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WELCOME

On behalf of the Camp, we’d like to welcome yowtwo staffl We are
excited about the upcoming summer, and the rolewithyplay in it.

We recognize that the success of the Camp, andtm@amp will be
remembered by the campers, will largely be basegbar—how well you execute the
“behind the scenes” aspects of running the Cang) as preparing food and ensuring
that are facilities are working properly. In tiespect, our success rests in your hands.

To help you know what the Camp’s expectations af e, some of
which are mandated by law or are outlined in coaijp@n with the American Camp
Association, the Camp has put together this Emgdylanual. It is intended to explain
the terms and conditions of employment of all faltd part-time employees and
supervisors. Written engagement letters betwee#mp and some individuals may
supersede some of the provisions of this Employarudl.

This Employee Manual supersedes all previous mararal policies, and
the Camp reserves the right to add, change oredatet policy at any time. However, for
any such revision to be effective, it must be pad new Employee Manual that is
published and distributed to you, or it must b&viiting and signed by Scott or Lisa
Shaffer. No oral statements or representationsrcany way alter the provisions of this
Employee Manual or your Engagement Letter. Thisild and your Engagement Letter
set forth the entire agreement between you an@émep regarding your employment,
including the circumstances under which employnmeay be terminated, and any
changes to either document must be in writing.

If you have any questions, please see one of tieetdrs, Lisa or Scott
Shaffer. And again, welcome!

. ABOUT SHAFFER'S HIGH SIERRA CAMP
A. Children’'s Camp And Program Description; Missioat8ment

Shaffer's High Sierra Camp runs a co-ed residestiamer camp for
children aged 8 through 17 located in the highr8iefTahoe National Forest, 45
minutes’ drive north of Truckee. The Camp's gedbr participants to have a safe, non-
competitive, and largely team-oriented wildernebgeature experience where they have
fun, make friends, build self-confidence by condugichallenges and developing new

skills, and gain an appreciation of nature. Sofrtb@activities that the Camp offers



includes rock climbing, windsurfing, kayaking, swiring, pool games, hiking,
backpacking, mountain biking, mountain boardingskback riding, whitewater rafting,
challenge ropes course, volleyball, disc golf, argharts & crafts, dance, drama, outdoor
living skills, and an evening program that includamp fires, talent shows, and treasure
hunts. You can obtain more information on the Céaypisiting our web site:

www.highsierracamp.com

B. Values Statement

Safety for our campers and staff is our top pryp@ind many of our
policies and procedures are written with this goahind. We strive to offer a nurturing
environment where children and staff feel not gtlysically safe but emotionally safe
as well. By “physically safe,” we mean safe frohygical injury or harm. By
“emotionally safe,” we mean free from fear of ridie, ostracization, put-downs,
bullying, mean-spirited joking, and any other agtibat is intended to make one feel bad.

Part of the camp experience for children involvesspnal growth. And
we facilitate positive child developmeint part through our wilderness adventure
program. Child development is the goal and noviding the activities. The activities
support the goal of child development.

Camp is in a unique position to help children giowerms of self-esteem,
independence, interpersonal skills, and making gimices (judgment). And much of
that is developed through interacting with staff anldentcampers. So while we might
strive to facilitate growth of a camper’s self-colgince through helping the camper to set
and conquer challenges for himself / herself, aghiking to the top of the Sierra
Buttes, or to develop new skills, such as rock blitg, we can help facilitate
independence, interpersonal skills, and making gimilces through our interpersonal
relationships with the campers. To that exterd,¢hild makes a poor choice, whether
it's not eating well, bullying, being disrespectfat something else, we want to view
these agpportunities for the child to learn and not simply as a “disciplinary problem.”

We believe that children are more likely to stretftbmselves and try new
activities if they are not worried about being jedgas people by how good or bad they
are in a particular activity. To create a progtanfacilitate a child’s development, we
have chosen to emphasize a program of non-conyggtidboperative activities. By

“non-competitive,” we do not necessarily mean cotitipa-free. For example, the



Camp conducts some activities such as disc galiewmall, water polo and certain other
games, where groups of campers compete againsinatieer. However, the goal should
be cooperation, learning how to work as a team,skiridacquisition, rather than
“winning.” For example, in volleyball, rather thaetting the goal as the first team to
reach 15 points, the goal may be to have 2 setsddie ball is hit to the other side in as
many rounds as possible before a team reache®/&5wvant to avoid children
associating their value with whether or not thesy@ood at a particular activity or their
team wins. Who wins or loses a game should bentjghasized.

We have four defined goals for our campers by winelhmeasure our
success: (1) that children have fun (in fact, then@ offers a very unique money back
guarantee to any camper who does not have fun)h&children make at least one new
friend for each week they attend camp; (3) thadchn new to our camp try at least one
activity new to them for each week they attend caamgl (4) that children develop a
sense of independence defined as being comfoiitabkeing away from home at camp.
We have campers complete a questionnaire on thddgf each session and we also
send a questionnaire to their parents to help akiate how we did on achieving these
goals.

We are very fortunate to have our Camp locatedaiif@nia’s Tahoe
National Forest. We want to do our part in presgrhis national resource, and to instill
in our campers and staff an appreciation of tleadure and all our natural resources.

Most of these values and goals relate to childsehwe also believe in
developing the potential of our staff. We belid¢iat living and working at Camp with
great people from around the world providing an zinmgexperience for children can be
life-changing for our staff. We want to do what wan to support you in your job,
making it an enjoyable and rewarding experienceytor.

C. Nature Of The Camp Population

The Camp draws children from countries around thddy In addition to
the United States, campers have come from coursiigls as Angola, England, France,
Guatemala, Hong Kong, Hungary, Japan, Indonesi#ayde, Mexico, Taiwan, and
Thailand. In a typical year, about 75% of our camspcome from California, 20% from
other states, and about 5% are international. Gdrap does not target any particular

population of children. Because the Camp is alfapwned, independent camp, its



tuition, like tuition charged by other private, agendent camps, is higher than non-profit
camps. The result is that our campers primarimedrom middle to upper-middle class
socio-economic backgrounds. The Camp, howevegro#cholarships to help campers
attend who otherwise could not attend, includirgadivantaged youth and children of
parents who serve in the National Guard.

The Camp offers sessions ranging from one to eugleks long. About
40-45% of campers attend for one week, about 40-d%éad for two weeks, and the
balance attend for three weeks or more. Many cesmgene alone and are a little
apprehensive about meeting other children. Abdbird of our campers come with a
brother, sister or friend, and about 40% are reteisn For a few campers, English is not
their first language and special care is neededake sure that they are included as part
of the Camp community. This diversity provideaific opportunity for English-as-a-
second-language children as well as English-agptimeary-language children to learn
about different cultures.

D. Brief History Of The Camp
Shaffer's High Sierra Camp, Inc. was founded in2®0e product of

seven years of effort to find the ideal wildernksstion. The facilities were originally
built in the early 1950s and operated by the CaimgpBoys & Girls. The Camp is
owned by the Shaffer family and operates undereaiapuse permit granted by the U.S.
Forest Service. Itis independent; that is, nbligtked with any religious group or
agency. The Camp is accredited by the AmericanpgCassociation (ACA), which
means that we follow numerous standards goverdiragpects of operating a camp.
1. EQUAL OPPORTUNITY

A. Equal Opportunity Statement

The Camp is an equal opportunity employer and mekgdoyment
decisions on the basis of merit. We want to hhedoest available persons in every job.
Camp policy prohibits unlawful discrimination basmurace, color, creed, gender,
religion, marital status, registered domestic garstatus, age, national origin or
ancestry, physical or mental disability, medicahaition including genetic
characteristics, sexual orientation, or any otlegristeration made unlawful by federal,

state, or local laws. It also prohibits unlawfigaimination based on the perception that



anyone has any of those characteristics, or i<adsd with a person who has or is
perceived as having any of those characterisédissuch discrimination isinlawful.

Persons are employed on an equal basis to operatetain, or construct
the Camp’s facilities for public use, and the Caatgw provides services,
accommodations, and privileges, regardless of @er, creed, gender, religion, marital
status, registered domestic partner status, agjenaborigin or ancestry, physical or
mental disability, medical condition including géinecharacteristics, sexual orientation,
or regardless of any perception that anyone hagathpse characteristics, or is
associated with a person who has or is perceivédaag any of those characteristics, or
regardless of any other consideration made unlaiyfiéderal, state, or local laws.

The Camp is committed to compliance with all apgddie laws providing
equal employment opportunities. This commitmentiapfoall persons involved in
Camp operations and prohibits unlawful discrimioatby any employee of the Camp,
including supervisors and coworkers.

To comply with applicable laws ensuring equal emgplent opportunities
to qualified individuals with a disability, the Camwill make reasonable
accommodations for the known physical or mentaitéittons of an otherwise qualified
individual with a disability who is an applicant an employee unless undue hardship
would result.

Any applicant or employee who requires an accomitimaan order to
perform the essential functions of the job showldtact an immediate supervisor or Lisa
or Scott Shaffer to request such an accommodaliom individual with the disability
should specify what accommodation he or she neegdserform the job. The Camp then
will conduct an investigation to identify the bams that interfere with the equal
opportunity of the applicant or employee to perfdrsior her job. The Camp will
identify possible accommodations, if any, that \Wwellp eliminate the limitation. If the
accommodation is reasonable and will not imposeratue hardship, the Camp will
make the accommodation.

If you believe you have been subjected to any fofmnlawful
discrimination, submit a written complaint to yaupervisor or Lisa or Scott Shaffer.
Your complaint should be specific and should ineltlde names of the individuals

involved and the names of any witnesses. If yadrassistance with your complaint, or



if you prefer to make a complaint in person, congaott or Lisa Shaffer. The Camp
will immediately undertake an effective, thoroughd objective investigation and
attempt to resolve the situation.

If the Camp determines that unlawful discriminati@as occurred,
effective remedial action will be taken commensairaith the severity of the offense.
Appropriate action also will be taken to deter &myre discrimination. The Camp will
not retaliate against you for filing a complaintamill not knowingly permit retaliation
by management employees or your coworkers.

B. Unlawful Harassment

Issues relating to various types of harassment renagved a lot of
attention in the press over the years. They refesad and profound problems in our
society. Although we would like to think of ourges$ in the camp community as
immune from these issues, we are not. As a rasatitpnly are we required to provide
certain information to you, but we think it's impant for all staff to have a clear
understanding of what is acceptable and what is not

The Camp seeks to provide a positive work envirarntrtieat is free from
unlawful harassment. Harassment can not onlyfaremwith the proper operation of
Camp, but it can have lasting and profound effecthe victim. Andit is against the law.

The Camp is committed to providing a work enviromtrfeee of unlawful
harassment. Camp policy prohibits sexual harassamehharassment based on
pregnancy, childbirth or related medical conditiora€e, religious creed, color, gender,
national origin or ancestry, physical or mentabdiity, medical condition, marital
status, registered domestic partner status, agealkerientation or any other basis
protected by federal, state or local law or ordoear regulation All such harassment
is unlawful. The Camp’s anti-harassment policy applies tpalsons involved in the
operation of the Camp and prohibits unlawful haresst by any employee of the Camp,
including supervisors and managers, as well asarsndlients, and any other persons. It
also prohibits unlawful harassment based on thegpgion that anyone has any of those
characteristics, or is associated with a person hdsoor is perceived as having any of

those characteristics.



The Camp is also committed to providing a work emwvinent free from
unlawful harassment. Prohibited unlawful harasgnmarudes, but is not limited to, the
following behavior:

Verbal conduct such as epithets, derogatory jokesmments, slurs,
or unwanted sexual advances, invitations or comsnent

Visual displays such as derogatory and/or sexuailmted posters,
photography, cartoons, drawings, or gestures;

Physical conduct including assault, unwanted taughintentionally
blocking normal movement or interfering with workdause of sex,
race, or any other protected basis;

Threats and demands to submit to sexual requests@sdition of
continued employment, or to avoid some other lossadfers of
employment benefits in return for sexual favorg an

Retaliation for reporting or threatening to refguatassment.

Sexual harassment is a particular form of prohibitelawful harassment
that can benefit from further explanation. All doyees must be allowed to work in an
environment free from unsolicited and unwelcomeausérvertures. Sexual harassment
does not refer to occasional compliments or otleeegglly acceptable social behavior. It
refers to behavior that is not welcome, personaignsive, undermines or weakens
morale and, therefore, unreasonably interferes thghwvork effectiveness of its victim
and co-workers. Sexual harassment may include surathuct as: (1) offensive, sex-
oriented verbal “kidding,” jokes, or abuse; (2) $sere for sexual activity; (3) offensive,
unwanted physical contact such as patting, pinglongepeated brushing against
another’s body; and (4) demands for sexual faxarspmpanied by implied or overt
promises of preferential treatment concerning aividual’'s employment status.

If you believe that you have been unlawfully haeasubmit a written
complaint to any director as soon as possible #femcident. You will be asked to
provide details of the incident or incidents, namemdividuals involved and names of
any witnesses. Supervisors and directors willrralleharassment complaints to Scott
and/or Lisa Shaffer.

Also, any employee who has knowledge of, or whm@gses any possible
prohibited harassment of other people, shaulthediatelybring such information to the
attention of one of the directors so that compag#n be quickly and fairly resolved.



The Camp will immediately undertake an effectivrough, and
objective investigation regarding the alleged hsreent. The Camp will handle reports
of such alleged misconduct with sensitivity to cemms for confidentiality, reputation and
privacy, as is practicable.

If the Camp determines that unlawful harassmenbbasrred, effective
remedial action will be taken in accordance with ¢ircumstances involved. Any
employee determined by the Camp to be responsibleniawful harassment will be
subject to appropriate disciplinary action, upated including termination. A Camp
representative will advise all parties concernethefresults of the investigation.

The Camp will not retaliate against you for filingcomplaint and will not
tolerate or permit retaliation by management, elyges or co-workers.

You also should be aware that the Federal Equall@mznt Opportunity
Commission and the California Department of Faimpryment and Housing investigate
and prosecute complaints of prohibited harassnmeatiployment. If you think you have
been harassed or that you have been retaliatedsadai resisting or complaining, you
may file a complaint with the appropriate agen¥pu may contact the Department of
Fair Employment and Housing at 2000 O Street, #52@ramento, California, or see the
telephone book.

If you have any questions concerning the abovesgisee the Camp
Directors.

V. AT-WILL EMPLOYMENT

Your employment is “at-will”, which means that yate not bound to continue
working until the end date of employment, but mayrtinate your employment at any
time for any reason or no reason and with or withmmtice. Similarly, the Camp also
has the right to terminate your employment at amg for any reason or no reason, with
or without notice. Nothing in this Employee Manshhll limit your right or the Camp’s
right to terminate your at-will employment. Thelyppersons with authority to change
your at-will status are Lisa and Scott Shaffer, ang such change must be in writing and

signed by one of them to be effective.



V. BASIC POLICIES
A. Employee Code of Conduct

We expect that you will conduct yourself as an eplany role model for
our campers, and that your daily work ethic wifleet positive leadership, enthusiasm,
honesty, personal responsibility, teamwork, angeesfor campers, staff, and our
natural environment.

B. Our Safety Philosophy; Safety Rules

As we noted above, safety is our top priority. Tanp has adopted
general safety rules as well as specific safegsrior many of our activities. You will be
given specific instructions on the Camp’s safetgswand procedures during the training
period, and you will be expected to be familiarhmtitem and to follow them. As a
guiding principle, however, keep the following innd. If you ever have any questions,
please ask one of your supervisors. If you needake a decision before a supervisor is
available, error on the side of safety. We woalither have you throw out questionable
food, or have an activity delayed or canceled,aathan risk your safety or that of our
campers and other staff.

C. Buddy System

Child abuse, both real and perceived, can havestiuag consequences
for everyone involved, from the child, to the pasemo the accused, and to the Camp.
Unfortunately, even a false perception of abuseheare as devastating a consequence to
the reputation of the accused and the Camp, akdaacausation.

For most Support staff, you will likely have littthrect contact with
campers. However, to minimize the risk of abusehitdren, and to protect the
reputations of staff and the Camp, the Camp haptaddhe “Buddy System.”

Simply put, the “Buddy System” means that yoursreerto be alone
with a single camper, regardless of gender, unjessare out in the open and visible to
other people. If you need to enter a camper’'sge@p cabin, or the campers’ restroom
facilities, make sure others are also presentioglsomeone. (The only exception to this
policy is for the Camp Health Care Professionalannection with providing services in
the Health Center.)

Child abuse can come from any source, and noasip, including the

camper’s family, friends, and any other person wititom the child may come in contact.
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If you suspect that a camper has been abused,rgaequired to report it to the Directors
immediately.

D. Accident Reporting

If you become aware of an accident, you should énsure that any
appropriate medical needs are addressed. Once itinedical needs are met, you should
immediately see the office to complete an accideport form.

E. Smoking

For your health and safety, for that of others, &nproject a good role
model for our campers, the Camp does not permiksrgavhile you are on duty or on
its premises even if you are off duty. You may kewhile not on duty (provided you
are off-site), but we do not want you to be seediypers.

F. Drugs & Alcohol
In an effort to maintain a reasonably safe andthidlworkplace and to

project a positive role model for our campers, emdomply with state and federal law,
the Camp has adopted the following policy:

lllegal Drugs It is a violation of Camp policy for any empley® sell,
purchase, use, consume, possess, manufacturéudistdispense or transport any illegal
substance, or to abuse any controlled substandgamp property or at any time during
working hours, including meal and break periodsedR periods include the occasional
evenings off that may be scheduled from just aftener to the camper’s bedtimes, or the
evenings when you have an hour or so to relax gfter campers are asleep. Camp
employees shall report to work with their abilitisimpaired regardless if it is by a
controlled, illegal or legal substance, and rensaithroughout their assigned workday.

If you are convicted of a violation of any crimirdtug statue, and that
violation occurred in the workplace, you are regdito notify the Camp Directors.
“Conviction” means a finding of guilt or acceptarafea guilty plea, including a plea of
nolo contendere, or imposition of a sentence, ¢,y a judicial body.

Alcohol It is a violation of Camp policy for any empl&/t consume
alcohol or be intoxicated during work hours, octmsume any alcohol during break
periods on days worked. Camp employees shall répovork with their abilities

unimpaired, and remain so throughout their assignattday.

11



To be absolutely clear, we do not want you at weitk ANY illegal
drugs or alcohol in your system.

If you violate this policy on drugs and alcoholuy@mployment will be
terminated. Any questions regarding this policgudtd be directed to the Camp
Directors.

(Nothing in this section shall be construed to idgthe Camp Health
Care Professional from possessing and dispensingcat®ns in the course of his or her
job.)

G. Curfew

We believe that to sustain your enthusiasm anepedi with your
campers, and to stay healthy and happy, you nesgliate rest. Therefore, we
encourage you to go to bed earlier, but you must leed no later than midnight. If a
staff member does not observe the curfew, the Qamptake corrective action,
including but not limited to, requiring you to taka unpaid day off to rest.

H. Housing

Counseling staff who sleep in the same accommaaatiath campers are
expected to have the campers keep their tipi andaty and clean. Staff who have
separate sleeping arrangements are expected taheiepousing tidy and clean. If you
use one of the Camp’s tents, mattresses, or odar gou are expected to clean and put
them away at the end of Camp.

No candles, gas lanterns or other combustibles\aeto be used in any
sleeping area. And please do not nail into, senéay or otherwise penetrate the walls,
ceilings or floors of the cabins to hang thing$asrany other reason.

l. Dress Code

You are the face of Camp, our representatives edathpers, parents, and
community neighbors. We want you to present a eelog, friendly, and professional
image, and to remain safe while engaging in aawit As a result, we have drafted the
following dress code.

There is no restriction on hair length, though wtteere is any potential
health or safety issue, such as the possibilityanf getting caught in equipment, and

when cooking, you are required to protect youraslivell as campers by appropriately
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securing the hair. Hair may be bleached or it imagyed, provided that it is dyed a
natural color and only in one color.

Most piercings are acceptable, though we ask thatpt wear jewelry in
any piercing that is anywhere other than in anoearose while at camp. Nose piercing
jewelry must be small and discreet, such as a sraationd. Septum jewelry (similar to
the type sometimes seen on bulls) is not acceptatikrcings that leave large holes are
also not acceptable.

Tattoos are acceptable, but the number, size awdplent must be
acceptable to the Directors. Generally, the Daecwill find tattoos unacceptable if they
promote or sanction violence, drug use, intoleraocare sexually suggestive, or if they
are numerous or cover a large area of the bodticpkarly sleeve tattoos, or if they are
on the face, neck, or hands.

Kitchen Staff Kitchen staff are to conform to the Serve Saéss
guidelines. Those require the removal of all jewélom the arms (other than wedding
bands) and face; keeping long hair tied behinchtaadl, and the head covered with a hat
or hair net, and a camp-supplied apron. As ap@tgryou should also wear protective
clothing such as hot mitts or gloves for dishwaghin

All Staff Otherwise, dress is casual. We ask that yotceseegood taste
that reflects the Employee Code of Conduct angtheiples of the Camp. A
nonexclusive list of items that the Camp would veswnacceptable include clothes,
jewelry, etc. that have language, pictures, insigeic. that promote or sanction violence,
drug use, or intolerance. We also ask that yowmatr clothes, jewelry, etc. that
promote any other camp or are sexually suggestive.

If you have any questions, please ask Scott or &isafer.

Meals

Meals are provided to you free of charge, thoughHRealth Department
does not want you to eat in the kitchen. You matyirethe dining hall before or after the
campers, in the staff lounge, or on the concretegugacent to the dining hall and next to
the walk-in refrigerator.

J. Laundry
You may have free use of the Camp’s washing masHireyour clothes.

You will need to purchase your own detergent. Thep has a clothes drier, but it is for
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use by the Health Center, Office, and in emergenesi@ you will most likely have to
hang your clothes to dry. When hanging your clsttoedry, we ask that you do so out of
sight in areas approved by the directors and that glothes 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 Camgifess are those
staff members who have received the staff trainiagsed the Camp driving test, and
who are approved to drive by one of the Camp Darsct Only Camp vehicles may be
used on Camp business, except for emergenciesasueiCamp evacuation due to fire.
You are not authorized to drive your vehicle on @amsiness, unless expressly so
stated in writing by Scott or Lisa Shaffer. Canmvers are required to follow the law
and the Camp’s safety rules, which will be provideding staff training.

Staff members are permitted to use Camp equipmemgiCamp
business, but not otherwise without written permiss The Camp is not able to “lend”
equipment or Camp vehicles to staff for their usaelays off.

L. Parking

Parking will be provided, but when possible we regjihat you car pool
to the Camp with other staff members. You willdb®wn where you can park. We ask
that you not drive into Camp, except when pickipgou dropping off things. This
minimizes risk to children and other staff and keethy®e dust down. Obviously, the
facilities engineers need to operate vehicles imgduring the course of their work and
an exception is made for them. However, no onetladr camper, parent, or staff
member, may ride on any non-passenger vehicle threi bed of a pickup truck or other
area of a passenger vehicle that is not spec¥icksigned to carry passengers.

M. Working Hours & Time Off

Kitchen Staff The Kitchen Manager will prepare your schedugekiy.
Generally, there are two shifts that run from 0. 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 thar(pés
Directors. Your working hours will essentially 8aring the meal periods, during rest

hour after lunch, during free time just before @dinrand at campers’ bedtime. You may
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set your own schedule for recordkeeping and maimgithe 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 ithhwour supervisor
when you arrive and depart. It is your responigjbib properly complete each time card.
You may not “punch-in” another employee, and no wag “punch” you in. If you
“punch-in” more than 15 minutes before your shdgims, your time card will be
adjusted to reflect a beginning time of 15 minyiger to the start of your shift, unless
you receive prior approval of one of the Camp Diwex Also, the Camp will not pay
any overtime without prior approval by one of the Gamp Directors.

If you get paid on a salary basis, you are notireduo keep track of your time.
O. Absenteeism & Lateness

Absenteeism means that you failed to show up far gssigned duty,
failed to give sufficient notice, and do not haveexcuse sufficient in the opinion of the
Directors. Because camper safety is directly eelab our supervision of campers,
absenteeism is a serious matter and may resuttrirediate discharge. The decision as
to the appropriate action will be taken by the Dioes after consideration of all the
relevant circumstances of your absence and yodaeaton, if any.

Lateness, though not as serious as absenteeidetisafegatively on you
and the Camp. Activity periods are short, so atgriess may materially shorten the
period for our campers. Activities cannot begithwut the appropriate supervision
ratios of staff per campers.

P. Leaves of Absence

1. General Leave of Absence PolicyBecause we are operating for only
a limited amount of time and we have hired the neindj staff to meet camper-to-staff
ratios, we highly discourage any requests for aerdignary leave of absence. Any such
request will be evaluated based on the circumsgmeeluding but not limited to the
length of the requested absence, the Camp’s gjdéfirel and staffing needs, and the

reason for the request. Any leave of absence eplamiil be unpaid.
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2. Sick Leave If you are unable to work due to illness contarby the
Camp’s health care provider or other licensed headte provider, we will continue to
pay you your regular salary for up to two daysydfi are unable to work for more than
two days, then your compensation will be discorgthand the Camp may, at its
discretion, terminate your employment and fill ygasition with another person.

3. Pregnancy Disability Leave Pregnancy, childbirth, or related medical
conditions will be treated like any other disaildnd an employee on leave will be
eligible for temporary disability benefits in thanse amount and degree as any other
employee on leave.

Any female employee planning to take pregnancyldisaleave should
advise Lisa or Scott Shaffer as early as possihle.individual should make an
appointment with them to discuss the following dtinds:

Employees who need to take pregnancy disabilitytimfierm Lisa
Shaffer when a leave is expected to begin and boag it will likely
last. If the need for a leave is foreseeable, eygas must provide
notification at least 30 days before the pregnatisgbility leave is to
begin. Employees must consult with Lisa Shaffgarding the
scheduling of any planned medical treatment or igen in order to
minimize disruption to the operations of the CompaAny such
scheduling is subject to the approval of the emgéddy health care
provider;

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

Upon the request of an employee and recommendatitire
employee’s physician, the employee’s work assigrimeay be
changed if necessary to protect the health andysaff¢he employee
and her child;

Requests for transfers of job duties will be reafbypaccommodated
if the job and security rights of others are nadwhed,;

Pregnancy leave usually begins when ordered bgritfdoyee’s
physician. The employee must provide the Camp aitkrtification
from a health care provider. The certification gating disability
should contain:

The date on which the employee became disabledodue
pregnancy;

The probable duration of the period or periodsisalility;
and

A statement that, due to the disability, the eme#is unable
to perform one or more of the essential functidnisen
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position without undue risk to herself, the suctidss
completion of her pregnancy, or to other persons.

Leave returns will be allowed only when the empkigghysician
sends a release; and

Duration of the leave will be determined by theiad\of the
employee’s physician, but employees disabled bgmaecy may take
up to four months. Part-time employees are entitiddave on a pro
rata basis. The four months of leave includes amiod of time for
actual disability caused by the employee’s pregpactuildbirth, or
related medical condition. This includes leavedevere morning
sickness and for prenatal care.

Pregnancy Disability Leave does not need to bentakene continuous
period of time and may be taken intermittentlynaeded.

Under most circumstances, upon submission of agakdertification that
an employee is able to return to work from a preggalisability leave, an employee will
be reinstated to her same position held at the timadeave began or to an equivalent
position, if available. An employee returning franpregnancy disability leave has no
greater right to reinstatement than if the empldya@ been continuously employed.

4. Family Medical Leave The Camp does not and will not offer Family
Medical Leave until such time that as it becomédgesai to state or federal family
medical leave laws.

Q. Staff & Camp Evaluation

Every camp has its own particular way it likes ggrone, and what it
thinks makes a great staff person. We are no ¢éxcepWe will cover this during staff
training.

While we try to cover how we like things done dgrstaff training, there
is really no substitute for on-the-job feedbacke Will make an effort to observe you
working and to sit down individually with you. Atat time, the Director(s), will review
those things that you are doing well and thosegghthat can be improved upon. Though
being “evaluated” may sound daunting, we want tihise a learning process, and to be
two-way. So you'll know what the Camp considerpartant, a Staff Evaluation Guide
is attached in the Appendix to this manual.

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

problems or challenges you may be experiencinghamdthe Camp may help make your
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job easier, and you will be able to express youmiop about the evaluation. Remember,
that no one is perfect and this is supposed tolbaraing experience.

At the end of Camp, you will also be given a Sg&dtisfaction Survey for
you to return either anonymously or with your namdecopy 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 Carapfsectations about
what things may and may not be brought on the mesnithe Camp has adopted the
following regulations:

1. Staff are not allowed to have alcohol or illegalgh in their
possession or in their belongings at Camp. Viotatf this rule
will lead to immediate termination.

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

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

4, Staff are allowed to bring personal sporting geaCamp, other
than weapons and other dangerous items as noted.abo

5. Sports equipment, cameras, radios, iPods or otBéxe3
players, etc. may be stored in the camp officetloerolocation
approved by one of the directors. The Camp cabedteld liable
for the loss or damage of such items. Use of sadiwl iPods and
other CD/MP3 players should be done during youe fr@e and
not in the presence of campers, who are not alldevédve such
conveniencesYou are permitted to use your personal sports
equipment during an activity, but you are solelsp@nsible for the
inspection, maintenance, and use of your equipnaaaifor any
injuries or damages caused by your use of youmpagemt. The
Camp cannot be held liable for any such injuriedamages.
Campers are not permitted to use your personatspquipment.

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

S. Swimming
Staff may use the Camp’s swimming pool for theinmawcreation but not

during times when regular Camp activities are salestj unless that is part of the staff
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member’s job, and a lifeguard must be on dutyad®eally speaking, this makes
recreational swimming for staff members a logistatemllenge! 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 peopledrcdmmunities near the
Camp. Each staff member represents the Camp or isr dealings with members of
the local communities, and we ask you to be a gdbdmbassador for us. Though you
may feel anonymous, we work in a very small commyuaund local residents will be
aware of who you represent.
U. Tips/Gratuities

Staff members are not to accept any tips or grasui

V. Complaint Procedure

We strive for excellence in all we do, and valuedsty and integrity in
our relationship with our staff and our camperowdver, there will be times when we
fall short of our goals, or that you see thingd thea don’t. Our ability to improve will
depend to a great extent on the feedback that weuug on everything from how the
program is run to staffing issues. Please tatkédoDirectors, Program Director, Head
Counselor, or your Activity Director when you haz@ncerns. If you are uncomfortable,
or it is simply inconvenient to speak directly wahy of these people, please feel free to
write a note and leave it in the office with ourrAuhistrative Assistant and she will make
sure the appropriate person receives it.

W. Termination Policy

Because your employment status is at-will, ther@iprogression for
discipline. That is, the Camp is not requirediteeg/ou any type of warning before
terminating your employment or anyone else’s emmpleyt, and there are no conditions
that the Camp must fulfill prior to your severandethe Camp does in fact give you or
anyone else a warning, that is not intended to t@daification of this Termination
Policy.

X. Internet and Computer Use

The Camp provides broadband Internet use via Wo-lfou free of charge

for your personal use. However, because therersopal and confidential information
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on the Camp’s computers, it does not allow statfftilive them for personal use,

including checking email. You must use your owmgaiter.

Also, to ensure there is sufficient bandwidth fog Camp to conduct its

own business, and to make for the fairest allooatioresources for the entire staff, the

following are basic rules for you to observe:

1.

Please minimize use during regular business h8ud8:a.m. to 6:00
p.m.

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

No surfing sexually explicit Web sites.

4. When you are finished using the Internet, discohgear wired or

wireless connection. (A connected computer cdinusg bandwidth
even if you are not actively using the computer.)

If in the course of your job you need to accessregistration / scheduling

/ medical / camp store / financial database (th&m@Minder” program), we need you to

observe the following to protect the confidentiahind integrity of the database:

1.
2.

Preferably use a Camp computer.

If you use your own computer, you MUST have a auremtivirus
subscription and a current anti-spyware subscnptidany people use
2 or more anti-spyware programs, and you may gehtfiee from
Microsoft (Windows Defender), Spybot Search andtidgsor 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 ghgiit, and by not

placing it on your computer, or by encrypting RoboForm is an
excellent program that encrypts your password &sious logins. It is
free to use it for up to 10 logins.

To protect against “key-loggers,” which are progsaimat collect what
keys you punch in order to steel passwords andases, in addition
to Roboform, we highly suggest you use KeyScramblbich is a
free utility.

When you leave your computer, log-out and close yoowser.
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7. If you printout any personally identifiable, finaak; or otherwise
confidential information, its confidentiality mulsé protected and it
must be shredded after its use. To protect itfid@mtiality, do not
leave print-outs laying around; put such documantgy where they
belong and grant access only to people who nekddw what is
contained in the documents.

Y. Protecting Confidential Information and the RightRrivacy

In the course of your work, you may get to know pars and other staff
members, and you may also become privy to mediéatrnation relating to campers and
staff. For example, kitchen staff are informedigiificant medical issues such as food
allergies. You must maintain the privacy of aktlsunformation, sharing it with others
only on a strict need-to-know basis. To proteat ttonfidentiality, you must not discuss
confidential information in the presence of peopl® do not need to know the
information and you must not leave confidentialwtdents where they are plainly visible
by people who do not need to know their contents.

Photos can help preserve what hopefully will berdftc experience at
Camp. However, you need to respect other’s rigiprivacy. Do not take photos of staff
or campers that would paint them in a bad lightvould be embarrassing to them or their
parents. Do not take photos of anyone undressgdtong undressed. And any photos
you do take of campers may not be posted onliregh@rwise publicly distributed.

Z. Communicating with Campers after Camp

As a staff member, you will help to have a profoimgact on the lives of
campers. Some may look up to you as a friend asmten, particularly on MySpace and
Face Book, and want to keep in contact with yoaraitamp. However, for your
continuing contact after Camp to reflect positivetyboth the Camp and you, it must be
beyond reproach. To this end, your communicatwitis campers must be “open” and
“Camp appropriate.” By “open,” we mean that youstncommunicate either through a
blog or online bulletin board maintained by the @awn through the Camp Office. You
may not have direct personal, telephone or ematamd. By “Camp appropriate,” we
mean using positive and productive language anaisngpfoul language, disparagement

of other people, generally complaining about amghand discussing anything sexual
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including jokes. A simple guide is to ask yoursdifthis camper’s parents read your

communication, would he or she approve? If noh'dorite it.

VI. COMPENSATION
A. Pay Day

You will be paid every other Friday, starting tlwstf Friday after staff
training begins. You may pick up your paycheckhatoffice at 5:00 p.m., or you may
arrange for direct deposit. To arrange for digsgtosit, you must give the office your
bank’s routing number and your account numberagélallow two weeks to set up your
direct deposit.

B. Benefits

The Camp will provide the benefits outlined in yamgagement letter.

The Camp does not otherwise provide any healthiardenefits.

VIl.  APPENDIX

The Appendix contains the Staff Evaluation Form Staff Evaluation
Guide for your review, as well as the Staff Satstan Survey and a summary of who to
ask if you have certain questions.
VIII. CONCLUSION

Again, welcome to Shaffer's High Sierra Camp, aedaok forward to
creating an excellent summer experience for bathmpeas and staff. If you have any

guestions about this Employee Manual, please coB8taait 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 follog#@n

(E=Exceptional; VG=Very Good; S=Satisfactory; I=leémprovement; 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.
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Key areas that need improvement:

1.

2.

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 Caiewpectations, here are the attributes
that the Camp considers important in the perforraarig/our job and how to achieve an
acceptable level (or better!) of job performancd bahavior:

1. Safety Consciousness
Exceptional You follow all the Camp’s safety rules, you a only aware
of your and the other staff's surroundings but frane a keen anticipation
of potential hazards, you not only avoid potentiatards but also take
appropriate corrective action to reduce or mininpaéential hazards, and
you contribute suggestions to the Camp to help avpsafety
Very Good You follow all the Camp’s safety rules, are agvaf your and
other staff's surroundings, and you not only aymadential hazards but
also take appropriate corrective action to reduamiaimize potential
hazards
Satisfactory You follow all the Camp’s safety rules, are agvaf your and
other staff's surroundings, and you take approprétion to avoid
potential hazards
Needs Improvementyou fail to follow all the Camp’s safety rules, you are
unaware or have lapses of awareness of your or sth#'s surroundings,
or you fail to take appropriate action to avoideptial hazards
Let’s Fix It Fast Any conduct that is not satisfactory needs taniy@roved
right away
2. Teamwork
Exceptional You work very well with other staff, you are alib anticipate
needs and help address those needs even if yaerahthe workload
increases, you lend a hand to other staff mempetshelp the Camp to
work smoothly, and you contribute suggestions &@amp for
improvement
Very Good You work very well with other staff, you are alib anticipate
other staff's needs and help them address thedsheeen if your share of
the workload increases, and you help the Camp ti& simoothly
Satisfactory You work amicably with other staff, you share thorkload
equally, and you help the Camp to work smoothly
Needs Improvementyou fail to work amicably with other staff, ooy fail to
share the workload equally, or you fail to help @emp to work smoothly
Let's Fix It Fast Your performance presents a safety hazard ectfthe
guality of the Camp program or is noticeable to para
3. Ability To Relate To And Interact With Staff
Exceptional You are an Exceptional Team Player (see abgoe)are
courteous and friendly, you are respectful of athepinions, beliefs and
sensitivities even if you disagree with them, yttermpt to work out any
differences in a constructive, non-accusatory mahwédirst talking with
the person privately, and if you are unsucceskim twith a supervisor,
and you never argue or speak poorly of any stafhlyex or the Camp in
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4.

5.

front of campers or anyone else, and you gaindgbpact and admiration
of the other staff and they consider you a role ehéal them

Very Good You are a very good Team Player (see above)ayeweourteous
and friendly, you are respectful of others’ opirspheliefs and
sensitivities even if you disagree with them, yttermpt to work out any
differences in a constructive, non-accusatory mahwpdirst talking with
the person privately, and if you are unsucceskfn with a supervisor,
and you never argue or speak poorly of any stafhlyex or the Camp in
front of campers or anyone else, and you gaindlpact and admiration
of the other staff

Satisfactory You are a satisfactory Team Player (see abgoe)are
courteous and friendly, you are respectful of athepinions, beliefs and
sensitivities even if you disagree with them, yttermpt to work out any
differences in a constructive, non-accusatory mahwédirst talking with
the person privately, and if you are unsucceskfn with a supervisor,
and you never argue or speak poorly of any stafhlrex, camper or the
Camp in front of campers or anyone else

Needs Improvementyou are not a satisfactory Team Player (see @hgou
are not courteous and friendly, you are not respleat others’ opinions,
beliefs and sensitivities, you do not attempt tokaaut any differences in
a constructive, non-accusatory manner by firsiriglkvith the person
privately, and if you are unsuccessful then wigupervisor, or you argue
or speak poorly of any staff member or the Camipant of campers or
anyone else

Let’s Fix It Fast Your performance causes staff discord, affeet§ smorale,
affects any Camp program, or is noticeable to caspe

Good Role Model

Exceptional You observe the Employee Code of Conduct bytmiag the
gualities of respect, honesty, responsibility asamwork so that you gain
the admiration of others and are an inspiration

Very Good You observe the Employee Code of Conduct bytmiag the
gualities of respect, honesty, responsibility asamhtwork so that you gain
the admiration of others

Satisfactory You observe the Employee Code of Conduct bytmiag the
qualities of respect, honesty, responsibility asahwork.

Needs Improvementyou do not observe the Employee Code of Conbyct
failing to practice one or more of the qualities@$pect, honesty,
responsibility and teamwork

Let's Fix It Fast Your unsatisfactory performance causes any diaford,
affects staff morale, affects any Camp programpisceable to campers,
or reflects negatively on the Camp

Attitude

Exceptional You love life and what you're doing and it showeu are an
inspiration to others, and you go out of your waypé helpful

Very Good You reflect a very positive and helpful attituateall times

Satisfactory You maintain a positive, helpful attitude attathes
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Needs Improvementyou do not maintain a positive or helpful attieuat all
times

Let's Fix It Fast Your attitude causes staff discord, affectsf stadrale,
affects any Camp program, is noticeable to campengflects negatively
on the Camp

6. Dependability/Responsibility

Exceptional You follow directions (including all Camp rulegjou
unfailingly carry out your job duties diligently dron time, and you are
able to do so autonomously and without intervenbigryour supervisor

Very Good You follow directions (including all Camp rulegind you
unfailingly carry out your job duties diligently dron time

Satisfactory You follow directions (including all Camp rulesind you carry
out your job duties diligently and on time

Needs Improvementyou fail to follow directions or you fail to car out your
job duties diligently and on time

Let's Fix It Fast Your performance creates a safety concern, sasta#f
discord, affects staff morale, affects a Camp paoyris noticeable to
campers, or reflects negatively on the Camp

7.  Ability to Act Autonomously

Exceptional You are able to perform your duties adequatetiiout
direction from your supervisor

Very Good You are able to perform your duties adequateti & minimal
amount of direction from your supervisor

Satisfactory You are able to perform your duties adequatalyeu direction
of your supervisor

Needs Improvementyou do not follow directions or your supervisoust
repeatedly reiterate directions to you.

Let's Fix It Fast Your actions present a safety hazard or nedgtingacts
the quality of the camper’s experience or negafivellects 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 procedsiesd you
carry out the directions of your supervisor withasitive attitude and
without your supervisor having to repeat directions

Needs Improvementyou fail to follow all of the Camp’s rules and
procedures, or you fail to carry out the directioh§our supervisor, or
you carry out the directions of your supervisor toitso with less than a
positive attitude, or your supervisor has to repéigtreiterate the same
directions to you

Let's Fix It Fast Your performance presents a safety hazard aativedy

impacts the quality of the campers’ experienceagatively reflects on
the Camp
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9.

10.

Initiative

Exceptional You implement known tasks without being askeddao, you
think of ideas to improve the Camp, and you segk@al to implement
them from your supervisor and implement them

Very Good You implement known tasks without being askeddco and
you think of ideas to improve the Camp and passitaleng to your
supervisor

Satisfactory You implement known tasks without being askeddso

Needs Improvementyou fail to implement known tasks without beiagked
to do so

Let’s Fix It Fast Your performance presents a safety hazard cativegy
impacts the quality of the Camp experience for acaspr staff, or
negatively reflects on the Camp

Judgment

Exceptional When issues arise, you exercise exceptionahghy keeping
in mind the Camp’s priorities of providing a safeddun experience for
its campers and staff, keeping in mind the Empltsy€ede of Conduct,
and keeping in mind the Camp’s reputation

Very Good When issues arise, you exercise very good juddjkeeping in
mind the Camp’s priorities of providing a safe dnd experience for its
campers and staff, keeping in mind the Employe@deCof Conduct, and
keeping in mind the Camp’s reputation

Satisfactory When issues arise, you exercise sound judgnespiikg in
mind the Camp’s priorities of providing a safe dnd experience for its
campers and staff, keeping in mind the Employe@deCof Conduct, and
keeping in mind the Camp’s reputation

Needs Improvementyou fail to exercise sound judgment keeping indrthe
Camp’s priorities of providing a safe and fun exgece for its campers
and staff, keeping in mind the Employee’s Code ohdiict, and keeping
in mind the Camp’s reputation

Let’s Fix It Fast Your performance presents a safety hazard aativedy
impacts the quality of the campers’ or other ssadfxperience or
negatively reflects on the Camp
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SUPPORT STAFF SATISFACTION SURVEY

This survey is for the staff of Shaffer's High S&Camp (the “Camp”). It is intended to
give the Camp guidance on how to improve the watglenvironment for staff and how
to improve the Camp for campers. You may includeryname or answer anonymously.
If you wish to return this survey anonymously, gleglace it in the Camp mailbox for
collection.

Ratings

Please rate the Camp on the following matters bigasg 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 YolbimRErformance)
Directors’ Attitude

Your Comfort Level with Approaching Directors wiHroblems
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 expkrience:

Do you have any suggestions on how the Camp caroiraihe 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 impstaff morale?

Other Comments

Do you have any other comments you would like &reh
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GOT A QUESTION? HERE'S WHO TO ASK:

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

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

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

guestion or concern:

l. EMPLOYMENT
Payroll:
Scheduling/Days Off:
All Other:

Il. KITCHEN

Food & Supplies Ordering:

Training & Safety:
[I. FACILITIES
All:
IV.  TRANSPORTATION
All:
V. HEALTH CENTER
All:

Lisa Shaffer
Your Supervisor

Scott or Lisa Shaffer

Kitchen Manager or Liseafter
Kitchen Manager or Scott Shaffe

Scott Shaffer or Facilities Engineer

Scott Shaffer

Nurse, Lisa or Scott Shaffer



