowledge that the staff member has not been recently exposed to any serious communicable disease.  A medical examination within the past 24 months may be used for this record that seeks to certify in writing that he/she is presently in good health.

2.3 Insurance

All staff members are covered by Worker’s Compensation insurance which provides coverage for work-related accidents or illnesses.  Any work-related accident or illness is to be reported immediately to the Nurse and the Executive Director for proper treatment and notification to the Worker’s Compensation insurer.  Staff members are responsible for purchasing their own health insurance and for paying for other personal health care costs, such as medical prescriptions for illnesses, while at camp.
2.4 Performance Evaluations

Staff members will receive a formal performance evaluation at least twice, at the mid-point and end of the summer season.  The goal of these evaluations is to identify areas of strength and areas for improvement, to help the staff member achieve greater effectiveness in his or her role, and to work toward personal growth and the development of new skills.  Additional feedback will also be provided for program staff in regular activity observations, weekly staff meetings and informal one-on-one conversations with administrative staff.
2.5 Personnel Records

Personnel records and information will not be released by the camp without prior written approval by the employee, or a legal document that is a court order for the release of information.

2.6 Grievance Procedures

Grievances should initially be discussed with the employee’s immediate supervisor.  Every effort should be made to settle the matter through such discussion, and employees are encouraged to utilize this method to resolve problem situations.

Filing of Grievance

If the grievance cannot be resolved informally, the employee may file a written grievance with the Executive Director.  The Executive Director will provide a written response to the grievant within five working days after the grievance is filed.  The filing of a grievance under this procedure will not delay implementation of any personnel action, including discipline or dismissal of the employee.  If the grievance is subsequently sustained, the Executive Director will determine what, if any, remedial steps should be taken.

Response to Grievance

If an employee is not satisfied with the disposition by the Executive Director, the employee may submit a written request for a hearing with the Executive Committee of Sequanota’s Board of Directors.  Their decision will be final.

Employee grievances are to be processed promptly; however, time limits may be waived or extended with the written consent of both parties.

2.7 Dismissal

Sequanota is an “at-will” employer, meaning employees may quit or employment may be terminated, with or without cause, and with or without notice, at any time.  Dismissal is based upon the judgment of the Executive Director.

Causes for immediate dismissal include but are not limited to:

· Use of, or being under the influence of alcohol or any other non-prescription drug on camp property or while involved in a Sequanota program,

· Engaging in unchaste sexual relations or misconduct,

· Jeopardizing the physical or emotional safety or health of a camper, guest or another staff member,

· Any action or activity that would or could adversely affect the health or safety of any person,

· Persistent failure to follow camp safety guidelines

Delayed dismissal for unsatisfactory job performance:

If in the opinion of the immediate supervisor and the Executive Director, the staff member is not performing his or her job in a satisfactory manner, that staff member may be dismissed.  Prior to dismissal a written notice containing specific reasons for impending dismissal will be given to the staff member by the Executive Director.  Receipt of this notice will be acknowledged by both the staff member and the Executive Director with each person’s signature.  The notice will contain suggestions as to how the staff member may improve his/her job performance prior to dismissal.  If the staff member has not improved his/her job performance within seven days after having been notified, the staff member will be dismissed.  This grace period, however, does not apply to the circumstances outlined in the preceding paragraph.

A person who has been dismissed from the staff will no longer be a staff member and will immediately leave the premises.  Any illegal activity will be reported to the proper authorities. 

If a staff member is dismissed, an informal hearing may be held with his/her immediate supervisor and/or the Executive Director at which time the reason for his/her dismissal shall be stated to the employee, and the employee may make such statement as he/she desires in response to the decision.

3. Employee Responsibilities

3.1 Training

All staff members are expected to participate in and successfully complete the pre-camp staff training as scheduled unless prior arrangement is made.

3.2 Staff Meetings

During the camp season there will be staff meetings and supervisory conferences as well as a personal evaluation process.  Staff members will attend all such meetings unless excused by the Executive Director.  All staff members, unless working on a day camp assignment or other camp function, must be present for Sunday staff meeting, wearing their staff uniform in anticipation of check-in at 2:30 PM.

3.3 Risk Management

Staff will be trained in the identification of potential risks to Sequanota, its staff, and its camper community.  Such risks may include any health dangers in the camp, the safety of our trails and rock climbing areas, poor communication in times of crisis, or the efficient management of emergency situations such as weather alerts.  Reducing risks through appropriate reporting and filing of reports is one important method for saving lives and fostering supportive community interaction.

3.4 Assignments not included in the job description

In addition to specific staff duties, staff members will be expected to fit themselves into the overall camp program.  They should look for ways in which they can help and then volunteer their services, such as assisting in elective times, campfires, assemblies, general camp clean-up, etc.  Staff members may be assigned specific jobs other than their regular duties as the need arises.  

4. Benefits

4.1 Pay Periods

Salary scales are established by the Executive Director and provide for additional incentive pay for staff members who return for additional season(s).  Pay checks will be drawn only after forms W-4 and I-9 have been filed with the camp office, and follow a bi-weekly schedule set by the year-round pay schedule.  Room and board are provided as part of the salary package.  Appropriate IRS, social security, and state taxes will be withheld.  At the end of the summer, a final check will be mailed to the staff members’ forwarding address.  Advances on salaries are NOT possible.

4.2 Laundry

Laundry facilities are provided for staff and shall be used during off-duty time.

4.3 Living Quarters

Rooms are to be kept neat and clean at all times.  Inspection will be held by camp administration at their discretion to assure a responsible level of cleanliness.

4.4 Tipping

Tipping is not permitted.  If guests or parents, to express sincere gratitude, do leave a tip, it should be given to the Executive Director who will dispense the money in an appropriate manner at the end of the summer.

5. Time Off and Absence

5.1 Emergency and Sick Leave

In the event of death in the family of the employee, illness in the family, or urgent business, leave will be granted without compensation in relation to individual circumstances at the discretion of the Executive or Program Director.  Sequanota will provide one day’s sick leave with pay for the summer camping season.

5.2 Time Off

Staff members will be scheduled one 24-hour day off each week, usually from Saturday afternoon to Sunday afternoon.  For those who must work over the weekend, a different 24-hour block of time off will be scheduled.  Each staff member will also be scheduled 2 hours a day for personal time.  National Holidays (i.e. July 4th) are NOT a day off since the camper-week runs through those days.  Staff members shall be at all meals, worship services, and evening activities unless scheduled for a break during that time.

5.3 Self Care

Because staff work is demanding both physically and emotionally, counselors shall regulate their hours to get sufficient rest.  Lights out time will be the same for staff and campers with all staff members in their designated lodging areas.

Personal off-day trips away from the site should be limited to distances that can be safely traveled in the time available without interference with the staff member’s rest and work performance.

The staff lounge is a place for all staff to relax when having a break.  It is to be kept clean at all times.  Loud playing of stereo equipment, tape players, etc. is prohibited.  Use of such items is to be restricted to the staff lounge and (on days off) to staff quarters.  The use of audio equipment while on duty and in the view of campers is prohibited.  Music players are not to be used in camper cabins.

6. Work Rules

6.1 Safety

Camp staff should recognize the primary importance of safety.  Inability to function within safety policies or codes may result in immediate dismissal.  Sequanota’s safety rules shall be posted in each cabin by the staff member and discussed by all cabin groups on the day of arrival.

6.2 Dress Code
Staff members are expected at all times to set an example in Christian living for guests, campers and each other in behavior, language and attitude.  Personal appearance of staff members is often the first impression made on campers and their parents.  Staff members shall cooperate in making the best possible impression.  To reassure campers’ parents, hair color that is not generally considered a normal color is not allowed, nor will staff members wear visible body piercing jewelry.  Cleanliness is also important, particularly when responsibilities involve duties in the dining hall and kitchen.

To reduce the risk of physical injury, staff members will wear appropriate footwear at all times.  Sturdy sports sandals are acceptable for aquatic activities, cabin time, and other low-risk activities, but closed footwear such as sneakers or boots are required for hiking, campfires, work projects, sports, and other active times.

Staff members are expected to be modestly and appropriately dressed at all times.  Casual clothes are acceptable and worn at most times.  Clothing must be neat and clean.  Clothing printed with offensive slogans, drug or alcohol references, or rude gestures is not permitted.  Necklines, hems, waistlines, and swimsuits should be conservatively cut.

A staff uniform consisting of a Sequanota staff shirt and nametag (provided by the camp) and khaki shorts or pants will be worn on check-in and check-out days and on certain off-site trips.

6.3 No PDA

There is perhaps no area where the staff is more on display than in the relations between male and female staff persons.  As role models for impressionable young campers, it is imperative that staff maintain the highest standard in their actions between the sexes.  Friendships among staff persons will naturally develop and couples within the staff are part of most camp seasons.  In these relationships, the staff members must always remember that they are at camp to do ministry.  Public display of affection (PDA) will not be tolerated on camp property.

6.4 Cars

Staff parking areas will be designated by the Executive Director.  Use of cars is limited to weekend off-duty time.  Posted speed limits must be observed.  Speeders will have their privilege to drive on the grounds suspended.
6.5 Pets

No pets of any type may be brought to or kept at the site.

6.6 Telephone

Cell phones are to be turned off and hidden so that campers never know of their existence.  Cell phones may be used during the 24-hour day off and during personal break times but not within sight or hearing of campers.

A cordless phone will be available in the office for staff use.  Long distance calls are to be made with phone cards.  

Wireless internet will be available around the office and Fac for staff use. No movies or large files are to be down loaded.  We have a limit on how much can be downloaded per day and one movie can max that limit.  If we exceed limit the system slows to less than dial up speed for 24 hours.  Unless permission is given by Program or Executive Director office computers are not to used for personal use by summer staff.
6.7 Worship

The strength, support, and growth of a community united through worship experiences is basic to our life together at Sequanota.  In addition to the other worship and devotional opportunities available throughout the week, there will be information on local churches available to you.

6.8 Tobacco

Smoking or the use of tobacco products is strictly prohibited in ALL camp buildings.  Those staff members who must use tobacco can do so behind the Staff Lounge or below the EC near the Director’s House, out of the sight of any campers.  Tobacco use allowed only at times when the staff member is not responsible for the care of campers.  No camper may possess or use tobacco products.
6.9 Stewardship

Staff members shall respect the property and equipment with which they work.  Sequanota does not tolerate marking on walls, slashing or carving of trees, or other forms of vandalism.  Staff is expected to have a personal concern for the appearance of our site and to exemplify the spirit of Sequanota as a ministry that cares for and respects God’s creation.

Most of the on-site equipment will be available for staff to use during time off, but only when their use of such equipment will not interfere with the program.  Equipment must be checked out and in with the Director of Maintenance or the Program Director.

Personal equipment, if lost, stolen, or broken, is not the responsibility of Sequanota, unless that equipment was requested for Sequanota’s use by the Executive Director.

6.10 Visitors

Because of the nature of our program, guests of a staff member are encouraged to visit only on weekends during the time when the staff member is off duty.  Exceptions to this must be cleared beforehand with the Executive Director.  All guests must register at the office upon arrival at the site.

7. Sexual Harassment and Abuse

7.1 Harassment

Sequanota prohibits any form of harassment of its employees, campers, or visitors.  Not only is harassment inconsistent with Christian values and morals, such conduct is illegal.  Harassment is in conflict with the environment we strive to maintain, and will not be tolerated.  Violation of this policy may result in dismissal.

Sexual harassment is defined by law to include any unwelcome sexual advance or touching, request for sexual favors, or other verbal or physical communication of a sexual nature if: 
(1) Submission to such conduct is a term or condition of employment or continued employment, whether explicitly or implicitly; or 
(2) Submission to or rejection of such conduct is used as a factor in decisions affecting the individual’s employment; or 
(3) Such conduct or communication substantially interferes with the individual’s employment or creates an intimidating, hostile or offensive work environment.

Racial/Ethnic/Religious harassment is defined to include threats; insinuations; innuendo; racial, ethnic, or religious slurs; demeaning jokes; or other offensive statements or conduct based on race, ethnicity, or religion directed at another employee, camper, or a racial, ethnic, or religious class or group.

Personal harassment includes excessive or offensive verbal abuse, touching, mocking, leering, being made the object of jokes, or other conduct which demeans or intimidates a person.  Personal harassment includes, but is not limited to, harassment based on age, height, weight, marital status, handicap, personal characteristics, mannerisms, or sexual orientation.

Any employee who believes he or she is being sexually harassed or harassed because of his/her race, ethnicity or religion by anyone or subjected to any other form of harassment or discrimination shall immediately report such harassment or discrimination to the Executive Director.  Similarly, any employee who observes conduct that is prohibited by this policy shall immediately report it to the Executive Director.  If an employee’s complaint involves the Executive Director, such complaints shall immediately be reported to the President of the Board of Directors.

Complaints received will be promptly investigated and appropriate action taken.  Sequanota will take all reasonable measures to treat complaints discreetly and to respect the personal privacy rights of both the person making the complaint and the accused party. 

7.2 Implied Sexual Harassment

Staff members should realize that their attitudes and behavior can contribute to decisions that may inadvertently result in physical or sexual harassment.  The following guidelines deal with situations that may lead to campers feeling uncomfortable: 

· T-Shirt slogans should neither imply chauvinistic attitudes nor joke or make fun of sexual acts or processes.

· Skinny-dipping by staff or camper groups is not allowed.

· “Dressing in Drag” or joking about homosexuals or bisexuals can be painfully cruel since many children face issues of homosexuality in their homes or with loved ones, or within themselves.

· Staff should be very aware of the lack of confidence many children have over their bodies.  Teasing, pretending to enter a cabin when children are changing, even commenting on a person’s wet hair, can have chilling effects on a child’s self-esteem and are not at all funny to those who are dealing with such issues.

Staff members can be charged with harassment and legally prosecuted for behavior such as snapping bra straps, telling dirty jokes, making comments about the physical characteristics of the opposite sex, or creating situations that campers feel are “wrong” or “bad.”  Campers generally have been taught in school or at home how to make decisions on sexual innuendo or advances.

7.3 Policy on Sexual Abuse at camp

Sexual abuse is a major scandal in our country today.  Therefore, it is important that staff members understand with sensitivity and wisdom, that touch may be interpreted as a sexual gesture.  At camp, hugging, touching, holding hands and other physical contact is quite common, normal and good.  The Christian community affirms that touching one another is an important means of communication and of sharing God’s love.  Touching is a means of ministering to the whole person.  The following guidelines are designed to help staff not become unwittingly involved in controversy, due to the misinterpretation of an act of touching.

Camp is a place for appropriate touch:

Appropriate touch is done in group settings.  Touching one another by hugging, holding hands, or putting an arm around a camper is a very reassuring gesture for campers.  It shows that you care.  However, always do these gestures of care in a group setting.

Make sure that you spread your hugging around.  One way to keep touch from being misinterpreted by a single camper is to show the same genuine affection to many other campers.  If you are hugging only the good-looking guys/girls then you have a problem.  If you are getting your own personal needs met through hugging campers, it is wrong, and you should carefully reevaluate your actions.

Avoid the following inappropriate forms of touch:

· Avoid touch in situations that could be misinterpreted as sexual advances.  For example, touching when in the pool is inappropriate because it is hidden.

· All male/female counseling should be done in groups of threes (3).  For example, if a female camper goes to a male counselor for help, bring a second staff member along who is female to keep the situation from appearing inappropriate.

· No staff/camper romantic relationship is ever appropriate, even if the age difference is slight.

· Avoid all genital / breast contact.

If you notice a touching situation between a staff member and a camper (or between staff members, or between campers) that is repetitive and seems to be in poor taste, it is your responsibility to report this behavior to the Program Director and Executive Director immediately.

7.4 Reporting Requirements

Staff will receive training regarding the management of risk and the reporting of suspected physical or sexual abuse among children.  Staff members are required to report to the Executive Director any suspected abuse situations which staff may perceive in or hear from their campers.  Reports are kept confidential and such situations may not be shared with other staff or discussed publicly at staff meetings.  Violations of this code of confidentiality are cause for dismissal since the result of such conversations can be extremely dangerous to the victim if information is spread through gossip or malice.  It may also be grounds for legal action against Sequanota.
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