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Introduction

Colorado Academy has offered summer activities for metro area youth since 1951. Young people come from as far as Castle Rock, Evergreen and Parker, and a sizable number of them are not students at Colorado Academy during the academic year. Summers at CA are much less formal. There is plenty of time for fun while being challenged either intellectually, physically, or both.


Goals and Objectives

· To offer enriching, challenging, and satisfying summer experiences for metro area children.
· To provide a safe, secure and supportive environment in which each child feels confident to explore, play and learn.
· To treat each child with respect, honesty, kindness and good will.
· To enable each child to feel satisfied and fulfilled by his or her experience here every day.


Purpose of Staff Handbook

Welcome! This staff handbook is a source of information about employment at Colorado Academy as a staff member of Summer Programs. This has been prepared to provide you with information on your responsibilities as a staff member, the daily operation of the program, and other important information.

Summer Programs follows regulations of the Colorado Department of Human Services which provide standards for certain activities, services, and facilities for child care day centers.  The purpose of the standards is to protect children.  All employees of Summer Programs are responsible for ensuring compliance with the Department of Human Services regulations and with the policies and procedures found in this handbook.  

Please take time to carefully go through and read the pages that follow. All staff members are expected to read and understand the handbook.  If any questions come to mind, please ask.  

We look forward to an exciting summer, and with your help I know we can provide our campers with a challenging and fun-filled eight weeks.

Attendance/Absences
Satisfactory attendance at work by all employees is necessary for the successful operation of the camp program. You are expected to be at work during scheduled hours and on scheduled days.   Employees can use accrued leave for the following safety or health needs:
1.      A mental or physical illness, injury, or health condition that prevents work, including diagnosis or preventive care;
2.      Domestic abuse, sexual assault, or criminal harassment leading to health, relocation, legal, or other services needs;
3.      Has a family member experiencing a condition described in (1) or (2) above;
4.      In a public health emergency, a public official closed the workplace, or the school or place of care of the employee’s child.
In the event that a public health emergency is declared due to a communicable disease, employees who work at least 40 hours a week are entitled to up to 10 days (80 hours) of supplemental leave. Employees who work less than 40 hours per week receive supplemental leave equal to the greater of: the number of hours the employee is scheduled in the upcoming 14-day period; or the number of hours actually worked on average in the 14-day period prior to the public health emergency.
Unused paid leave is not paid to employees upon termination of employment.
If you must be absent due to illness or some other emergency, you are expected to notify camp administrators as soon as possible. If you will be absent or delayed in arriving to from camp, call the Director’s cell at 303-359-3387. This will allow us to make arrangements to keep camp operations running smoothly in your absence.  Employees absent for four consecutive days without notifying camp administration or are unable to provide reasonable documentation to support the reason for the leave, are considered to have abandoned their job and voluntarily resigned their employment.
Background Review
You must be fingerprinted in accordance with child care licensing regulations. Your fingerprints are submitted to the Colorado Department of Human Services for review of criminal records and child abuse history. A check of the National Sex Offender Public Registry will also be conducted. All offers of employment are contingent on the results of this review.

Behavior 
Behavior at Colorado Academy Summer Programs is based on respect for the rights of others, kindness, awareness, safety, and pride in our program. Behavior is governed by two rules: you cannot hurt yourself, and you cannot hurt others. More than that, however, our expectations of counselor conduct are aligned with the concepts of character development that underlie all of our guiding principles for children. All Summer Program employees are expected to act with integrity and to demonstrate the following characteristics:
• Respect – Uses good manners. Be considerate and polite to others.
• Responsibility – Takes care of self and belongings and can be counted on by others.
• Honesty – Truthful in the things we say and do.
• Kindness – Nice to others.
• Good Citizenship – Doing things which are helpful to your campers, families, and to your co-workers.  

Look sharp at all times: don’t be lying down, don’t text message or make calls on cell phones, don’t teach from a sitting position.  Do be involved with children, do be enthusiastic, and do be safe.

Camper and Counselor Interactions
Summer Program employees are comprised of compassionate, generous and caring people who have a sense of their professional responsibilities and of the significant roles they play as models for the children and adolescents. At the heart of good camper and counselor relationships is the building of relationships of trust with the campers. Those relationships create an environment conducive to learning, serve as a model of ethical and caring adult behaviors, and provide children with a safe and stable context from which they can manage their growth in security. Relationship building is a professional skill with a deep moral obligation underpinning it.
As with any “bonding” experience with emotional and moral roots, there are dangers of which adults must be aware: too much intensity in the experience can create emotional dependencies, can lead to romanticized projections, can create exclusive attention denied to other children, and can inappropriately blur personal and professional boundaries. Relationship building is at the heart of Summer Programs, but signaling appropriate “distancing” is as well. 
Developing “personal” or “private” relationships with campers is not permitted under any circumstances; consequently, private one-on-one social contact with campers outside regular program hours is not permitted. Contact with campers should always be restricted to your professional duties in situations capable of broad supervision in group settings. Communicating with campers using email, text messaging and cell phones is not allowed. Employees are prohibited from initiating or accepting social network friend requests with current campers or former campers under the age of 18. If there are existing familial or friendly relationships with campers, please notify the Summer Programs Director.
Employees who are in charge of campers on a daily basis are bound absolutely by school policies regarding the care, supervision, safety, health, and moral well-being of those in their charge.  Enforcement of stated policies is an unalterable obligation, for legal as well as professional reasons.  Any violation of the welfare of supervised children can lead to the immediate dismissal of the employee.  This stipulation includes all on-campus and off-campus occasions, formal or informal, where an employee is discharging his or her duties.

Pointers for Working with Campers 
· Be patient and flexible.
· Busy kids are often happier than kids with little to do.
· Many kids have relatively short attention spans, or prefer a change of pace, so vary activities and methods.
· Be sincere and find positive ways to reinforce program rules and safety guidelines.
· When in doubt, refer serious behavioral difficulties to the Director.
· Avoid showing favoritism among students.
· [bookmark: _3znysh7]Teach and model how playground and outdoor games can be inclusive, fair and fun.
· NEVER leave children unattended anywhere on campus or on field trips.

Cell Phones 
Please leave your cell phone in your backpack. If you need to make a call, arrange for another counselor to watch your campers, and make your call in a private location.   Cell phone use while working with kids during the work day is unacceptable..

Checking In and Out of Work
Your daily routine must include punching in the time clock each morning and punching out at the end of the day.  You can check your hours on the Paylocity app.

Forgetting to punch in and out may cause errors in the calculation of your pay.  Remember to punch in and out every day. Do not punch in or out for other employees.

Clothing
Staff is expected to wear camp T-shirts every day of each week.  Dress and groom yourself in a manner that presents a clean, neat, well-kept appearance. Your clothing should be comfortable and appropriate.  Do not wear apparel that promotes alcohol or smoking or licentious behavior.  All counselors and campers must wear shoes when outside the pool area. 

Confidentiality
None of the aforementioned may be copied, sent electronically, or removed from school premises. 

All employees will be careful to discuss confidential information only when necessary and appropriate in the context of camp operations. Care should be taken to prevent confidential discussions from being overheard by campers, parents, or co-workers who are not involved (i.e. discussing problems in the dining hall or drop-off/pick-up areas).

Conflict of Interest
Summer Program employees must not engage in any activity that could constitute, contribute to or suggest a conflict of interest. 
A conflict of interest occurs when an employee’s interest in, association with, or receipt of gifts from a camper or a parent is such that the employee’s ability or willingness to act in the best interest of Colorado Academy can be questioned.  It is the Academy’s policy to treat all individuals and entities with whom we do business fairly and impartially. 
Other activities by employees that can compromise Colorado Academy’s ability to fulfil the school’s mission and best teaching practices also present potential conflicts of interest.  This caution can apply to actions or statements on or off campus.  Examples include writing or speaking about Colorado Academy in ways that associate the school with the views expressed [especially through the public media], can damage the reputation of the Academy. Please consult with the Director for clarification and counsel.

Driving School Vehicles
If you drive for  the camp Program, you are required to have a valid driver’s license and an acceptable driving record.

Employees have the responsibility to drive safely, obeying all state and local traffic laws. Tickets for traffic violations and illegal parking are the personal responsibility of the driver and should be resolved immediately. Cellular phone use is not allowed when driving any school vehicle. 

Any accident/incident in which a school vehicle is involved or which occurred while on school business must be reported immediately to the Transportation Department.

Drug-Free Campus Policy
The following conduct is prohibited and violation may result in disciplinary action, including termination:

· The use, sale, purchase, manufacture, possession, transfer, or receipt of unlawful drugs, or being under the influence of unlawful drugs or alcohol, during working time or at any time while on Academy property or in a camp vehicle, is absolutely prohibited.  



Immunization Records and Health Information
In accordance with our accreditation with the American Camp Association and licensing requirements, all Summer Program employees must provide a copy of their most recent immunization record and a health information acknowledgement. A TB test is not required.

[bookmark: _2et92p0]Inappropriate Items
Counselors are not allowed to have items at camp that pose risks or will disrupt some aspect of the camp day.  Such items include, but are not limited to: skateboards, roller blades, knives, firecrackers, matches, lighters, slingshots, water pistols, pagers, alcohol, drugs, personal sports equipment, animals, electronic games, vehicles.

Injuries, On the Job
Additionally, the employee and/or the Executive Director must report the injury to the Business Office within 24 hours of the occurrence of the injury. 
If treatment of the injury is needed employees should visit one of the following designated medical providers:
· Rocky Mountain Medical Group – Englewood located at 730 W. Hampden Avenue, Suite 200, Englewood, CO 80110, Phone: (303)407-9316 
· SCL Physicians – Green Mountain located at 12790 W. Alameda Parkway, Suite A, Lakewood, CO 80215 (west of Union St on Alameda Parkway) Phone: (303) 403-6350.
· Concentra Medical Centers – Lakewood located at 11185 W. 6th Ave, Lakewood, CO 80127. Phone: (303) 239-6060.
· On The Mend Occupational Medicine PLLC – 3900 S. Wadsworth Blvd., Suite 325, Lakewood, CO 80235. Phone: (303) 634-2970. This facility is open from 8:00 a.m. to 5:00 p.m. Monday through Friday.

Employees who sustain serious injuries may go immediately (or be transported by ambulance) to the closest emergency room. The closest emergency rooms to campus are the Swedish Medical Center at 501 East Hampden Avenue, Englewood or the Swedish Medical Center Southwest at 6169 S. Ammons Way, Littleton.  If an employee is not able to operate his or her own vehicle, transportation will be arranged. If you go first to an emergency room for treatment, you will be referred to one of the designated clinics listed above for follow up care.

Remember, your regular health insurance plan may not cover on-the-job injuries. Please ensure your entitlement to benefits and assist us to meet our obligations by notifying the Business Office immediately whenever you are injured in connection with your employment at CA. Your awareness of and concerns for safety continue to be important to all of us and are sincerely appreciated.

Lunch
All counselors are expected to eat lunch with campers and are compensated for this time.  Please be sure that tables and outdoor spaces are cleaned and  that campers eat in a mannerly way.  All students are involved in cleanup. Eating lunch off campus is not permitted. 

Parking
Staff should park  on the North road, student lot,  or the auxiliary overflow lot near the security station. 

Pay Day
Pay day for all employees is the last business day of the month.  The monthly pay period begins on the 22nd of the month and ends of the 21st of the month. The August paycheck will be mailed to you at the current address on file unless you make alternative arrangements.

Personnel Records
By law, Colorado Academy is required to obtain certain personal information and maintain up-to-date files regarding each employee. Personnel files are kept safe and confidential and access to them is restricted to Business Office staff. Please notify the Camp Office if there is a status change concerning your phone number, email address, address, personal physician, or person to be contacted in an emergency.

You must complete an Internal Revenue Service form I-9 and W-4 before you begin working at Colorado Academy.  If you have worked at Colorado Academy in previous summers, your I-9 form is already on file.  

Performance Evaluation
In an effort to help the staff member perform his or her duties at an optimum level, each staff member is evaluated on a regular basis through verbal conversations and written evaluation forms that will be reviewed and signed by both the employee and his or her supervisor.

Photographs
Staff is never allowed to share, modify, post, or send photographs of campers. Photographs taken at camp are the property of camp and only to be used by the camp. 

Physical Hazards on Campus
Extra caution and heightened supervision should be used around Woody’s pond, the swimming pool, and parking areas. 

Resolving Disputes
Every employee may appeal the actions of those who have immediate authority over him or her.  

Security Identification
All Day Camp employees must wear their staff t-shirt to identify themselves as members of the Day Camp staff.   

Termination of Employment
A.	Resignation
Resignations are considered to be voluntary by employees.  Although employees are “at will” and may terminate their employment at any time, with or without notice, employees who decide to resign are requested to notify their supervisor and to submit a letter of resignation.  The letter should contain the reason for resignation and the date the employee plans to leave.  

B.	Pay at Termination
In the event of a voluntary termination, the employee will be paid on the next regular payday for all hours worked but not yet compensated. In the event of an involuntary termination, the employee will be paid immediately for all hours worked but not yet compensated. However, if the termination occurs after 4:00 pm, the final paycheck will be available by 11:00 am on the next regular workday.  

C.	The Employee’s Responsibilities
An employee whose employment with the Academy is terminated for any reason must return all school property. Records, files, documents, correspondence, and other Academy property may not be removed from the premises.  Employees leaving the Academy may not copy or use in any form Academy records, files, documents, correspondence, computer disks, or other property of the Academy.

Whistleblower Policy
Communications may be verbal or written. No particular format is necessary. However, all communications should include as much information as possible to permit a thorough and complete evaluation of a complaint or charge. This includes material evidence, names or persons able to corroborate the accusations, if possible, and how to contact the complainant to assure anonymity, if anonymity is desired. The recipient of such complaint is responsible for ensuring that all information regarding the complaint is properly recorded and thus becomes the formal record of the complaint. A copy of the written complaint will be provided to the complainant for confirmation of accuracy. 

All complaints received under this policy will be promptly investigated. A person who believes that their report of illegal or dishonest activities or other misconduct involving the School’s business or financial affairs is not receiving appropriate attention may contact the Chair of the Board of Trustees.

Questions
Employees with questions regarding this policy should contact the Director or the Business Manager.


EMERGENCY COMMUNICATION SYSTEMS 

CA has written emergency plans that include communication procedures that are reviewed with staff. The following is included in the staff handbook: Our system for communication with camp administrative and health personnel or community emergency services as well as the procedures for contacting parents or guardians of minors and the camp’s procedures for dealing with the media 
All members of the CA community should consider themselves members of the safety and security team. The  common phrase, “If you see something, say something,” is more important now than ever, particularly in a school  setting. To activate CA’s emergency response, employees should:  
● First dial 9-1-1 in the event of an emergency – preferably from a school land line to assist emergency  responders with our location  
● After placing a call to 9-1-1, the second call should immediately be made to the Receptionist to alert them  to the pending arrival on campus of emergency service providers. The Receptionist will notify the security  team and other employees as needed.  

   Command Center 
The school receptionist desk located in the Carolyn Smith Center serves as the Command Center for all  emergency situations. If the Smith Center experiences a security breach or is otherwise inaccessible, the Crisis  Management Team will assemble in the Security Office situated within the Campus Center building (the  “Secondary Command Center”). The Receptionist will then immediately notify the security team via two-way  radio and activate school-wide announcements via the Paging System and Automated Messaging System  (Ruvna), as further described below. As soon as these immediate notifications have been carried out, the very  next call should be to the Head of School (or the delegated administrator in charge), if the Head of School has  not already received notification via the processes described below.  
Two‐Way Radios 
All buildings on campus, and many administrators and other employees, have been equipped with a 2-way radio.  In the event of an emergency, all camp radios should use channel 2 to communicate with Security and the Health Office.. The following channels are  used by various employees for regular operations on the 2-way radios. Keep radio traffic to a minimum for  Security and Crisis Team communication.  
External Siren 
The external siren on top of Raether Library is used when the goal is to move everyone inside campus buildings,  typically for a weather-related emergency. The siren is activated from the Command Center inside the Carolyn  Smith Center.  
Internal Paging System 
CA has a campus-wide paging system that comes through internal landline Zoom phone systems throughout  campus as well as public announcement (PA) systems and/or the fire alarm system in certain buildings.  Announcements made through the Zoom phone system will be heard through both campus speakers and phone  speakers and will override a ‘do not disturb’ setting on the phones.  
The Receptionist is the primary contact for initiating messages through the internal paging system; however,  many other school administrators also have this capability on their Zoom phones. To page from a Zoom phone,  press the paging button, use the navigation buttons to select the appropriate group/building, press the center  button, wait for the tone to begin speaking, and then hang up when the message is complete. 
External Automated Messaging System 
Families receive communication via text messages, emails via our Campminder program, or through phone calls from the camp office. In the event of an emergency, the camp Directors will work directly with the Camp Office to send communications to families. 
Public Relations 
Public relations and all inquiries by the media should be handled by the Head of School or the Director of  Marketing and Communications. Other employees must NOT speak with the media unless they have received  direct instructions from the Head of School. This policy extends to the use of social media; employees may NOT  use personal social media accounts to communicate in emergency situations.  
If asked for comment by a member of the media, employees should indicate that they are not authorized to speak  for the school and refer all media calls to the Head of School’s office or to the Director of Marketing and  Communications. Colorado Academy is private property and members of the media and bystanders are not  allowed on campus without the approval of the Head of School. 

Colorado Academy Summer Camps is an American Camp Association (ACA) accredited program. An ACA accreditation requires established guidelines for camp policies, procedures, and operations and offers assurance to parents that a camp meets industry standards that are recognized by the government.

Attached you will find the Colorado Academy Summer Camps Code of Conduct. The codes outlined are a requirement for employment with Colorado Academy Summer Camps. These codes below are non-negotiable and if any of the points below are violated, an employee may be terminated or otherwise appropriately disciplined.

The code of conduct may differ from the school year code of conduct for Colorado Academy Students and Staff. 

By engaging as an employee of Colorado Academy Summer Camps you agree to the Code of Conduct.

These guidelines have been implemented by both the ACA and Colorado Academy Summer Camps. These guidelines are designed to protect both Camp counselors/staff and children/campers:

1) The Rule of Three

a. Staff shall never leave any child unattended
b. Staff shall never be alone with any one child
c. Staff shall always be in a group of a minimum of 3 individuals
i. i.e. One staff member and two campers
ii. i.e. Two staff members and one camper
d. As staff supervise children, they should space themselves in a way that other staff can see them at all times

2) Restroom Supervision

a. The restroom is not occupied by suspicious or unknown individuals before allowing children to use the facilities
b. Children are with an adult staff member and proceed in groups of three or more when using the bathroom
c. Either line of sight or line of sound supervision is maintained while children are using the facilities
d. If a child enters the bathroom alone, a staff member should stand in the hallway with the door to the bathroom entrance open in order to ensure line of sight or sound. If possible, use a single stall bathroom
e. If staff are assisting children with bathroom needs, the door to the bathroom entrance will remain open
f. Staff should conduct or supervise private activities in pairs-diapering, putting on bathing suits, taking showers, etc.
3) A Note About Professionalism
	
a. Communication, written or verbal, about other colleagues, teachers, campers will remain appropriate for the camp environment at all times. This includes social media, group chats, etc.
b. Daily dress for counselors should include a CA Summer Programs camp t-shirt.  
c. All counselors and teachers should wear shirts, shorts, jeans, skirts, etc. that provide full coverage. Swimsuits should be one piece and provide full coverage.
d. You have been hired as a camp counselor/teacher.  You are a role model every day that you are here.  Be aware of your conversations - campers are listening.


Colorado Academy Summer Camps
[bookmark: _4tx0708873dg]CODE OF CONDUCT-2026


Employee’s Name (Print)______________________________________________________________________________Date___________________

	
1. In order to protect Colorado Academy Summer Camp (CASC) staff, volunteers, and program participants – at no time during a CASC program may a staff person be alone with a single child where they cannot be observed by others. As staff supervise children, they should space themselves in a way that other staff can see them.

2. Staff shall never leave a child unsupervised.

3. Restroom supervision: Staff will ensure:
· The restroom is not occupied by suspicious or unknown individuals before allowing children to use the facilities.  
· Children are with an adult staff member and proceed in groups of three or more (e.g. 1 staff and 2 children or 2 staff and 1 child) when using the bathroom.
· Either ‘line of sight’ or ‘line of sound’ supervision is maintained while children are using the facilities.
· No child, regardless of age, enters a bathroom alone on a field trip.
· If staff are assisting younger children, doors to the facility must remain open.  

4. Staff should conduct or supervise private activities in pairs - diapering, putting on bathing suits, taking showers, etc. When this is not feasible, staff should be positioned so that they are visible to others.

5. Staff shall not abuse children including:
· physical abuse – strike, spank, shake, slap;
· verbal abuse – humiliate, degrade, threaten;
· sexual abuse – inappropriate touch or verbal exchange;
· mental abuse – shaming, withholding love, cruelty;
· neglect – withholding food, water, basic care, etc.
        Any type of abuse will not be tolerated and may be cause for  
        immediate dismissal.

6. Staff must use positive techniques of guidance, including redirection, positive reinforcement and encouragement rather than competition, comparison and criticism. Staff will have age appropriate expectations and set up guidelines and environments that minimize the need for discipline.

7. Staff respond to children and other staff with respect and consideration and treat all children equally regardless of sex, gender identity, race, religion, culture.

8.    Staff will respect children’s rights to not be touched in ways that make 
       them feel uncomfortable, and their right to say no. Other than diapering, 
       children are not to be touched in areas of their bodies that would be        
       covered by a bathing suit.

9. Staff may not contact campers via social media, text messaging, email, phone calls, Facetime, or other methods. Any prior existing familial or friendly relationship should be disclosed to the CASC director.
	
10.    Staff will refrain from intimate displays of affection towards others in the   
         presence of children, parents, and other staff.

11.   While the CASC does not discriminate against an individual’s lifestyle, 
         it does require that in the performance of their job they will abide by 
         standards of conduct set forth by the Summer Programs..

12.   Profanity, inappropriate jokes, sharing intimate details of one’s life during
        working hours is prohibited.

13.   Staff must be free of physical or psychological conditions that might 
        adversely affect children’s physical or mental health. If in doubt, an 
        expert should be consulted.

14.   Staff will portray themselves as a positive role model for youth in accordance with camp   
        orientation and expectations.

[bookmark: _gjdgxs]15.   Staff may not be alone with children they meet in CASC programs 
        outside of the CASC. This includes babysitting, sleepovers, and inviting 
        children to your home. Any exceptions require a written explanation 
        before the fact and are subject to administrator approval.

16.  Staff are not to transport children in their own vehicles.


17.  Staff may not date program participants under the age of 18 years of 
       age.

18.  Under no circumstance should staff release children to anyone other 
       than the authorized parent, guardian, or other adult authorized by the 
       parent or guardian (written parent authorization on file with the CASC).


19.  Staff are required to read and sign all policies related to identifying, 
       documenting, and reporting child abuse and attend trainings on the 
       subject, as instructed by a supervisor.

20.  Staff are not permitted to use cell phones during the camp day, or on
        the bus unless it is for a camp purpose. 
               
21. Staff may not take, post, tag, or share pictures of campers on social 
      media sites, or send pictures via cell phone, email or instant message. Staff may not accept 
      friend requests or follow campers on social media.

22. Using, possessing, or being under the influence of alcohol or other substances during 
      working hours and at work functions is prohibited.

23. Smoking or use of tobacco in any form (cigarettes, electronic vapes, or other devices) in the 
      presence of children or parents during working hours is prohibited.


	
I agree to adhere to the Code of Conduct outlined above. I understand that any violation of this Code of Conduct may result in termination.              

I attended this year’s camp orientation (either in-person or by watching the video) and completed all medical training as assigned by the camp nurse. 

 
_____________________________________________________________________________________               _________________________________________                    
                                                            Employee Signature                                                                                                                                                                                      Date     
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