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I. WELCOME 

On behalf of the Camp, we’d like to welcome you to our staff!  We are 

excited about the upcoming summer, and the role you will play in it. 

We recognize that the success of the Camp, and how the Camp will be 

remembered by the campers, will largely be based on you—how well you execute the 

“behind the scenes” aspects of running the Camp, such as preparing food and ensuring 

that are facilities are working properly.  In this respect, our success rests in your hands. 

To help you know what the Camp’s expectations of you are, some of 

which are mandated by law or are outlined in cooperation with the American Camp 

Association, the Camp has put together this Employee Manual.  It is intended to explain 

the terms and conditions of employment of all full- and part-time employees and 

supervisors. Written engagement letters between the Camp and some individuals may 

supersede some of the provisions of this Employee Manual. 

This Employee Manual supersedes all previous manuals and policies, and 

the Camp reserves the right to add, change or delete any policy at any time.  However, for 

any such revision to be effective, it must be part of a new Employee Manual that is 

published and distributed to you, or it must be in writing and signed by Scott or Lisa 

Shaffer.  No oral statements or representations can in any way alter the provisions of this 

Employee Manual or your Engagement Letter.  This Manual and your Engagement Letter 

set forth the entire agreement between you and the Camp regarding your employment, 

including the circumstances under which employment may be terminated, and any 

changes to either document must be in writing. 

If you have any questions, please see one of the directors, Lisa or Scott 

Shaffer.  And again, welcome! 

II.  ABOUT SHAFFER’S HIGH SIERRA CAMP 

A. Children’s Camp And Program Description; Mission Statement 

Shaffer's High Sierra Camp runs a co-ed residential summer camp for 

children aged 8 through 17 located in the high Sierra’s Tahoe National Forest, 45 

minutes’ drive north of Truckee.  The Camp's goal is for participants to have a safe, non-

competitive, and largely team-oriented wilderness adventure experience where they have 

fun, make friends, build self-confidence by conquering challenges and developing new 

skills, and gain an appreciation of nature.  Some of the activities that the Camp offers 
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includes rock climbing, windsurfing, kayaking, swimming, pool games, hiking, 

backpacking, mountain biking, mountain boarding, horseback riding, whitewater rafting, 

challenge ropes course, volleyball, disc golf, archery, arts & crafts, dance, drama, outdoor 

living skills, and an evening program that includes camp fires, talent shows, and treasure 

hunts.  You can obtain more information on the Camp by visiting our web site:  

www.highsierracamp.com. 

B. Values Statement 

Safety for our campers and staff is our top priority, and many of our 

policies and procedures are written with this goal in mind.  We strive to offer a nurturing 

environment where children and staff feel not only physically safe but emotionally safe 

as well.  By “physically safe,” we mean safe from physical injury or harm.  By 

“emotionally safe,” we mean free from fear of ridicule, ostracization, put-downs, 

bullying, mean-spirited joking, and any other action that is intended to make one feel bad. 

Part of the camp experience for children involves personal growth.  And 

we facilitate positive child development in part through our wilderness adventure 

program.  Child development is the goal and not providing the activities.  The activities 

support the goal of child development.  

Camp is in a unique position to help children grow in terms of self-esteem, 

independence, interpersonal skills, and making good choices (judgment).  And much of 

that is developed through interacting with staff and other campers.  So while we might 

strive to facilitate growth of a camper’s self-confidence through helping the camper to set 

and conquer challenges for himself / herself, such as hiking to the top of the Sierra 

Buttes, or to develop new skills, such as rock climbing, we can help facilitate 

independence, interpersonal skills, and making good choices through our interpersonal 

relationships with the campers.  To that extent, if a child makes a poor choice, whether 

it’s not eating well, bullying, being disrespectful, or something else, we want to view 

these as opportunities for the child to learn and not simply as a “disciplinary problem.” 

We believe that children are more likely to stretch themselves and try new 

activities if they are not worried about being judged as people by how good or bad they 

are in a particular activity.  To create a program to facilitate a child’s development, we 

have chosen to emphasize a program of non-competitive, cooperative activities.  By 

“non-competitive,” we do not necessarily mean competition-free.  For example, the 
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Camp conducts some activities such as disc golf, volleyball, water polo and certain other 

games, where groups of campers compete against one another.  However, the goal should 

be cooperation, learning how to work as a team, and skill acquisition, rather than 

“winning.”  For example, in volleyball, rather than setting the goal as the first team to 

reach 15 points, the goal may be to have 2 sets before the ball is hit to the other side in as 

many rounds as possible before a team reaches 15.  We want to avoid children 

associating their value with whether or not they are good at a particular activity or their 

team wins.  Who wins or loses a game should be de-emphasized. 

We have four defined goals for our campers by which we measure our 

success: (1) that children have fun (in fact, the Camp offers a very unique money back 

guarantee to any camper who does not have fun); (2) that children make at least one new 

friend for each week they attend camp; (3) that children new to our camp try at least one 

activity new to them for each week they attend camp; and (4) that children develop a 

sense of independence defined as being comfortable in being away from home at camp.  

We have campers complete a questionnaire on the last day of each session and we also 

send a questionnaire to their parents to help us evaluate how we did on achieving these 

goals.   

We are very fortunate to have our Camp located in California’s Tahoe 

National Forest.  We want to do our part in preserving this national resource, and to instill 

in our campers and staff an appreciation of this treasure and all our natural resources. 

Most of these values and goals relate to children, but we also believe in 

developing the potential of our staff.  We believe that living and working at Camp with 

great people from around the world providing an amazing experience for children can be 

life-changing for our staff.  We want to do what we can to support you in your job, 

making it an enjoyable and rewarding experience for you. 

C. Nature Of The Camp Population 

The Camp draws children from countries around the world.  In addition to 

the United States, campers have come from countries such as Angola, England, France, 

Guatemala, Hong Kong, Hungary, Japan, Indonesia, Malaysia, Mexico, Taiwan, and 

Thailand.  In a typical year, about 75% of our campers come from California, 20% from 

other states, and about 5% are international.  The Camp does not target any particular 

population of children.  Because the Camp is a family-owned, independent camp, its 
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tuition, like tuition charged by other private, independent camps, is higher than non-profit 

camps.  The result is that our campers primarily come from middle to upper-middle class 

socio-economic backgrounds.  The Camp, however, offers scholarships to help campers 

attend who otherwise could not attend, including disadvantaged youth and children of 

parents who serve in the National Guard. 

The Camp offers sessions ranging from one to eight weeks long.  About 

40-45% of campers attend for one week, about 40-45% attend for two weeks, and the 

balance attend for three weeks or more.  Many campers come alone and are a little 

apprehensive about meeting other children.  About a third of our campers come with a 

brother, sister or friend, and about 40% are returnees.  For a few campers, English is not 

their first language and special care is needed to make sure that they are included as part 

of the Camp community.  This diversity provides a terrific opportunity for English-as-a-

second-language children as well as English-as-the-primary-language children to learn 

about different cultures. 

D. Brief History Of The Camp 

Shaffer's High Sierra Camp, Inc. was founded in 2000, the product of 

seven years of effort to find the ideal wilderness location.  The facilities were originally 

built in the early 1950s and operated by the Camp Fire Boys & Girls.  The Camp is 

owned by the Shaffer family and operates under a special use permit granted by the U.S. 

Forest Service.  It is independent; that is, not affiliated with any religious group or 

agency.  The Camp is accredited by the American Camp Association (ACA), which 

means that we follow numerous standards governing all aspects of operating a camp. 

III.  EQUAL OPPORTUNITY 

A. Equal Opportunity Statement 

The Camp is an equal opportunity employer and makes employment 

decisions on the basis of merit.  We want to have the best available persons in every job.  

Camp policy prohibits unlawful discrimination based on race, color, creed, gender, 

religion, marital status, registered domestic partner status, age, national origin or 

ancestry, physical or mental disability, medical condition including genetic 

characteristics, sexual orientation, or any other consideration made unlawful by federal, 

state, or local laws.  It also prohibits unlawful discrimination based on the perception that 
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anyone has any of those characteristics, or is associated with a person who has or is 

perceived as having any of those characteristics.  All such discrimination is unlawful . 

Persons are employed on an equal basis to operate, maintain, or construct 

the Camp’s facilities for public use, and the Camp also provides services, 

accommodations, and privileges, regardless of race, color, creed, gender, religion, marital 

status, registered domestic partner status, age, national origin or ancestry, physical or 

mental disability, medical condition including genetic characteristics, sexual orientation, 

or regardless of any perception that anyone has any of those characteristics, or is 

associated with a person who has or is perceived as having any of those characteristics, or 

regardless of any other consideration made unlawful by federal, state, or local laws.  

The Camp is committed to compliance with all applicable laws providing 

equal employment opportunities. This commitment applies to all persons involved in 

Camp operations and prohibits unlawful discrimination by any employee of the Camp, 

including supervisors and coworkers. 

To comply with applicable laws ensuring equal employment opportunities 

to qualified individuals with a disability, the Camp will make reasonable 

accommodations for the known physical or mental limitations of an otherwise qualified 

individual with a disability who is an applicant or an employee unless undue hardship 

would result. 

Any applicant or employee who requires an accommodation in order to 

perform the essential functions of the job should contact an immediate supervisor or Lisa 

or Scott Shaffer to request such an accommodation. The individual with the disability 

should specify what accommodation he or she needs to perform the job. The Camp then 

will conduct an investigation to identify the barriers that interfere with the equal 

opportunity of the applicant or employee to perform his or her job. The Camp will 

identify possible accommodations, if any, that will help eliminate the limitation.  If the 

accommodation is reasonable and will not impose an undue hardship, the Camp will 

make the accommodation. 

If you believe you have been subjected to any form of unlawful 

discrimination, submit a written complaint to your supervisor or Lisa or Scott Shaffer. 

Your complaint should be specific and should include the names of the individuals 

involved and the names of any witnesses.  If you need assistance with your complaint, or 
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if you prefer to make a complaint in person, contact Scott or Lisa Shaffer.  The Camp 

will immediately undertake an effective, thorough, and objective investigation and 

attempt to resolve the situation.  

If the Camp determines that unlawful discrimination has occurred, 

effective remedial action will be taken commensurate with the severity of the offense. 

Appropriate action also will be taken to deter any future discrimination. The Camp will 

not retaliate against you for filing a complaint and will not knowingly permit retaliation 

by management employees or your coworkers. 

B. Unlawful Harassment 

Issues relating to various types of harassment have received a lot of 

attention in the press over the years.  They reflect real and profound problems in our 

society.  Although we would like to think of ourselves in the camp community as 

immune from these issues, we are not.  As a result, not only are we required to provide 

certain information to you, but we think it’s important for all staff to have a clear 

understanding of what is acceptable and what is not. 

The Camp seeks to provide a positive work environment that is free from 

unlawful harassment.  Harassment can not only interfere with the proper operation of 

Camp, but it can have lasting and profound effect on the victim.  And it is against the law. 

The Camp is committed to providing a work environment free of unlawful 

harassment.  Camp policy prohibits sexual harassment and harassment based on 

pregnancy, childbirth or related medical conditions, race, religious creed, color, gender, 

national origin or ancestry, physical or mental disability, medical condition, marital 

status, registered domestic partner status, age, sexual orientation or any other basis 

protected by federal, state or local law or ordinance or regulation.  All such harassment 

is unlawful.  The Camp’s anti-harassment policy applies to all persons involved in the 

operation of the Camp and prohibits unlawful harassment by any employee of the Camp, 

including supervisors and managers, as well as vendors, clients, and any other persons.  It 

also prohibits unlawful harassment based on the perception that anyone has any of those 

characteristics, or is associated with a person who has or is perceived as having any of 

those characteristics. 
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The Camp is also committed to providing a work environment free from 

unlawful harassment.  Prohibited unlawful harassment includes, but is not limited to, the 

following behavior: 

·  Verbal conduct such as epithets, derogatory jokes or comments, slurs, 
or unwanted sexual advances, invitations or comments; 

·  Visual displays such as derogatory and/or sexually-oriented posters, 
photography, cartoons, drawings, or gestures; 

·  Physical conduct including assault, unwanted touching, intentionally 
blocking normal movement or interfering with work because of sex, 
race, or any other protected basis; 

·  Threats and demands to submit to sexual requests as a condition of 
continued employment, or to avoid some other loss and offers of 
employment benefits in return for sexual favors; and 

·  Retaliation for reporting or threatening to report harassment. 

 
Sexual harassment is a particular form of prohibited unlawful harassment 

that can benefit from further explanation.  All employees must be allowed to work in an 

environment free from unsolicited and unwelcome sexual overtures.  Sexual harassment 

does not refer to occasional compliments or other generally acceptable social behavior.  It 

refers to behavior that is not welcome, personally offensive, undermines or weakens 

morale and, therefore, unreasonably interferes with the work effectiveness of its victim 

and co-workers.  Sexual harassment may include such conduct as:  (1) offensive, sex-

oriented verbal “kidding,” jokes, or abuse; (2) pressure for sexual activity; (3) offensive, 

unwanted physical contact such as patting, pinching, or repeated brushing against 

another’s body; and (4) demands for sexual favors, accompanied by implied or overt 

promises of preferential treatment concerning an individual’s employment status. 

If you believe that you have been unlawfully harassed, submit a written 

complaint to any director as soon as possible after the incident. You will be asked to 

provide details of the incident or incidents, names of individuals involved and names of 

any witnesses.  Supervisors and directors will refer all harassment complaints to Scott 

and/or Lisa Shaffer.  

Also, any employee who has knowledge of, or who witnesses any possible 

prohibited harassment of other people, should immediately bring such information to the 

attention of one of the directors so that complaints can be quickly and fairly resolved.   
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The Camp will immediately undertake an effective, thorough, and 

objective investigation regarding the alleged harassment.  The Camp will handle reports 

of such alleged misconduct with sensitivity to concerns for confidentiality, reputation and 

privacy, as is practicable. 

If the Camp determines that unlawful harassment has occurred, effective 

remedial action will be taken in accordance with the circumstances involved.  Any 

employee determined by the Camp to be responsible for unlawful harassment will be 

subject to appropriate disciplinary action, up to, and including termination.  A Camp 

representative will advise all parties concerned of the results of the investigation.   

The Camp will not retaliate against you for filing a complaint and will not 

tolerate or permit retaliation by management, employees or co-workers. 

You also should be aware that the Federal Equal Employment Opportunity 

Commission and the California Department of Fair Employment and Housing investigate 

and prosecute complaints of prohibited harassment in employment.  If you think you have 

been harassed or that you have been retaliated against for resisting or complaining, you 

may file a complaint with the appropriate agency.  You may contact the Department of 

Fair Employment and Housing at 2000 O Street, #120, Sacramento, California, or see the 

telephone book. 

If you have any questions concerning the above, please see the Camp 

Directors. 

IV.  AT-WILL EMPLOYMENT 

Your employment is “at-will”, which means that you are not bound to continue 

working until the end date of employment, but may terminate your employment at any 

time for any reason or no reason and with or without notice.  Similarly, the Camp also 

has the right to terminate your employment at any time for any reason or no reason, with 

or without notice.  Nothing in this Employee Manual shall limit your right or the Camp’s 

right to terminate your at-will employment.  The only persons with authority to change 

your at-will status are Lisa and Scott Shaffer, and any such change must be in writing and 

signed by one of them to be effective. 
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V. BASIC POLICIES 

A. Employee Code of Conduct 

We expect that you will conduct yourself as an exemplary role model for 

our campers, and that your daily work ethic will reflect positive leadership, enthusiasm, 

honesty, personal responsibility, teamwork, and respect for campers, staff, and our 

natural environment. 

B. Our Safety Philosophy; Safety Rules 

As we noted above, safety is our top priority.  The Camp has adopted 

general safety rules as well as specific safety rules for many of our activities.  You will be 

given specific instructions on the Camp’s safety rules and procedures during the training 

period, and you will be expected to be familiar with them and to follow them.  As a 

guiding principle, however, keep the following in mind.  If you ever have any questions, 

please ask one of your supervisors.  If you need to make a decision before a supervisor is 

available, error on the side of safety.  We would rather have you throw out questionable 

food, or have an activity delayed or canceled, rather than risk your safety or that of our 

campers and other staff. 

C. Buddy System 

Child abuse, both real and perceived, can have devastating consequences 

for everyone involved, from the child, to the parents, to the accused, and to the Camp.  

Unfortunately, even a false perception of abuse can have as devastating a consequence to 

the reputation of the accused and the Camp, as a valid accusation. 

For most Support staff, you will likely have little direct contact with 

campers.  However, to minimize the risk of abuse to children, and to protect the 

reputations of staff and the Camp, the Camp has adopted the “Buddy System.” 

Simply put, the “Buddy System” means that you are never to be alone 

with a single camper, regardless of gender, unless you are out in the open and visible to 

other people.  If you need to enter a camper’s teepee or cabin, or the campers’ restroom 

facilities, make sure others are also present or bring someone.  (The only exception to this 

policy is for the Camp Health Care Professional in connection with providing services in 

the Health Center.) 

Child abuse can come from any source, and not just Camp, including the 

camper’s family, friends, and any other person with whom the child may come in contact.  



11 

If you suspect that a camper has been abused, you are required to report it to the Directors 

immediately. 

D. Accident Reporting 

If you become aware of an accident, you should first ensure that any 

appropriate medical needs are addressed.  Once those medical needs are met, you should 

immediately see the office to complete an accident report form. 

E. Smoking 

For your health and safety, for that of others, and to project a good role 

model for our campers, the Camp does not permit smoking while you are on duty or on 

its premises even if you are off duty.  You may smoke while not on duty (provided you 

are off-site), but we do not want you to be seen by campers. 

F. Drugs & Alcohol 

In an effort to maintain a reasonably safe and healthful workplace and to 

project a positive role model for our campers, and to comply with state and federal law, 

the Camp has adopted the following policy: 

Illegal Drugs.  It is a violation of Camp policy for any employee to sell, 

purchase, use, consume, possess, manufacture, distribute, dispense or transport any illegal 

substance, or to abuse any controlled substance, on Camp property or at any time during 

working hours, including meal and break periods.  Break periods include the occasional 

evenings off that may be scheduled from just after dinner to the camper’s bedtimes, or the 

evenings when you have an hour or so to relax after your campers are asleep.  Camp 

employees shall report to work with their abilities unimpaired regardless if it is by a 

controlled, illegal or legal substance, and remain so throughout their assigned workday.   

If you are convicted of a violation of any criminal drug statue, and that 

violation occurred in the workplace, you are required to notify the Camp Directors.  

“Conviction” means a finding of guilt or acceptance of a guilty plea, including a plea of 

nolo contendere, or imposition of a sentence, or both, by a judicial body. 

Alcohol.  It is a violation of Camp policy for any employee to consume 

alcohol or be intoxicated during work hours, or to consume any alcohol during break 

periods on days worked.  Camp employees shall report to work with their abilities 

unimpaired, and remain so throughout their assigned workday. 
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To be absolutely clear, we do not want you at work with ANY illegal 

drugs or alcohol in your system. 

If you violate this policy on drugs and alcohol, your employment will be 

terminated.  Any questions regarding this policy should be directed to the Camp 

Directors. 

(Nothing in this section shall be construed to impede the Camp Health 

Care Professional from possessing and dispensing medications in the course of his or her 

job.) 

G. Curfew 

We believe that to sustain your enthusiasm and patience with your 

campers, and to stay healthy and happy, you need adequate rest.  Therefore, we 

encourage you to go to bed earlier, but you must be in bed no later than midnight.  If a 

staff member does not observe the curfew, the Camp may take corrective action, 

including but not limited to, requiring you to take an unpaid day off to rest.   

H. Housing 

Counseling staff who sleep in the same accommodations with campers are 

expected to have the campers keep their tipi or cabin tidy and clean.  Staff who have 

separate sleeping arrangements are expected to keep their housing tidy and clean.  If you 

use one of the Camp’s tents, mattresses, or other gear, you are expected to clean and put 

them away at the end of Camp. 

No candles, gas lanterns or other combustibles are ever to be used in any 

sleeping area.  And please do not nail into, screw into, or otherwise penetrate the walls, 

ceilings or floors of the cabins to hang things or for any other reason. 

I. Dress Code 

You are the face of Camp, our representatives with campers, parents, and 

community neighbors.  We want you to present a welcoming, friendly, and professional 

image, and to remain safe while engaging in activities.  As a result, we have drafted the 

following dress code. 

There is no restriction on hair length, though when there is any potential 

health or safety issue, such as the possibility of hair getting caught in equipment, and 

when cooking, you are required to protect yourself as well as campers by appropriately 
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securing the hair.  Hair may be bleached or it may be dyed, provided that it is dyed a 

natural color and only in one color. 

Most piercings are acceptable, though we ask that you not wear jewelry in 

any piercing that is anywhere other than in an ear or nose while at camp.  Nose piercing 

jewelry must be small and discreet, such as a small diamond.  Septum jewelry (similar to 

the type sometimes seen on bulls) is not acceptable.  Piercings that leave large holes are 

also not acceptable. 

Tattoos are acceptable, but the number, size and placement must be 

acceptable to the Directors.  Generally, the Directors will find tattoos unacceptable if they 

promote or sanction violence, drug use, intolerance, or are sexually suggestive, or if they 

are numerous or cover a large area of the body, particularly sleeve tattoos, or if they are 

on the face, neck, or hands. 

Kitchen Staff.  Kitchen staff are to conform to the Serve Safe dress 

guidelines.  Those require the removal of all jewelry from the arms (other than wedding 

bands) and face; keeping long hair tied behind the head, and the head covered with a hat 

or hair net, and a camp-supplied apron.  As appropriate, you should also wear protective 

clothing such as hot mitts or gloves for dishwashing. 

All Staff.  Otherwise, dress is casual.  We ask that you exercise good taste 

that reflects the Employee Code of Conduct and the principles of the Camp.  A 

nonexclusive list of items that the Camp would view as unacceptable include clothes, 

jewelry, etc. that have language, pictures, insignia, etc. that promote or sanction violence, 

drug use, or intolerance.  We also ask that you not wear clothes, jewelry, etc. that 

promote any other camp or are sexually suggestive. 

If you have any questions, please ask Scott or Lisa Shaffer.   

Meals 

Meals are provided to you free of charge, though the Health Department 

does not want you to eat in the kitchen.  You may eat in the dining hall before or after the 

campers, in the staff lounge, or on the concrete pad adjacent to the dining hall and next to 

the walk-in refrigerator. 

J. Laundry 

You may have free use of the Camp’s washing machines for your clothes.  

You will need to purchase your own detergent.  The Camp has a clothes drier, but it is for 
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use by the Health Center, Office, and in emergencies, so you will most likely have to 

hang your clothes to dry.  When hanging your clothes to dry, we ask that you do so out of 

sight in areas approved by the directors and that your clothes are taken down for times 

when campers are arriving and departing. 

K. Use Of Camp Vehicles & Camp Equipment 

The only staff members permitted to drive on Camp business are those 

staff members who have received the staff training, passed the Camp driving test, and 

who are approved to drive by one of the Camp Directors.  Only Camp vehicles may be 

used on Camp business, except for emergencies such as a Camp evacuation due to fire.  

You are not authorized to drive your vehicle on Camp business, unless expressly so 

stated in writing by Scott or Lisa Shaffer.  Camp drivers are required to follow the law 

and the Camp’s safety rules, which will be provided during staff training. 

Staff members are permitted to use Camp equipment during Camp 

business, but not otherwise without written permission.  The Camp is not able to “lend” 

equipment or Camp vehicles to staff for their use on days off. 

L. Parking 

Parking will be provided, but when possible we request that you car pool 

to the Camp with other staff members.  You will be shown where you can park.  We ask 

that you not drive into Camp, except when picking up or dropping off things.  This 

minimizes risk to children and other staff and keeps the dust down.  Obviously, the 

facilities engineers need to operate vehicles in Camp during the course of their work and 

an exception is made for them.  However, no one, whether camper, parent, or staff 

member, may ride on any non-passenger vehicle, or in the bed of a pickup truck or other 

area of a passenger vehicle that is not specifically designed to carry passengers.     

M. Working Hours & Time Off 

Kitchen Staff.  The Kitchen Manager will prepare your schedule weekly.  

Generally, there are two shifts that run from 6:00 a.m. to 2 p.m., and from 2:00 p.m. to 

approximately 9:00 p.m. or when the job is finished. 

Health Center.  Your days off will be scheduled by one of the Camp’s 

Directors.  Your working hours will essentially be during the meal periods, during rest 

hour after lunch, during free time just before dinner, and at campers’ bedtime.  You may 
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set your own schedule for recordkeeping and maintaining the Health Center.  You will be 

on-call the rest of the time 

Facilities Engineers.  Your schedule will be prepared by one of the 

Camp’s Directors. 

N. Keeping Track of Time 

If you get paid by the hour, you need to check in with your supervisor 

when you arrive and depart.  It is your responsibility to properly complete each time card.  

You may not “punch-in” another employee, and no one may “punch” you in.  If you 

“punch-in” more than 15 minutes before your shift begins, your time card will be 

adjusted to reflect a beginning time of 15 minutes prior to the start of your shift, unless 

you receive prior approval of one of the Camp Directors.  Also, the Camp will not pay 

any overtime without prior approval by one of the Camp Directors. 

If you get paid on a salary basis, you are not required to keep track of your time. 

O. Absenteeism & Lateness 

Absenteeism means that you failed to show up for your assigned duty, 

failed to give sufficient notice, and do not have an excuse sufficient in the opinion of the 

Directors.  Because camper safety is directly related to our supervision of campers, 

absenteeism is a serious matter and may result in immediate discharge.  The decision as 

to the appropriate action will be taken by the Directors after consideration of all the 

relevant circumstances of your absence and your explanation, if any. 

Lateness, though not as serious as absenteeism, reflects negatively on you 

and the Camp.  Activity periods are short, so any lateness may materially shorten the 

period for our campers.  Activities cannot begin without the appropriate supervision 

ratios of staff per campers. 

P. Leaves of Absence 

1.  General Leave of Absence Policy.  Because we are operating for only 

a limited amount of time and we have hired the number of staff to meet camper-to-staff 

ratios, we highly discourage any requests for a discretionary leave of absence.  Any such 

request will be evaluated based on the circumstances, including but not limited to the 

length of the requested absence, the Camp’s staffing level and staffing needs, and the 

reason for the request.  Any leave of absence granted will be unpaid. 
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2.  Sick Leave.  If you are unable to work due to illness confirmed by the 

Camp’s health care provider or other licensed health care provider, we will continue to 

pay you your regular salary for up to two days.  If you are unable to work for more than 

two days, then your compensation will be discontinued and the Camp may, at its 

discretion, terminate your employment and fill your position with another person. 

3. Pregnancy Disability Leave.  Pregnancy, childbirth, or related medical 

conditions will be treated like any other disability and an employee on leave will be 

eligible for temporary disability benefits in the same amount and degree as any other 

employee on leave. 

Any female employee planning to take pregnancy disability leave should 

advise Lisa or Scott Shaffer as early as possible. The individual should make an 

appointment with them to discuss the following conditions: 

·  Employees who need to take pregnancy disability must inform Lisa 
Shaffer when a leave is expected to begin and how long it will likely 
last.  If the need for a leave is foreseeable, employees must provide 
notification at least 30 days before the pregnancy disability leave is to 
begin.  Employees must consult with Lisa Shaffer regarding the 
scheduling of any planned medical treatment or supervision in order to 
minimize disruption to the operations of the Company.  Any such 
scheduling is subject to the approval of the employee’s health care 
provider; 

·  If 30 days’ advance notice is not possible, notice must be given as 
soon as practical; 

·  Upon the request of an employee and recommendation of the 
employee’s physician, the employee’s work assignment may be 
changed if necessary to protect the health and safety of the employee 
and her child; 

·  Requests for transfers of job duties will be reasonably accommodated 
if the job and security rights of others are not breached; 

·  Pregnancy leave usually begins when ordered by the employee’s 
physician. The employee must provide the Camp with a certification 
from a health care provider. The certification indicating disability 
should contain: 

·  The date on which the employee became disabled due to 
pregnancy; 

·  The probable duration of the period or periods of disability; 
and 

·  A statement that, due to the disability, the employee is unable 
to perform one or more of the essential functions of her 
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position without undue risk to herself, the successful 
completion of her pregnancy, or to other persons. 

·  Leave returns will be allowed only when the employee’s physician 
sends a release; and 

·  Duration of the leave will be determined by the advice of the 
employee’s physician, but employees disabled by pregnancy may take 
up to four months. Part-time employees are entitled to leave on a pro 
rata basis. The four months of leave includes any period of time for 
actual disability caused by the employee’s pregnancy, childbirth, or 
related medical condition. This includes leave for severe morning 
sickness and for prenatal care. 

Pregnancy Disability Leave does not need to be taken in one continuous 

period of time and may be taken intermittently, as needed.  

Under most circumstances, upon submission of a medical certification that 

an employee is able to return to work from a pregnancy disability leave, an employee will 

be reinstated to her same position held at the time the leave began or to an equivalent 

position, if available. An employee returning from a pregnancy disability leave has no 

greater right to reinstatement than if the employee had been continuously employed. 

4.  Family Medical Leave.  The Camp does not and will not offer Family 

Medical Leave until such time that as it becomes subject to state or federal family 

medical leave laws. 

Q. Staff & Camp Evaluation 

Every camp has its own particular way it likes things done, and what it 

thinks makes a great staff person.  We are no exception.  We will cover this during staff 

training. 

While we try to cover how we like things done during staff training, there 

is really no substitute for on-the-job feedback.  We will make an effort to observe you 

working and to sit down individually with you.  At that time, the Director(s), will review 

those things that you are doing well and those things that can be improved upon.  Though 

being “evaluated” may sound daunting, we want this to be a learning process, and to be 

two-way.  So you’ll know what the Camp considers important, a Staff Evaluation Guide 

is attached in the Appendix to this manual. 

You will also be given the opportunity to give us your input about any 

problems or challenges you may be experiencing and how the Camp may help make your 
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job easier, and you will be able to express your opinion about the evaluation.  Remember, 

that no one is perfect and this is supposed to be a learning experience. 

At the end of Camp, you will also be given a Staff Satisfaction Survey for 

you to return either anonymously or with your name.  A copy of this survey is located in 

the appendix to this Employee Manual. 

R. Personal Property Regulations 

In order for everyone to be clear about the Camp’s expectations about 

what things may and may not be brought on the premises, the Camp has adopted the 

following regulations: 

1. Staff are not allowed to have alcohol or illegal drugs in their 
possession or in their belongings at Camp.  Violation of this rule 
will lead to immediate termination. 

2. Staff are allowed to have personal vehicles in Camp, but they must 
be kept in the staff parking lot and keys left on the keyboard 
located in the Camp office. 

3. Staff are not permitted to have weapons of any type or other 
dangerous items at camp.  Pocket and camping knives are not 
considered “weapons” for the purposes of this regulation.  If in 
doubt about what constitutes a weapon or other dangerous item, 
check with one of the directors. 

4. Staff are allowed to bring personal sporting gear to Camp, other 
than weapons and other dangerous items as noted above. 

5. Sports equipment, cameras, radios, iPods or other CD/MP3 
players, etc. may be stored in the camp office or other location 
approved by one of the directors.  The Camp cannot be held liable 
for the loss or damage of such items.  Use of radios and iPods and 
other CD/MP3 players should be done during your free time and 
not in the presence of campers, who are not allowed to have such 
conveniences.  You are permitted to use your personal sports 
equipment during an activity, but you are solely responsible for the 
inspection, maintenance, and use of your equipment, and for any 
injuries or damages caused by your use of your equipment.  The 
Camp cannot be held liable for any such injuries or damages.  
Campers are not permitted to use your personal sports equipment. 

6. Staff are not allowed to have dogs, cats or other animals in Camp, 
without the express written approval of one of the directors. 

S. Swimming 

Staff may use the Camp’s swimming pool for their own recreation but not 

during times when regular Camp activities are scheduled, unless that is part of the staff 
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member’s job, and a lifeguard must be on duty.  (Practically speaking, this makes 

recreational swimming for staff members a logistical challenge!  We would be reluctant 

for you to count on it for a daily workout.) 

T. Community Relations 

Staff are asked to be sensitive to the people in the communities near the 

Camp.  Each staff member represents the Camp in his or her dealings with members of 

the local communities, and we ask you to be a goodwill ambassador for us.  Though you 

may feel anonymous, we work in a very small community and local residents will be 

aware of who you represent. 

U. Tips/Gratuities 

 Staff members are not to accept any tips or gratuities. 

V. Complaint Procedure 

We strive for excellence in all we do, and value honesty and integrity in 

our relationship with our staff and our campers.  However, there will be times when we 

fall short of our goals, or that you see things that we don’t.  Our ability to improve will 

depend to a great extent on the feedback that you give us on everything from how the 

program is run to staffing issues.  Please talk to the Directors, Program Director, Head 

Counselor, or your Activity Director when you have concerns.  If you are uncomfortable, 

or it is simply inconvenient to speak directly with any of these people, please feel free to 

write a note and leave it in the office with our Administrative Assistant and she will make 

sure the appropriate person receives it. 

W. Termination Policy. 

Because your employment status is at-will, there is no progression for 

discipline.  That is, the Camp is not required to give you any type of warning before 

terminating your employment or anyone else’s employment, and there are no conditions 

that the Camp must fulfill prior to your severance.  If the Camp does in fact give you or 

anyone else a warning, that is not intended to be a modification of this Termination 

Policy.  

X. Internet and Computer Use.   

The Camp provides broadband Internet use via Wi-Fi to you free of charge 

for your personal use.  However, because there is personal and confidential information 
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on the Camp’s computers, it does not allow staff to utilize them for personal use, 

including checking email.  You must use your own computer.   

Also, to ensure there is sufficient bandwidth for the Camp to conduct its 

own business, and to make for the fairest allocation of resources for the entire staff, the 

following are basic rules for you to observe: 

1. Please minimize use during regular business hours: 8:00 a.m. to 6:00 
p.m. 

2. No downloading or streaming large files (over 1 megabyte), such as 
music or video files.  This includes downloading movies and watching 
YouTube. 

3. No surfing sexually explicit Web sites. 

4. When you are finished using the Internet, disconnect your wired or 
wireless connection.  (A connected computer can still use bandwidth 
even if you are not actively using the computer.) 

If in the course of your job you need to access our registration / scheduling 

/ medical / camp store / financial database (the “CampMinder” program), we need you to 

observe the following to protect the confidentiality and integrity of the database: 

1. Preferably use a Camp computer. 

2. If you use your own computer, you MUST have a current antivirus 

subscription and a current anti-spyware subscription.  Many people use 

2 or more anti-spyware programs, and you may get them free from 

Microsoft (Windows Defender), Spybot Search and Destroy, or as a 

plug-in toolbar (such as from Yahoo!). 

3. Log in only with your own user name and password. 

4. Protect the integrity of your password by not sharing it, and by not 

placing it on your computer, or by encrypting it.  RoboForm is an 

excellent program that encrypts your password for various logins.  It is 

free to use it for up to 10 logins. 

5. To protect against “key-loggers,” which are programs that collect what 

keys you punch in order to steel passwords and usernames, in addition 

to Roboform, we highly suggest you use KeyScrambler, which is a 

free utility. 

6. When you leave your computer, log-out and close your browser. 
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7. If you printout any personally identifiable, financial, or otherwise 

confidential information, its confidentiality must be protected and it 

must be shredded after its use.  To protect its confidentiality, do not 

leave print-outs laying around; put such documents away where they 

belong and grant access only to people who need to know what is 

contained in the documents. 

Y. Protecting Confidential Information and the Right to Privacy.   

In the course of your work, you may get to know campers and other staff 

members, and you may also become privy to medical information relating to campers and 

staff.  For example, kitchen staff are informed of significant medical issues such as food 

allergies.  You must maintain the privacy of all such information, sharing it with others 

only on a strict need-to-know basis.  To protect that confidentiality, you must not discuss 

confidential information in the presence of people who do not need to know the 

information and you must not leave confidential documents where they are plainly visible 

by people who do not need to know their contents. 

Photos can help preserve what hopefully will be a terrific experience at 

Camp.  However, you need to respect other’s right to privacy.  Do not take photos of staff 

or campers that would paint them in a bad light or would be embarrassing to them or their 

parents.  Do not take photos of anyone undressed or getting undressed.  And any photos 

you do take of campers may not be posted online or otherwise publicly distributed. 

Z. Communicating with Campers after Camp.   

As a staff member, you will help to have a profound impact on the lives of 

campers.  Some may look up to you as a friend and mentor, particularly on MySpace and 

Face Book, and want to keep in contact with you after Camp.  However, for your 

continuing contact after Camp to reflect positively on both the Camp and you, it must be 

beyond reproach.  To this end, your communications with campers must be “open” and 

“Camp appropriate.”  By “open,” we mean that you must communicate either through a 

blog or online bulletin board maintained by the Camp or through the Camp Office.  You 

may not have direct personal, telephone or email contact.  By “Camp appropriate,” we 

mean using positive and productive language and avoiding foul language, disparagement 

of other people, generally complaining about anything, and discussing anything sexual 
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including jokes.  A simple guide is to ask yourself:  If this camper’s parents read your 

communication, would he or she approve?  If not, don’t write it. 

 

VI.  COMPENSATION 

A. Pay Day 

You will be paid every other Friday, starting the first Friday after staff 

training begins.  You may pick up your paycheck at the office at 5:00 p.m., or you may 

arrange for direct deposit.  To arrange for direct deposit, you must give the office your 

bank’s routing number and your account number.  Please allow two weeks to set up your 

direct deposit. 

B. Benefits 

The Camp will provide the benefits outlined in your engagement letter.  

The Camp does not otherwise provide any health or other benefits. 

 
VII.  APPENDIX 

The Appendix contains the Staff Evaluation Form and Staff Evaluation 

Guide for your review, as well as the Staff Satisfaction Survey and a summary of who to 

ask if you have certain questions. 

VIII.  CONCLUSION 

Again, welcome to Shaffer's High Sierra Camp, and we look forward to 

creating an excellent summer experience for both campers and staff.  If you have any 

questions about this Employee Manual, please contact Scott or Lisa Shaffer. 
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APPENDIX TO EMPLOYEE MANUAL 
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STAFF EVALUATION FORM 

 

Employee: __________________________________________ Date: ____________ 

Completed by: _______________________________________ 

How would you rate the staff member on the following? 
 
(E=Exceptional; VG=Very Good; S=Satisfactory; I=Needs Improvement; W=Whoa, Let’s Fix That Fast!) 

1. Safety Consciousness  

2. Teamwork  

3. Ability To Relate To And Interact With Staff  

4. Good Role Model  

5. Attitude  

6. Dependability/Responsibility  

7. Ability to Act Autonomously  

8. Ability to Accept Supervision  

9. Initiative  

10. Judgment  

 

Key strengths of employee: 

1.  _____________________________________________________________________ 

2.  _____________________________________________________________________ 

3.  _____________________________________________________________________ 

4.  _____________________________________________________________________ 



25 

Key areas that need improvement: 

1.  _____________________________________________________________________ 

2.  _____________________________________________________________________ 

3.  _____________________________________________________________________ 

4.  _____________________________________________________________________ 

 

Action to be taken if improvement is desired: 

_______________________________________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 

 

Overall Performance:  ________ 
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SUPPORT STAFF EVALUATION GUIDE 
 
So that you have a clear understanding of the Camp’s expectations, here are the attributes 
that the Camp considers important in the performance of your job and how to achieve an 
acceptable level (or better!) of job performance and behavior: 
 

1. Safety Consciousness 
Exceptional:  You follow all the Camp’s safety rules, you are not only aware 

of your and the other staff’s surroundings but you have a keen anticipation 
of potential hazards, you not only avoid potential hazards but also take 
appropriate corrective action to reduce or minimize potential hazards, and 
you contribute suggestions to the Camp to help improve safety 

Very Good:  You follow all the Camp’s safety rules, are aware of your and 
other staff’s surroundings, and you not only avoid potential hazards but 
also take appropriate corrective action to reduce or minimize potential 
hazards 

Satisfactory:  You follow all the Camp’s safety rules, are aware of your and 
other staff’s surroundings, and you take appropriate action to avoid 
potential hazards 

Needs Improvement:  You fail to follow all the Camp’s safety rules, or you are 
unaware or have lapses of awareness of your or other staff’s surroundings, 
or you fail to take appropriate action to avoid potential hazards 

Let’s Fix It Fast:  Any conduct that is not satisfactory needs to be improved 
right away 

2. Teamwork 
Exceptional:  You work very well with other staff, you are able to anticipate 

needs and help address those needs even if your share of the workload 
increases, you lend a hand to other staff members, you help the Camp to 
work smoothly, and you contribute suggestions to the Camp for 
improvement 

Very Good:  You work very well with other staff, you are able to anticipate 
other staff’s needs and help them address their needs even if your share of 
the workload increases, and you help the Camp to work smoothly 

Satisfactory:  You work amicably with other staff, you share the workload 
equally, and you help the Camp to work smoothly 

Needs Improvement:  You fail to work amicably with other staff, or you fail to 
share the workload equally, or you fail to help the Camp to work smoothly 

Let’s Fix It Fast:  Your performance presents a safety hazard or affects the 
quality of the Camp program or is noticeable to campers 

3. Ability To Relate To And Interact With Staff 
Exceptional:  You are an Exceptional Team Player (see above), you are 

courteous and friendly, you are respectful of others’ opinions, beliefs and 
sensitivities even if you disagree with them, you attempt to work out any 
differences in a constructive, non-accusatory manner by first talking with 
the person privately, and if you are unsuccessful then with a supervisor, 
and you never argue or speak poorly of any staff member or the Camp in 
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front of campers or anyone else, and you gain the respect and admiration 
of the other staff and they consider you a role model for them 

Very Good:  You are a very good Team Player (see above), you are courteous 
and friendly, you are respectful of others’ opinions, beliefs and 
sensitivities even if you disagree with them, you attempt to work out any 
differences in a constructive, non-accusatory manner by first talking with 
the person privately, and if you are unsuccessful then with a supervisor, 
and you never argue or speak poorly of any staff member or the Camp in 
front of campers or anyone else, and you gain the respect and admiration 
of the other staff 

Satisfactory:  You are a satisfactory Team Player (see above), you are 
courteous and friendly, you are respectful of others’ opinions, beliefs and 
sensitivities even if you disagree with them, you attempt to work out any 
differences in a constructive, non-accusatory manner by first talking with 
the person privately, and if you are unsuccessful then with a supervisor, 
and you never argue or speak poorly of any staff member, camper or the 
Camp in front of campers or anyone else 

Needs Improvement:  You are not a satisfactory Team Player (see above), you 
are not courteous and friendly, you are not respectful of others’ opinions, 
beliefs and sensitivities, you do not attempt to work out any differences in 
a constructive, non-accusatory manner by first talking with the person 
privately, and if you are unsuccessful then with a supervisor, or you argue 
or speak poorly of any staff member or the Camp in front of campers or 
anyone else 

Let’s Fix It Fast:  Your performance causes staff discord, affects staff morale, 
affects any Camp program, or is noticeable to campers 

4. Good Role Model 
Exceptional:  You observe the Employee Code of Conduct by practicing the 

qualities of respect, honesty, responsibility and teamwork so that you gain 
the admiration of others and are an inspiration  

Very Good:  You observe the Employee Code of Conduct by practicing the 
qualities of respect, honesty, responsibility and teamwork so that you gain 
the admiration of others 

Satisfactory:  You observe the Employee Code of Conduct by practicing the 
qualities of respect, honesty, responsibility and teamwork. 

Needs Improvement:  You do not observe the Employee Code of Conduct by 
failing to practice one or more of the qualities of respect, honesty, 
responsibility and teamwork 

Let’s Fix It Fast:  Your unsatisfactory performance causes any staff discord, 
affects staff morale, affects any Camp program, is noticeable to campers, 
or reflects negatively on the Camp 

5. Attitude 
Exceptional:  You love life and what you’re doing and it shows, you are an 

inspiration to others, and you go out of your way to be helpful 
Very Good:  You reflect a very positive and helpful attitude at all times 
Satisfactory:  You maintain a positive, helpful attitude at all times 
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Needs Improvement:  You do not maintain a positive or helpful attitude at all 
times 

Let’s Fix It Fast:  Your attitude causes staff discord, affects staff morale, 
affects any Camp program, is noticeable to campers, or reflects negatively 
on the Camp 

6. Dependability/Responsibility 
Exceptional:  You follow directions (including all Camp rules), you 

unfailingly carry out your job duties diligently and on time, and you are 
able to do so autonomously and without intervention by your supervisor 

Very Good:  You follow directions (including all Camp rules), and you 
unfailingly carry out your job duties diligently and on time 

Satisfactory:  You follow directions (including all Camp rules), and you carry 
out your job duties diligently and on time 

Needs Improvement:  You fail to follow directions or you fail to carry out your 
job duties diligently and on time 

Let’s Fix It Fast:  Your performance creates a safety concern, causes staff 
discord, affects staff morale, affects a Camp program, is noticeable to 
campers, or reflects negatively on the Camp 

7. Ability to Act Autonomously 
Exceptional:  You are able to perform your duties adequately without 

direction from your supervisor 
Very Good:  You are able to perform your duties adequately with a minimal 

amount of direction from your supervisor 
Satisfactory:  You are able to perform your duties adequately under direction 

of your supervisor 
Needs Improvement:  You do not follow directions or your supervisor must 

repeatedly reiterate directions to you. 
Let’s Fix It Fast:  Your actions present a safety hazard or negatively impacts 

the quality of the camper’s experience or negatively reflects on the Camp 
8. Ability to Accept Supervision 

Exceptional:  Same as “Satisfactory” 
Very Good:  Same as “Satisfactory” 
Satisfactory:  You follow all of the Camp’s rules and procedures and you 

carry out the directions of your supervisor with a positive attitude and 
without your supervisor having to repeat directions 

Needs Improvement:  You fail to follow all of the Camp’s rules and 
procedures, or you fail to carry out the directions of your supervisor, or 
you carry out the directions of your supervisor but do so with less than a 
positive attitude, or your supervisor has to repeatedly reiterate the same 
directions to you 

Let’s Fix It Fast:  Your performance presents a safety hazard or negatively 
impacts the quality of the campers’ experience or negatively reflects on 
the Camp 
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9. Initiative 
Exceptional:  You implement known tasks without being asked to do so, you 

think of ideas to improve the Camp, and you seek approval to implement 
them from your supervisor and implement them 

Very Good:  You implement known tasks without being asked to do so and 
you think of ideas to improve the Camp and pass them along to your 
supervisor 

Satisfactory:  You implement known tasks without being asked to do so 
Needs Improvement:  You fail to implement known tasks without being asked 

to do so 
Let’s Fix It Fast:  Your performance presents a safety hazard or negatively 

impacts the quality of the Camp experience for campers or staff, or 
negatively reflects on the Camp 

10. Judgment 
Exceptional:  When issues arise, you exercise exceptional judgment keeping 

in mind the Camp’s priorities of providing a safe and fun experience for 
its campers and staff, keeping in mind the Employee’s Code of Conduct, 
and keeping in mind the Camp’s reputation 

Very Good:  When issues arise, you exercise very good judgment keeping in 
mind the Camp’s priorities of providing a safe and fun experience for its 
campers and staff, keeping in mind the Employee’s Code of Conduct, and 
keeping in mind the Camp’s reputation 

Satisfactory:  When issues arise, you exercise sound judgment keeping in 
mind the Camp’s priorities of providing a safe and fun experience for its 
campers and staff, keeping in mind the Employee’s Code of Conduct, and 
keeping in mind the Camp’s reputation 

Needs Improvement:  You fail to exercise sound judgment keeping in mind the 
Camp’s priorities of providing a safe and fun experience for its campers 
and staff, keeping in mind the Employee’s Code of Conduct, and keeping 
in mind the Camp’s reputation 

Let’s Fix It Fast:  Your performance presents a safety hazard or negatively 
impacts the quality of the campers’ or other staff’s experience or 
negatively reflects on the Camp 
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SUPPORT STAFF SATISFACTION SURVEY 
 
This survey is for the staff of Shaffer’s High Sierra Camp (the “Camp”).  It is intended to 
give the Camp guidance on how to improve the workplace environment for staff and how 
to improve the Camp for campers.  You may include your name or answer anonymously.  
If you wish to return this survey anonymously, please place it in the Camp mailbox for 
collection. 
 
Ratings 

Please rate the Camp on the following matters by assigning a number between 1 and 
10, with 1 being awful and 10 being great. 
 

Health & Safety of Staff and Campers  
Friendly Work Environment  
Enjoyable Work  
Enjoyable Coworkers  
Restroom Facilities  
Food  
Training  
Pay  
Guidance (Adequate Direction and Feedback on Your Job Performance)  
Directors’ Attitude  
Your Comfort Level with Approaching Directors with Problems  
Work Scheduling  
Equipment  
Fair Balance of Work Load Among Staff  
Camp Culture and Values  
OVERALL JOB SATISFACTION  

 
Comments 

Please describe how the Camp can improve your work experience: ______________________________ 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

Do you have any suggestions on how the Camp can improve the health and safety of its staff and 

campers?  ___________________________________________________________________________ 

____________________________________________________________________________________ 

____________________________________________________________________________________ 
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Staff Morale 
 
How would you describe general staff morale? ______________________________________________ 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

Do you have any specific recommendations to improve staff morale? ____________________________ 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

Other Comments 

Do you have any other comments you would like to share? ____________________________________ 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

____________________________________________________________________________________



 

GOT A QUESTION?  HERE’S WHO TO ASK: 

We have an open-door policy; so if you ever have a question or comment, please feel free 

to talk to Lisa or Scott on any issue.  We did, however, want you to have the following 

information so that you would know who could probably best help you with a particular 

question or concern: 

I. EMPLOYMENT 

Payroll:    Lisa Shaffer 

Scheduling/Days Off:  Your Supervisor 

All Other:    Scott or Lisa Shaffer  

II.  KITCHEN 

Food & Supplies Ordering: Kitchen Manager or Lisa Shaffer 

Training & Safety:  Kitchen Manager or Scott Shaffer 

III.  FACILITIES 

All:    Scott Shaffer or Facilities Engineer 

IV. TRANSPORTATION 

All:    Scott Shaffer 

V. HEALTH CENTER 

All:    Nurse, Lisa or Scott Shaffer 

 


