 CAMP HERTKO HOLLOW STAFF HANDBOOK   Revised 2/10/09
CAMP GOALS: REGULATION.  RECREATION, EDUCATION & FUN !
Though each of our camp goals is an important aspect, the most important one is having safe FUN!  Your job as a staff member is to be involved with the campers and assist the campers in having a great experience.  Making friends, learning new recreational skills, talking about one's feelings about diabetes, learning about controlling diabetes on a day-to-day basis, improving self-esteem, and cooperating with peers are all benefits of attending diabetes camp.  Campers are encouraged to take an active part in the care of their disease, depending on age, maturity, and experience.  

REGULATION
Campers will perform their own blood sugar tests before each meal and bedtime. Often this is done in the cabin, but can be done anywhere since the Diabetes Counselor will have the testing materials and log book in their cabin backpack at all times.    Results are recorded on each camper’s Testing Card.   Alphabetize the testing cards after testing is completed and check that all campers have recorded their test results. Testing can also be done anytime the camper "feels low" or is curious about the effect of exercise.   If blood sugars are over 240, then a urine test for ketones must be performed.  Urine test strips are provided in all restrooms.  IT IS ESSENTIAL THAT ALL BOTTLES BE KEPT CLOSED TIGHTLY WHEN NOT REMOVING A STRIP.  HEAT AND HUMIDITY CAN RUIN THE STRIPS.  Your cabin will have a box of supplies.  Obtain additional supplies in Health Lodge.  Physicians and other qualified staff will have glucagon in their fanny packs for emergencies..
THE CABIN LOG BOOKS ARE TURNED INTO THE HEALTH LODGE AFTER LUNCH AND AFTER BEDTIME TESTING.  The doctors will review the test results and adjust insulin doses for the following day.  If you have a camper who questions why the insulin dose was raised or lowered--have the camper talk with the doctor.  If the camper is showing ketones—go to the  Health Lodge and see a doctor immediately.  Additional insulin may be prescribed.  AT NO TIME CAN THE CAMPER OR STAFF PERSON GIVE EXTRA INSULIN WITHOUT  THE DOCTOR'S KNOWLEDGE AND RECOMMENDATION.
Ideally, campers perform their own insulin injections.  You may need to assist the younger campers who have not learned the technique of using a syringe.  Campers on Regular Insulin take their injections in the cabin before walking to the dining room.  Because of the quick action, campers on Humalog or Novolog take their injections in the “Shoot ‘Em Up Shack”, which is located in the Chase Lodge.  There’s a great variety of schedules, as some take shots before each meal time, others take a shot before bed time, and still others use the insulin pump.  You must be aware of each camper’s needs and document that the insulin injection was given at the specified time.  Also record awards that campers earn (Belly Sticker, Purple Heart,  Bottom Buster, etc) on a sheet in the cabin log book so that certificates can be prepared.
Treating hypoglycemia: If a camper is feeling “low” or acting strange, he/she may be experiencing hypoglycemia (having a “reaction”).   If a camper’s blood sugar below 80 – treat with 15 gm carbohydrate.  Use 3 white glucose tablets, 3 pkg of sugar, 4 of the flavored glucose tablets,  or ½ cup Orange “Bug Juice” available in the health lodge and at all major events.  Recheck the blood sugar in 15 minutes.  Retreat with sugar if still below 80.  Depending on the time of day—give cheese crackers so that they have a protein source.   It’s important to bring the blood sugar up before giving a food item with protein or fat, since absorption will be slowed.  Read pages 46-57 in the CHH Medical Manual for more details.
                      DINING ROOM 








With 300 persons in the dining room for meals--it can be noisy and confusing for our campers.  You will sit at a table with your cabin group.  Food is served family style so that the campers will get practice in measuring and recognizing portion sizes.  Carbohydrate values of all foods will be listed on the board and also on the menu in your log book.  Campers follow their Meal Plan in selecting their food choices.  A sample meal showing portion sizes & carbs will be on display at the  “Shoot ‘Em Up Shack’ in Chase Lodge while campers take their insulin injections.  Dietitians will be available to help during meals.  No camper should be hungry--talk to a dietitian if the caloric level needs to be increased or if camper can't eat all of the planned diet.  Encourage good manners while at the table and maintain order during the meal.  Non-diabetic staff must respect the needs of the campers & staff with diabetes by allowing them to be served first.  Be careful not to waste food.  For example:  If additional portions are needed – ask the campers how many need an additional pancake, etc. when the hopper goes up to the kitchen window for seconds. Once food leaves the kitchen, it must be eaten or tossed.  Check with other tables for extra food.
Usually two cabins are assigned to do “Hopper Duty” and come 15 minutes before the meal to set the tables and put the cold food on the table.  As soon as all of your campers have completed their blood tests and insulin injections you go to the dining room.  Designate a person to get the hot food and then your cabin members may begin eating.  Campers participate in clearing the table after the meal while they wait for announcements.   Snacks are provided mid-morning and mid-afternoon in the cabin back packs, so be sure you pick up snacks after breakfast and lunch meals.  .  

All  bedtime testing & snacks will be at cabin tables in the dining room.  Remember to bring  the backpack with your meters & supplies to the dining room for this testing time.

Food is an important part of regulating diabetes. The Lead Diabetes Counselor is responsible for recording the grams of carbohydrate on their testing sheets in the notebook for meals and snacks and noting any variance. Of course other staff members may also assist. Substitute foods are always available to accommodate allergies (such as peanuts) and strong food dislikes. Several of our campers have Celiac Disease and cannot tolerate gluten.  Encourage campers to try new foods. 
RECREATION

There's so much to do at camp!  Campers participate in canoeing on the river, swimming, horseback riding, archery, zip line, rappelling, climbing tower, athletics, volleyball, crafts, shuffleboard, hiking, basketball, ropes course, miniature golf, and more! Your cabin will go to Rotations during the afternoon activity periods.   You can help create enthusiasm for your campers to try activities that are new for them. The Diabetes Counselor will accompany the campers and participate in the activity.  The Pathway Program gives campers a choice of three morning activities. They will then attend the same Pathway for Tuesday thru Friday mornings.  Special evening events include Inspiration Point, Dance, Aunt Fifi, Honor Point, and a carnival for the younger campers or casino night for the teens.
GET TO KNOW YOUR CAMPERS

Staff members will be able to review their cabin’s camper applications to find out special needs of their campers during Staff Orientation.  There will be a pediatric nurse psychologist on staff to help you deal with any specific behavior problems.  Many of our campers have ADHD, bedwetting, or family problems.  The Y-staff are well trained in dealing with home sickness and behavior problems.  Be sure to obtain staff support if needed. Counseling staff may not communicate with campers after camp without the written permission of the parents.




          COMMUNICATION

Key staff members will have walkie-talkies for communication during camp.  Usually Verizon cell phones are the only ones that work in the river valley and could be used to call the Health Lodge (515-432-4333), Y-Camp office (515-432-7558) or CHH Camp Director (515-897-9009).  Please use cell phone discretely and do not allow the campers to call home.  Parents are informed that campers may not keep or use cell phones at camp. The entire CHH Staff has a daily meeting during breakfast to review the day’s schedule, make announcements and obtain feedback. The Y-camp phones may not be used for personal long distance calls, except the phone in Pioneer kitchenette when using a credit calling card.  Any phone calls to parents must receive approval from the CHH Medical Director and the Camp Director.
SUPERVISION OF CAMPERS
The primary responsibility of Camp Hertko Hollow staff & Y-camp staff is the safe supervision of its campers.

Keys to Safe Supervision

 Focus your attention primarily on campers’ needs and interests rather than on other staff & yourself

 Know where your campers are and stay with them. No campers may be alone at any time.
 Always stay engaged with your campers by eye contact or conversation (5 minute rule)
 Stay on task, supervising campers is hard work

 Ask for more help from another staff if your attention is divided  
 Never transport a camper in a personal car. Transportation to other locations must be arranged by Y-camp
 Intervene early in fights, bullying, practical jokes, or other problems

 Inform and get help from your cabin leader, Circle leader, activity leader, and Y-staff for serious or
            persistent problems.  Y-Staff & CHH staff work together to achieve goals.
 Ask someone to relieve you if you need a break beyond the scheduled breaks
 Take care of your own diabetes

 Watch for diabetes problems in campers and other staff
 Be on time

 Pay particular attention to the homesick child or child not actively involved
 Always have 2 staff with cabin group – if a problem occurs one can attend to situation & the other be with

          remaining campers
 Coordinate with your cabin leader and offer to help whenever needed

 Remember and enforce all safely rules

 Use common sense, the rules won’t cover all situations so you have to think and act safely

 Have a good time, camp is fun!


Night time supervision of campers

 Stay in the cabin after taps
 Bedtime is a particular time to watch for homesickness and teasing

 Listen for crying and thrashing in the night; these may be diabetes problems

 Let campers know they can wake you up if they need help in the night

Staff/ Camper Interactions: How to talk to your campers

 Call your campers by name or nickname

 Use language that is easily understood

 Speak with campers at eye level

 Explain what you are doing or what is happening next

 Do not use foul language

 Do not intentionally embarrass or ridicule anyone

 Be friendly and polite

 Treat everyone fairly and equally
COMMON BEHAVIORS OF CONCERN

 Bullying, badgering, belittling, teasing, tormenting, and harassing are serious problems and

         must be addressed immediately.

 Watch for practical jokes that are out of control.

 Watch for unwanted romantic advances.

 A protocol exists to help you with repeated problems or dangerous behavior. Enlist the help of a Y-staff member to begin this process.

POSITIVE BEHAVIOR STRATEGIES

 Clearly state the behavior you expect or expect to stop
 Find alternative ways to meet the need

 State the consequences for inappropriate or continued behavior

 Offer lots of praise when a camper does something good (verbal or nonverbal)

 Praise the desired behavior in others

 Model appropriate behavior

 Do the right thing yourself and set a good example
 Ignore attention seeking behaviors

 Directly address behaviors that put others at risk

 Use eye contact and stand close to the camper when discussing serious issues

 Be careful not to humiliate a camper
 Don’t lecture---keep it short and direct

 Give brief, logical consequences and allow natural consequences to occur

 Get assistance from another staff member

 Use peer support when appropriate---ask for feedback

 Treat the campers and staff as you would like to be treated or your own child be treated

 Always respect confidentiality - keep private things private

 involve those who need to know

DEALING WITH PROBLEM BEHAVIOR

Physical punishment is never acceptable.  If you feel yourself becoming angry at a camper, STOP, take a time out, and get help from Y-staff person, who have special training in dealing with problem behaviors.  This may be the time to start a behavior contract with the camper.

          FIRST AID

Severe sunburn, rashes, cuts and bruises are treated in the Health Lodge.  Have your campers use sunscreen, hats, insect repellant and common sense to avoid problems.  Campers must wear proper footwear at all times.  

OTHER MEDICATIONS

Some campers have other medical problems in addition to diabetes.  (Celiac Disease, ADHD, Asthma, Allergies, etc.)  Check the list in your log book and make sure that your campers receive the prescribed medications at the scheduled times. A pharmacist/ pharmacy student will be on duty in Chase Lodge to dispense medications before each meal and bedtime. Staff members must notify Nursing Director about all prescription medicines brought to camp and their safe storage.
DIABETES EDUCATION

Campers will become more educated about diabetes by just being at camp!  By osmosis and by following the daily schedule and living with other kids with diabetes----they will learn.  In addition there are Informal Diabetes Education Sessions scheduled each day during the afternoon Rotations with a dietitian, nurse, doctor, pharmacist, or diabetes counselor leading the session. Numerous educational games are available in the Pioneer Building to check out anytime.  All staff members are encouraged to utilize the "teachable moment" at any time during the day to talk to an individual camper or practice drawing up insulin, giving an injection, etc.  If questions arise --find a medical staff member to get an answer.  There are lots of diabetes experts on staff!  

COMPENSATION
As a volunteer there is no salary or benefits.  You may fill out a volunteer reimbursement request for items purchased for the camp (as directed by Camp Director) or claim them as donations for a tax deduction.  All staff will receive $25 in their camp bank account to use for purchases at the trading post during the week.  Any money left at the end of the week is reverted back to the Camp Hertko Hollow budget.  Staff members may bring one non-diabetic child to camp after 3 years of service if approved by the Camp Director and space is available.  (Campers with diabetes are given preference)   Staff members receive a free staff T-Shirt.  

.  

AUTOMOBILES & TRIPS TO BOONE
Most staff drive their own vehicles to camp.  We ask that you move your car to allow room for camper families to park near the cabins on Sunday & Saturday during check-in and check-out.  Staff may not make unauthorized trips away from camp.  All trips to town must be authorized by the Camp Director, Medical Director, or Nursing Director.  A “Need list” is kept in the Health Lodge and CHH office for the gopher to purchase needed items.
       EMERGENCIES

The Health Lodge is staffed 24 hours a day with a nurse and physician.  An electric golf cart is available to assist in any emergencies.  A log book is provided to document all medical problems reported in the Health Lodge for campers and a separate log book for staff.   Glucagon kits are carried by qualified staff.  Walkie Talkies are provided to key staff persons for communication during camp.  SAFETY FOR ALL CAMPERS is our #1 concern.  The YMCA camp grounds has potential hazards - the river, county road, creek, woods, railroad tracks, tornados. (Training will be provided during Staff Orientation)  In case of all emergency situations, the Y-Camp staff will be responsible for decisions and communication with staff and campers. Follow the specific instructions provided.







      MAIL


Put outgoing mail in mailbox before 9 am.  Encourage campers to write a note home within the first 24 hours. Stationary and postcards are available at the Hertko Store.    The counselors will distribute mail to their cabins during rest period. 

CAMP BANK

Each camper and staff member will have a bank account to use during the week.  The Y-Camp trading post is located at The Whistle Stop building next to the pool.  It is open to purchase diet pop, stamps, postcards, stationary, T-shirts, and other items during the afternoon Rotations.  The Hertko Store is located at Chase Lodge and has CHH Logo items for sale.   Money is deposited during Registration and any unused funds are returned at the end of the week to the camper
CABIN INSPECTION

Work with your campers to keep the cabins neat.  Inspection will be done each day and the winning cabin will be announced.  It is especially important that the floor be clear when staff members come for during the night for Night Rounds.  

    WHISTLE BLOWING POLICY
Camp Hertko Hollow is committed to the highest possible standards of ethical, moral and legal business conduct.  In line with this commitment and the CHH’s commitment to open communication, this policy aims to provide an avenue for staff to raise concerns with the reassurance that they will be protected from reprisals or victimization for whistle blowing in good faith. Report all concerns relating to financial reporting, unethical or illegal conduct to the Executive Director, 101 Locust Street, Des Moines, IA 50309  515-471-8523. Callers may remain anonymous.
   ACA STANDARDS
Both Camp Hertko Hollow and the Des Moines YMCA Camp have passed the strict safety and operational standards of the American Camp Association and are accredited.  A visitor team reviews the policies and procedures and does a physical inspection every 3 years.
SECURITY

The Y-camp is on a county road and thus open to the public.  Should a visitor come to see you, you are responsible for his/her conduct while on camp property.  To protect the security of campers, counselors, and property, the following procedures are in effect:  
· Staff can request permission from the Camp Director, in advance, to have guests.  All visitors MUST check in at the Pioneer Building office or CHH Office in Chase Lodge .and wear a visitor name tag.  If you see someone on the grounds that you do not recognize and without a name tag, introduce yourself and escort them to Chase Lodge or Pioneer Building. Office.

· The Y-camp has specific rules regarding use of the kitchen, Pioneer Building, and other camp buildings due to insurance restrictions.  A designated Y-staff member must be on duty when “user groups”, such as CHH staff, are using these facilities.
· Visitors, including former staff members, are not permitted on camp grounds after taps.  Do not allow guests to impose on staff in any way. Any unusual or out-of-the-ordinary circumstances in camp or at a campout should be reported to Y-Camp Program Director or Executive Director.
· Direct all media personnel to the Y-Camp Executive Director.  Do not issue any statements. Do not make any comments “off the record.” Indicate as pleasantly as possible that you are not authorized to speak for the camp and refer them to the Y-Camp Executive Director, Dave Sherry.
GENERAL RULES FOR STAFF AND CAMPERS

1.  Follow all safety rules given to you by your Y-leader

2. Treat others an their personal property with respect

3.  No bad language

4.  No fighting, teasing, bad practical jokes, lying, stealing
5.  Stay out of all other cabins, except your own. 

6.  Stay in camp boundaries

7.  Wear shoes (not flip flops) around camp grounds

8.  Dress appropriately (offensive T-shirt message not allowed)
9.  No matches, fires, weapons, fireworks

10. Do not litter

11. Stay with your group.  Have a minimum of 2 persons always together 
12. No alcohol, tobacco, or drug use (send-home violations)
13. No campers or non-authorized staff allowed in the kitchen.

14. Males are never allowed in female cabins and vice versa. (except staff for night check)

15. Males will avoid walking near the girl’s cabins. (1st circle) and girls will avoid 3rd circle.

Responsibilities of all staff positions:  

Have a basic knowledge of diabetes and treatment

Be able to work cooperatively as team member

Participate in pre-camp training with online modules 

Attend Staff Orientation 

Comply with staff personnel policies

Comply with camp medical procedures to ensure the health and safety of all campers

Assist with camper blood testing, insulin administration, and medical needs

Respond promptly with medical emergencies, including accidents, high/ low blood sugars

Assist with Registration Day as assigned

Participate in daily staff meetings

Provide written evaluation of camp session

Be a positive role model, especially if you have diabetes

Have the ability to work with campers and staff of ALL AGES to work towards the well-being of each individual, and to maintain conflict resolution (if needed) calmly, respectfully and effectively
Perform other duties as assigned

Camp Hertko Hollow Code of Ethics for Staff
For the protection of campers:
· Campers are not to be left alone without the supervision at any time.  
· Proper supervision helps to prevent potential injury and abuse.  
· A staff person must never be alone with an individual camper.
-      Staff must not abuse campers including:



Physical abuse:  strike, spank, shake, slap



Verbal abuse:  humiliate, degrade, threaten, use of profanity



Sexual abuse:  including in appropriate touching or display



Mental abuse:  hazing, negative manipulation

· Staff must respect the personal information they have learned about the campers or from the campers, subject to the policies on reporting abuse and neglect.

· Staff must treat all campers equally, regardless of ethnic, religious, and cultural backgrounds.

· Staff will report any suspicions of child abuse or neglect to the CHH Camp Director immediately in compliance with state reporting regulations. The Y-Camp Executive Director will handle all abuse situations with the authorities.
· Staff will use positive guidance techniques including redirection, anticipation, elimination of potential problems, positive reinforcement, support and encouragement rather than competition, comparison, criticism, or humiliating discipline techniques.

· Staff will report any incident or accident immediately to the CHH Medical Director.
Staff conduct:
· Staff will portray a positive role model for campers, including maintaining an attitude of respect, loyalty, patience, honesty, courtesy, tact, and maturity.  Staff with diabetes will follow all procedures for diabetes control & monitoring – same as the campers.  It is recommended that persons with diabetes record  their records on a log sheet in the cabin’s notebook. 

· Staff will remain “on duty” at all times, except during their specified Personal Time off for break.

· Staff will not use profanity or discuss adult subject matter in the presence of campers.

· Staff will dress appropriately.

· Staff will not use, possess, or be under the influence of alcohol or illegal drugs while at camp.  No smoking is allowed on the camp grounds. Staff are prohibited from having firearms or other weapons at camp.

· Staff must be willing to assist campers in meeting daily personal needs and be sensitive to the developmental differences and abilities of individual campers.

· Staff may not accept gifts of goods or money from campers or their families.

· Staff will adhere to the Y-camp policies, procedures and standards at all times.

· Staff will agree to all criminal and child abuse background checks as directed. 



























