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TAPAWINGO MISSION STATEMENT 

 

"To clearly and lovingly glorify Jesus Christ as Lord and Savior through personal example, meaningful activity, 
Biblical direction and Christ-centered relationships in a safe and friendly environment that promotes healthy 
growth and development in all areas of a young woman’s life." 

COTW and Tapawingo's Essential Doctrines of the Christian Faith: 

1. We believe in the DIVINE AUTHORITY of the 66 books of the Bible alone 

2. We believe in ONE GOD, eternally existing in three distinct persons: Father, Son and Holy Spirit 

3. We believe in the DEITY & HUMANITY of JESUS CHRIST in one Person with two distinct natures 

4. We believe that ALL mankind is LOST eternally without JESUS CHRIST 

5. We believe in the SUBSTITUTIONARY ATONEMENT as well as the PHYSICAL BODILY RESURRECTION and 
ASCENSION into Heaven of JESUS CHRIST 

6. We believe that the ONLY way to Heaven is by GRACE through FAITH in JESUS CHRIST alone apart from 
any good works on our part 

7. We believe in the PHYSICAL RETURN of JESUS CHRIST and that everyone will spend eternity consciously 
and bodily in either heaven or hell 

 
TAPAWINGO STAFF COMMITMENT 
 

1. As a staff, we will do our best to imitate Christ in all that we do, so that we may become more like Him 
through the power of the Holy Spirit and encourage others to join us on this journey to Christ-likeness.  

“Be imitators of me, just as I also am of Christ.”  (1 Cor. 11:1) 

2.  We will love campers and fellow staff members with a Christ-like love. 

“But we proved to be gentle among you, as a nursing mother tenderly cares for her own children.  Having thus 
a fond affection for you, we were well-pleased to impart to you not only the gospel of God but also our own 

lives, because you had become very dear to us.  For you recall brethren, our labor and hardship, how working 
night and day so as not to be a burden to any of you, we proclaimed to you the gospel of God.”  (1 Thess. 2:7-9) 

3.  We will be able and ready to give biblical, clear and concise answers to fundamental spiritual questions. 

 “But sanctify Christ as Lord in your hearts, always being ready to make a defense to everyone who asks you to 
give an account for the hope that is in you, yet with gentleness and reverence.”  (1 Peter 3:15) 

4.  We will seek to be worthy and responsible teachers of eternal values and lessons.   

“And the Lord’s bondservant must not be quarrelsome, but be kind to all, able to teach, patient when wronged, 
with gentleness correcting those who are in opposition.” (2 Tim. 2:24 - 25a) 

5.  We will be fueled by our relationship with Him. 
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“And for this purpose also I labor, striving according to His power, which mightily works within me.”  (Col. 1:29) 

“If I needed strength: God. If I needed patience: God. If I needed energy: God. If I needed grace: God.” –Camp 
Counselor 

6.  We will be ultimately motivated by a desire to please our Lord. 

“Whatever you do, do your work heartily, as for the Lord rather than for men; knowing that from the Lord you 
will receive the reward of the inheritance.  It is the Lord Christ whom you serve.”  (Col. 3:23-24) 

7. We will daily commit our work to the Lord in prayer, recognizing that any good accomplished comes from     
Him.  

“Every good thing given and every perfect gift is from above, coming down from the Father of lights, with 
whom there is no variation or shifting shadow.” (James 1:17) 

BASIC PRINCIPLES TO LIVE BY AT CAMP 
 
#1  Know your value 

Live loved! Your position before the Lord is that you ARE dearly loved. What a difference it makes when we 
are doing life WITH the Lord and not FOR Him, simply because we LOVE Him (because He loved us first). 
Cultivate that Mary heart – where you know how dearly loved you are because you spend time in His 
presence. Take time to recognize the change that is taking place in your own heart and life, not just what you 
can DO for God. 

Your worth in the Lord's eyes is immeasurable. He chose you before the foundation of the world to be His. He 
knows your name and His love for you is immense - beyond understanding. 

We also value you and are so thankful to the Lord for bringing you here. We’ve been praying for you and will 
continue to all summer long. It's our desire to see you grow in the knowledge of the Lord - on His terms - and 
to love Him more deeply.  It's our prayer that your summer will be full of fun, love, challenge and excitement.  
We know your job is hard - we've been where you are.  We also know you can do it, and do it with excellence - 
we never would have hired you otherwise!  

#2  Know your responsibility 

IMPACT:  As a counselor, support staff, or administrative staff member, you will have a lasting and powerful 
impact on Tapawingo campers and other staff members. We have a powerful platform. We have a great 
platform to set a godly example and also the capacity to wound people. May our impact be that of “gold, 
silver, and precious stones” which will last into eternity (1 Cor. 3:10-15).    

PHYSICAL SAFETY:  Be relentless about safety everywhere. Always be conscious of campers and aware of any 
possible dangerous situations.  Stay alert - don't assume anything. If you are unsure about the safety of 
campers for any reason, SEEK HELP, but never leave campers alone in an unsafe situation. We take this very 
seriously! It is better to err on the side of caution when it comes to safety.  

EMOTIONAL SAFETY:  Provide boundaries and guidelines for campers. They need to know what is expected, 
and they need to know you mean it (this is part of setting an example of being a woman of your word).  Start 
off firm and then lighten up (not the other way around!).  A strong but loving hand will guide most effectively.  
Never yell at campers or react in an emotional, angry way.  Respond to negative behavior in a way that 
respects them and glorifies God (see "Camper/Counselor Interaction" for more info).  
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#3  Know your call 
Loving campers 

As followers of Jesus, we are called to share and show the love of Christ to everyone. This is not always easy, 
but it is always possible in the strength of Christ. Remember Christ's call to love even the least of these (Matt. 
25:40). Discover this summer what true love is, what it looks like and how to consistently communicate that 
love to every type of person. Be impartial and unconditional with your love and remember that true love does 
not seek its own (for more on true love - 1 Corinthians 13). Spend as much of your 24-hour day with your 
campers as you can. Seeking them out, going the extra mile for them and thinking of creative ways to help 
them have fun are all part of clearly communicating a Christ-like love. Remember, for the most part, campers 
are your ministry this summer - one day you will rejoice in heaven because of the fruit your sacrifice and 
service yielded in their lives!  

Being a woman of integrity and humility                                                                                                           

You will either spend all of your energy and effort pretending to be the woman you want to be or you will 
spend it becoming the woman you want to be. But you can't do both. We want you to take some great strides 
forward in becoming the woman God wants you to become. That means being the type of woman who can 
honestly and humbly admit when she is wrong. That means being the type of woman who will not try to 
pretend she is doing better spiritually than she really is. Being a woman of integrity will result in genuine 
humility, because it is when you are real that you become most in touch with your need for Him.   

“Be more concerned with your character than your reputation, because your character is what you really are, 
while your reputation is merely what others think you are.” –John Wooden 

“Substance over image.” 

Loving fellow staff members 

A way that we can love our campers well this summer is by demonstrating genuine, Christ-like love for one 
another as a staff. This means valuing one another, serving one another, and seeking to be of the same mind 
(Phil. 2:1-4). 

Rejoicing always                                                                                                                                                       

Being a joyful example is not something you can fake all summer. Lasting joy must come from Christ - and 
when it does, it’s wonderful! Remember that as the Lord changes our hearts, it is possible to rejoice always, no 
matter what our circumstances are, and that rejoicing can be genuine and genuinely contagious! 

#4  Know your limits! 

When you don't know an answer or you’re unsure how to respond to a camper problem, don't fake it.  
Shooting from the hip, especially on spiritual matters, is a dangerous game. We want you to ASK us questions 
(Director, Assistant Director, Head Counselor, Program Directors and others). Never be afraid of asking, no 
matter what. If you feel unsure or uneasy, bring something up the chain of command. We prefer to be 
brought into a situation earlier rather than later.  

We want to help you, so please come to us if you have questions about the Bible or certain topics. We will 
look for ways to help you get the resources you need. The Head Counselor and Director have access to 
pamphlets and study books for your use. 
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Sleep enough! This is not optional! We’re here for 11 weeks. We all need each other to be strong and healthy 
and to control what we can control in this regard! Be wise with the amount of sleep you get (hopefully 7 hrs. 
minimum) and help others to be wise without nagging.  

Use time off wisely. Rest. Refresh yourself in the Lord. If you decide to do recreational activities off-site 
(hiking, etc.) be sure to let an administrative staff member know of your plans.  
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Dear Staff: 
 
INTRODUCTION TO STAFF GUIDELINES 
 
Welcome to the bulk of the Tapawingo Staff Guidelines. This handbook is organized around a typical day at 
Tapawingo.  Before you begin reading, we recommend you have a pen and notebook in hand to take notes. 
Label the following pages in your notebook: 
 

1. “Questions to ask during Staff Training.” As you read and questions arise, list them here. If the 
questions answer themselves before you are done reading, cross them off your list. (This is a good 
practice in general at any new job). 

 
2. “My Testimony.” Use this page to outline your testimony and come prepared to share for 10 minutes 

or less (not more!) during staff training.  Use the following questions as a guideline:  
 

a. How, when and where did I meet Jesus? 
b. What did I do when I met Him? 
c. How has my life changed since I met Him? 
d. What is my life with Him like now? 
e. Share a verse or passage that has really impacted you in your walk with the Lord. 

 
3. “Sharing the Gospel.”  This page should have your memorized verses listed, along with any other 

helpful phrases, tools, info, etc. to help you be prepared to share the gospel. 
 

 Please use the remainder of your notebook for notes to yourself and any helpful things you discover 
about the Lord, yourself, or girls ages 9-17 between now and when you arrive at camp!  This page might 
include reminders to yourself or challenges. 
 Lastly, put your name on the notebook, as well as the staff guidelines binder.  This notebook and the 
guidelines will be an important part of your time with us, and if you lose them – you’ll want them back! 
 
May God bless you as you seek to understand what is expected of you, why we do what we do, and how you 
might best serve the Lord at Tapawingo.  You are in our prayers! 
 
In Christ, 
 
The Administrative Staff 
 
 
 
 
 
 
 
  



12 

 

HISTORY OF TAPAWINGO 
 
Tapawingo is a Christian camp for girls ages 9-17.  It is located on an island in the middle of Lake Pleasant in 
Speculator, New York, which is inside the "blue line" of the 6 million-acre Adirondack State Park.  The word 
"Tapawingo" is a Mohawk Indian term meaning "Place of Joy," or “House of Joy.” 
    
Our Important Roots… 
Our camp history begins in 1947, but in order to understand how we were formed, we must go back earlier 
than that - all the way back to 1898! It was then that George (“Pop”) and Etta Tibbitts purchased a summer 
home in Lake George to escape the hot and uncomfortable summers of their home in Washington D.C. It 
didn’t take long for them to dream about having a summer place open to all Christians seeking beautiful 
surroundings and spiritual nourishment. In 1900, George Tibbits purchased a larger piece of land in Lake 
George to build a place for people to come and vacation. The place was called Camp Iroquois, and the number 
of interested guests soon outgrew the property.  Land with more acreage (that also bordered the large and 
beautiful Lake Pleasant) was purchased in Speculator, New York in 1914. It was named CAMP-of-the-WOODS 
(hereafter, COTW). Today COTW exists in the same beautiful location with the goal of seeing families and 
people of all ages find Christ and grow up in Him. 
 
Pop Tibbitts’ Personal Resolve formulated in 1907 
 
Whereas my earthly career must be but a few short years and realizing the necessity of a zealous, 
concentrated and intelligent service for my Maker: 
 
1.  That with God’s help I will live a true life, with one supreme ambition, namely, to do His will and spend my 
life in unselfish endeavor to present the Gospel of salvation to mankind. 
2.  That I will live a quiet, restful life, neither anxious nor restless, knowing that “it is not by might nor by 
power, but by My spirit” that victory and success is won. 
3.  That I shall spend a portion of every day in devotional Bible study and communion with Him. 
4.  That I will abide in Him so that His presence and power may be revealed through me.   
5.  That my vision of the work and its need shall be as broad as humanity and the redeeming power of Jesus 
Christ.   
6.  That I shall be stable in my belief, tactful, a living sacrifice, but not fanatical. 
7.  That my ambition will not be greater than my judgment in caring for my body, so that I will be able to do 
the work to which He assigns me. That I will live, at stated periods, close to nature that my body may be re-
created and my soul refreshed. 
8.  That I shall endeavor to introduce at least one person to Jesus Christ each day and teach that one to know 
Him as a personal Savior. Where a conversation is either inadvisable or impossible, other means to the same 
end shall be employed, such as tracts and other religious literature.   
9.  That I will prize every individual, making no difference as to condition, education or position, knowing that 
the soul is of more value than the whole world, and that Jesus Christ came to save every sinner, “not willing 
that any should perish.” 
10.  That I shall have true sympathy and compassion for all men, patient with those who are thoughtless, 
ungrateful and critical; and ever seek to do for others as I believe Christ would do for them and for me. 
11.  That I will rely completely upon the Holy Spirit for guidance, instruction and power for service.   
12.  That these simple fundamentals shall be read at least once each week to the end that I may be “steadfast, 
unmovable, always abounding in the work of the Lord.”      
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Up until 1947, families that stayed at COTW would canoe or swim the one-mile of water to the beautiful little 
island in the middle of Lake Pleasant. Most everyone assumed the island was owned by the state of New York, 
since it had never been developed. There is one documented outing in which several COTW families picnicked 
on the island for the day and got severely ill due to strychnine poisoning from the bad meat they brought.  
Other than that, not much activity is officially recorded.    

 
A Coincidental Meeting? 
In 1947, COTW Board member, Richard Woike, was at a business luncheon with a well-known lawyer from 
New York City.  During their conversation, the lawyer shared how he was having difficulty settling the affairs of 
one of his clients, an elderly woman from upstate New York. “She even owns an island in the middle of Lake 
Pleasant!” his friend explained.   
 
Immediately Mr. Woike inquired how he could buy the island, and at that same luncheon he purchased it for 
$5,000.  He built a summer residence there for his wife and son including a large house, a pump house and a 
small one-room cabin for their son.  
 
Apparently, Mr. Woike and his family arrived and departed the island via seaplane! 
 
An Adirondack downburst in just the right place! 
In 1950 a violent windstorm or downburst struck the middle of the island and cleared out an area of trees 
about the size of a baseball infield right in front of the Woike’s home built on the island. Miraculously the 
windstorm only removed trees and never touched any of the buildings nor caused any injuries. Today we 
gather in this clearing for flag raising, morning exercises, event hour and cabin prayer. It is our only playing 
field on this heavily wooded island!   
 
In 1958 Mr. Woike made a professional move to California.  Prior to selling the island to COTW, it needed to be 
determined whether or not a girls’ camp could be built on the site. The major needs included a large amount 
of gravel for sewage and water purification, and some renovations to the home. Once it was determined the 
changes were possible, the board of directors agreed to purchase the island for a summer camp. Richard 
Woike then sold the island to COTW, all buildings included, for a grand total of $25,000.   
 
A Scary Beginning… 
The first step toward creating Tapawingo was to bring 400 truckloads of gravel to the island. The only feasible 
plan for that much material was to bring it over the ice when the lake was frozen. It was difficult to find a 
company to take the job, since many truck drivers were afraid the ice would break beneath them. One 
company finally accepted the job, and the owner spent a week strengthening the ice by driving a car back and 
forth from the island to the mainland and pouring water over the path to make the ice thicker. When it came 
time to bring the gravel over, drivers drove as fast as they could, thinking that if the ice began to crack they 
needed to keep moving. All loads were successfully brought over without injury. Construction of the sewage 
system and water purification began. 
 
The Woike home was converted into the main lodge for the camp and continues to be where our dining hall 
and offices are located.  Until 1998, very minor changes had been made to the existing structure.  The small 
cabin, “Wikiup,” is where the Woike’s son originally stayed. The cabin still stands today.   
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Our Grand Opening! 
Once all the changes were made, Tapawingo opened in 1959 with Vida Wood from Taylor University as 
Director. In 1960 the Director was Jean Schabinger from Taylor as well. Then in 1961 Carolyn Ray (“Miss 
Carolyn”) from Columbia Bible College assumed the role. During the fall and winter Carolyn taught Bible as 
history in the public schools of Reidsville, North Carolina.  She continued the dual ministry of directing 
Tapawingo and teaching Bible until her retirement in 1997. Her legacy of lives reached and changed for the 
cause of Christ is truly remarkable. In 1998 Kim Winters, a graduate of Calvin College, became the Director.  
She was the Director from 1998 to 2004. Miss Kim is a woman that has a great passion for the Glory of God.  
Her prayers and faithful service to proclaim truth to everyone she meets continue to bless the ministry of 
Tapawingo. Miss Angie (Willis) Armstrong, a graduate of Tyndale University, served faithfully in counseling and 
administrative staff roles before taking the reins from Miss Kim. Miss Angie was the Director from 2005-2007. 
Her heart for Christ is evident to all. Miss Kim (Grubb) Clark began working as Miss Angie’s assistant in the fall 
of 2006 and stepped into the role of Director for summer 2008. She graduated from Lancaster Bible College 
and Tapawingo greatly benefited from her many years of experience in children’s camp ministry. Our current 
director, Miss Joy Huseland, became the Director in the fall of 2008.  Miss Joy began as a camper at the age of 
9 and has been blessed to learn from four different directors!  In 2019, Tapawingo hired Miss Claire Lippy as a 
full-time Assistant Director and Health Director. Miss Claire brings an extensive love for the outdoors and prior 
camping administration experience to the table.  
 
In honor of Miss Carolyn, all female staff members take on the title of “Miss” regardless of marital status.   
 
Tapawingo Today… 
Tapawingo has been a Christ-centered ministry serving girls ages 9-17 for 60+ summers! At any given time, we 
have a staff of ~40 women and seven men, including Counselors (many of them are lifeguards), TAP Adventure 
Counselors, Counselor-in-Training Leaders, Food Service Staff, a Driver, a Photographer/Videographer, a Craft 
Director, an Aquatics Director and Waterfront Safety Instructor (these two positions often combined with 
others), Program Directors, a Head Counselor, a Business Manager, a Health Director and Health Assistant, a 
Director’s Assistant, one full-time Assistant Director/Health Director, one full-time Director, six boat crew 
members, and a Maintenance Staff member.  Our total on-island capacity for campers is 78 per week, and we 
house 6 TAP Adventure Campers and 12 Counselors-in-Training at CAMP-of-the-WOODS and in the wilderness 
each week. We enjoy a program of 13 activity areas including hiking and camping in the beautiful Adirondack 
Park.  Our program has always been centered on Christ and His message of hope for women of all ages. Our 
TAP Adventure Program serves girls ages 14-15 and our CIT Program serves young women ages 16 and 17. 
There are 6 weeks of TAP Adventure (Weeks 1-6). This program is designed to challenge campers in new ways 
and allow them to experience much of what the wilderness has to offer in terms of adventure. There are two 
CIT sessions which run four weeks in length.  The program has been designed for those with a desire to grow 
in their leadership ability. 
 
For more information about our camp, visit our website: www.tapawingony.org.  
Tapawingo Facts:  
There are three other camps in the US that go by the name of “Tapawingo.”  They are located in Oregon, Illinois, and Virginia. 
Elevation of COTW is 1,724 feet (2,000 feet in the back of the property). 
Lake Pleasant - 4 miles long and 65 feet deep on the far side of Tapawingo, an all-natural sand lake. 
Fish found in Lake Pleasant:  Black bass, pickerel, great northern pike, and rainbow trout. 
The island is just under 4 acres. 
“Tapawingo” is a Mohawk term meaning, “Place of Joy,” or “House of Joy.” 
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LAYING THE FOUNDATIONS 
 

 
PHILOSOPHY OF OUR CAMP 
Tapawingo seeks to provide a safe place for young women to discover who God is and His best for their lives.  
It’s in this setting of unconditional love, structured challenge, healthy living and uplifting role models that we 
hope to help girls discover the Truth about the Lord, His love for them and to give them a vision for their 
future walk with Him.   
   
OVERVIEW OF OUR CAMPERS 
Tapawingo is open during the months of June, July, and August to any girl between the ages of nine and 
seventeen, regardless of her race, creed, or nationality.  A well-rounded camping program is offered for eight 
weeks with a minimum stay of one week and maximum of two weeks. 
 
Our campers come from a wide range of economic, spiritual, social, family and ethnic backgrounds.  Some are 
very exposed to the obscenity of the world; others are much more sheltered.  Some attend public schools, 
some private resident or non-resident schools and some are home-schooled.  We do our best to be sensitive 
to the multicultural backgrounds of campers at Tapawingo and to hire staff from a variety of backgrounds to 
provide a versatile ministry team. 
 
OVERVIEW OF GOALS AND OBJECTIVES 
Goals for the Camper: 

a. To learn more about Who God is, on His terms. 
b. To mature in all areas of Christian womanhood (femininity, courage, versatility, male/female 

relationships, evangelism, social skills, etc.) 
c. To learn (from God’s Word and by example) how to be a woman of God and determine her position 

before Him. 
d. To take part in a variety of activities and learn new skills. 
e. To make new friends and learn how to be a true friend. 
f. To learn the joy of good discipline and hard work. 
g. To discover God’s best for her life and set a course to follow that path. 
h. To learn to enjoy and care for the outdoors. 

 
CAMPER RULES FOR CONDUCT 
In order to help achieve the above goals, there are several standards of excellence we require.  Failure to obey 
camp guidelines/rules will result in varying levels of consequences, possibly leading to dismissal without 
refund from Tapawingo.  While it is rare that we ever need to take such extreme action, the guidelines are 
meant to be carefully upheld and obeyed by staff and campers alike. When explaining rules, be sure to explain 
each “no” with a positive “why” or “yes.” 
 

a. Speech should be edifying. Don’t gossip. Do encourage. Ephesians 4:29 “Let no unwholesome word 
proceed from your mouth, but only such a word as is good for edification according to the need of the 
moment, so that it will give grace to those who hear.” 

b. Obey counselors, support staff, and administrative staff members without complaint. Hebrews 13:17 
“Have confidence in your leaders and submit to their authority, because they keep watch over you as 
those who must give an account. Do this so that their work will be a joy, not a burden, for that would be 
of no benefit to you.”   
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c. No electronic devices. This is a great opportunity to unplug and engage face to face with the 
community around you. Be here now! Be all in! Colossians 3:17 “And whatever you do, whether in 
word or deed, do it all in the name of the Lord Jesus, giving thanks to God the Father through him.” 

d. Speech must be edifying. Psalm 19:14 “Let the words of my mouth and the meditation of my heart, be 
acceptable in thy sight, O Lord, my strength, and my redeemer.”  

e. No bullying. 
f. No discrimination based upon ethnicity and/or social status. 
g. No gum chewing (for safety reasons). 
h. Cleanliness and a healthy lifestyle should be sought. 
i. Campers should not promote or encourage any theological or religious point of view not aligned with 

the foundational beliefs of Tapawingo. “Promoting” is defined as seeking to convince other campers 
and/or staff, either by direct teaching or outward behavior. 

j. Any illegal use of drugs, alcohol, or any other violation of the moral standards of Tapawingo is 
prohibited. 

k. No flirting with staff members, visitors or COTW guests. 
l. Never leave the supervision of your counselor. 
m. Be careful to obey the Buddy Board System. 
n. Be careful to obey all Camp Hazard rules, activity area rules, waterfront safety regulations and camp 

vehicle safety regulations. 
o. Shoes must always be worn, and all shoes must have a back strap on them. Flip flops are only allowed 

during shower times. 
p. Campers must have a water bottle at camp, if they come to camp without one, they should buy one 

from the camp store. Hydration never takes a vacation!  
 
CAMPER CONSEQUENCES FOR VIOLATIONS OF CAMPER STANDARDS 
The following are acceptable consequences to be applied by staff for repeated violations of Camper Standards.  
Please be sure to post your “Cabin Rules” in a visible area of your cabin prior to camper arrival on Sunday, in 
order for parents and guardians to review your cabin policies.  Before posting your “Cabin Rules”, be sure the 
Director or Head Counselor reads and signs them. Unsigned posted rules or consequences are not allowed. 
 
1. For first violation of “No Gossip” rule, or any other violation that endangers health and/or safety of any 

campers (including self) and staff:  Camper and counselor will meet with the Director immediately to have 
a discussion and determine a course of action. 

2. For other violations of Camper Standards, following are appropriate consequences: 
a. Discussion 
b. Loss of camp store privileges (i.e. canteen) 
c. Missing Event Programming 
d. Additional caper duties during free time 
e. Earlier bedtime 

 
For any cabin that repeatedly violates the Camper Standards and is not responsive to consequences, see the 
Head Counselor, Assistant Directors and/or the Director immediately.  Do not allow a “difficult” cabin to 
fester, especially if campers are not responding to your leadership.  A difficult cabin should be handled early 
in the week, or it can become an unhealthy or even dangerous environment for all involved with the cabin.  If 
you think you have a difficult cabin, set up an appointment with the Head Counselor immediately to discuss 
the problem and make a plan of action. 
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When should I get help with a difficult cabin? 
If you experience the following in the first 24 hours and do not see immediate signs of improvement, you 
should consult the Head Counselor immediately:  
 
● Mean behavior (i.e. bullying, ganging up, whispering, discrimination based upon ethnicity or social status 

etc.) and no sign of remorse or recognition of wrongdoing.  
● Groupings of two to four girls deliberately separating themselves from the others in various ways. 
● A severe case of homesickness. 
● Severe illness. 
● Blatant disrespect of staff, rules, or campers with no signs of remorse or recognition of wrongdoing. 
● Tangible evidence of dishonesty with no signs of remorse or recognition of wrongdoing. 

 
Bullying 
It’s important to be able to recognize the signs of bullying, knowing how to address issues as they arise. Signs 
indicating that perhaps a camper is being bullied are: unexplained injuries, loss of appetite, upset stomach 
and/or headache, feelings of helplessness, decreased self-esteem, self-destructive behaviors, trouble sleeping 
and/or nightmares, lost or destroyed belongings, and the avoidance of social situations. Signs that a camper 
may be bullying others are: getting into physical or verbal fights, becoming increasingly aggressive, blaming 
others for their problems, not taking responsibility for their actions, and worrying about their reputation or 
popularity. [taken from StopBullying.gov]  
 
It is important to recognize signs of bullying early, addressing them promptly with the help of the Head 
Counselor. As a counselor, it’s your job to know what is going on in your cabin. If you suspect issues, get help 
and address them.  
 
TAP ADVENTURE PROGRAM 
“For the LORD your God has blessed you in all that you have done; He has known your wanderings through this 

great wilderness. These forty years the LORD your God has been with you; you have not lacked a thing.” -
Deuteronomy 2:7 

Mission  
In conjunction with Tapawingo’s mission statement, the TAP Adventure program exists is designed to give girls 
ages 14-15 a week of outdoor adventure, spiritual growth, physical challenge, and a safe space to fail and 
learn. 
 
Program Set Up  
TAP Adventure Program offers a different challenge to campers. Through many outdoor adventures campers 
will experience God, push their comfort zones, learn basic outdoor skills, deepen friendships, and grow in their 
faith. The week will begin and end on the island, but the majority of the week will be spent off the island, 
camping out and going on a different adventure each day! 
 
We see this program as the Capstone to a camper’s journey at Tapawingo and as a program that tees up the 
CIT Program.  
 
Campers will learn a variety of wilderness skills that include backcountry cooking, water purification, camping 
and tarp set up, canoeing, basic climbing and rappelling skills, basic whitewater knowledge, basic caving skills, 
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and Leave No Trace principles. Outdoor adventure trips include climbing and rappelling, whitewater rafting 
(water level dependent), canoeing, overnight camping trips, hiking, and caving. 
 
The program is 1 week in length and has a total of 6 girls per session. Each participant spends five days on 
wilderness excursions in the Adirondacks. They will begin the week on the island with camper orientation and 
end the week on the island with the Tapawingo banquet celebration.  
 
COUNSELOR IN TRAINING PROGRAM 
“Remember those who led you, who spoke the word of God to you; and considering the result of their conduct, 

imitate their faith.” (Hebrews 13:7) 
Mission  
In conjunction with Tapawingo’s mission statement, the Counselor in Training program exists to equip 16 and 
17 year old young women with Biblical knowledge, foundational Christian principles, leadership and 
wilderness skills, in an environment of intensive study, experiential education, and group living, in order to 
raise up godly women and future leaders (hopefully future counselors). 
 
Program Set Up  
The CIT program is 4 weeks in length and has a total of 12 girls per session. Each CIT participant spends ten 
days on wilderness excursions in the High Peaks of the Adirondacks. The rest of their time is spent on the 
island receiving further leadership training through Bible studies, group discussions/initiative activities and 
hands-on opportunities to lead and share their spiritual gifts. They are also given opportunities to lead all-
camp activities and increase in their program area knowledge. 
 
CIT and Camper Interaction: 
This program is offered so CIT’s may learn more about Christ and how to serve by watching other leaders.  
Each CIT will have many opportunities to interact with the campers, but this must be done under the direct 
supervision of a Tapawingo staff member. In other words, CIT’s may not directly supervise campers and must 
always fall under the supervision of a Tapawingo Staff member. However, CIT’s may be used as secondary 
supervision (where they are assisting a Counselor in supervising). CIT’s are not to be left alone with campers! 
For more guidelines on healthy interactions with campers please see ‘Camper/Counselor Interaction Rules.’  
Campers are to respect ALL CIT’s with the same respect they would give counselors.  If a camper is 
disrespecting a CIT, please notify one of the CIT leaders immediately. 
 
CIT and Counselor Interaction 
Counselors are to be godly examples for each CIT.  The CIT’s will be encouraged to learn from the example of 
the staff. If a staff member has a concern with a CIT (unhealthy interactions with a camper, not respecting a 
staff member, or any other questionable behavior), that staff member is responsible to report the 
concern/incident directly to the CIT Leaders. 
 
GOALS FOR THE CIT’s 
The CIT program aims to see the following objectives met in each participant: 
 1. Growth in comfort/confidence in leadership 
 2. Confidence and comfort in sharing about the Lord’s work in her life 
 3. Ability to share the gospel 
 4. Growth in Biblical knowledge 
 5. Further equipped to answer/address common Biblical questions/issues 
 6. To learn a variety of tasks, being stretched and experiencing growth in tangible ways  
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 7. To become or grow as a woman of integrity, honesty and humility 
8. To learn the spiritual disciplines and begin to put them into practice while at camp, with the 

encouragement to carry them on throughout life.  
9. To determine whether or not a CIT would be fit for staff in following years. 

 
GOALS FOR THE STAFF 
1.   To discover Who God truly is, to know Him and to understand Him better each day. 
2.   To identify ministry strengths and weaknesses. 
3.   To know how to share the gospel and her testimony effectively and demonstrate ability to do so. 
4.   To learn to do a wide variety of tasks well and with a good attitude. 
5.   To become (or grow as) a woman of integrity, honesty, and humility. 
6.   To learn the communication skills of a camping professional. 
7.   To be able to lead small and large groups effectively. 
8.   To learn spiritual discernment and discerning action. 
9.   To discover the joy of a consistently disciplined lifestyle and demonstrate that lifestyle while at camp. 
10. To become an active and healthy member in a biblical community. 
11. To become adept at memorization and application of Scripture. 
12. To become more equipped with God’s Word, demonstrating the ability to respond biblically to a variety of 
questions. 
 
We want to hold you accountable to these goals and share in your joy as you achieve goals that you set.  You 
will meet with the Head Counselor at the beginning and end of the summer to evaluate your 
progress/achievement.   
 
In order to help achieve these goals, Tapawingo upholds certain rules for its staff.  We call these our… 
  
STAFF COVENANT 
It is understood that, in addition to agreeing to the philosophies stated thus far and throughout the staff 
guidelines, our Tapawingo staff agree… 
 
1. To carefully follow and/or model all camper rules and safety regulations. 
 
2. To be professional, polite and discreet in dealings with members of the opposite sex.    

 
3. To remain professional in dealings with fellow staff members. We want to love each other and remain 

above reproach in doing so. 
 

4. To coming prepared for Staff Bible studies each week (readings and questions completed on your own 
time). 

 
5. To maintain the expected exercise regimen throughout the summer and sign off on that.  
  
6. During Time Off: (each staff member has one day/night off per week with free housing and meals) 

a. To behave in a way that glorifies the Lord and is consistent with the person you have presented 
yourself to be. Character is who you are “When no one else is watching.” (The Lord always 
sees). 

b. To be on time for the boat returning to Tapawingo (1:00 pm on Sunday). 
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c. To obey COTW rules while on COTW property (Dress codes, speed limit, bears, etc.) – 2am 
curfew for Tapawingo staff – but be smart! 

d. Take the time to write down the Tapawingo phone number and COTW emergency phone 
number should you need it for any reason while on your day off: (518) 548-5091 (Tapawingo) 
(518) 548-4311 (COTW).   The Director or Assistant Director can always be reached by radio by 
contacting the front desk of COTW (ext. 0) and asking for her to be paged or radioed. 
 

4. To be on time for everything! Make sure your watch is set the same as the Director’s watch. If you are late 
please tell us why. 
 

5. To the following terms regarding personal equipment: Please do not bring any personal sport equipment 
to the island.  (This is to prevent campers from having access to it).  Any use of swimming areas, etc. during 
your day off must be monitored in the same way we monitor swimming during “regular” camp.  There 
must be a lifeguard present and “on-duty” as usual.  When swimming at COTW staff members agree to 
abide by the safe swimming procedures set forth by COTW. Please note that COTW does not allow two-
piece bathing suits.  
 

6. The use of alcohol, illegal drugs and/or harmful, nonprescription medications is strictly prohibited both on 
and off duty. 
 

7. Staff vehicles are allowed and can be parked in the designated parking area.   
 

8. Staff vehicles must be registered, proof of insurance provided to the Personnel office, and vehicles must 
be appropriately tagged for identification purposes (tags provided). 
 

9. Staff must drive vehicles at or below the COTW speed limit when in camp.   
 

10. No personal weapons are allowed for any reason. 
 

11. No personal animals are allowed. 
 

12. Immorality of any kind as defined by Scripture is prohibited and will be dealt with in terms of the 
seriousness of the offense.  The resulting consequences/penalties/discipline will be directly related to the 
damage done.  (i.e. lying, cheating, stealing, gossip, provoking, laziness, sneakiness, etc.) 
 

13. Smoking of any kind on or off duty is strictly prohibited. 
 

14. We discourage the viewing of any “PG-13” rated movie and prohibit the viewing of any "R",“X”, “MA” or 
“NC17” rated movie (or worse) while an official Tapawingo staff member.   
 

15. Short-shorts (the old, ‘hands at the side trick’), spaghetti straps, exceedingly tight fitting clothing and    
revealing clothing is prohibited both at Tapawingo and at COTW. 
 

16. COTW and Tapawingo have a dress code (no body piercing, visible tattoos, etc.) although earrings are 
acceptable.  If you already have a body piercing (other than one or two holes in each ear), you will be 
asked to not wear jewelry in your piercing. If you have a nose ring, you will be asked to wear a clear stud 
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throughout the summer. If you have a tattoo, you will be asked to not draw attention to your tattoo and 
required not to promote tattooing. 

 
CAMPER/COUNSELOR INTERACTION RULES 
“If you cause one of these little ones to stumble it would be better for you to have a millstone tied around your 

neck and be thrown into the river.”  (Luke 17:2) 
 

1. Suspicious behavior:  I am committed to alerting my supervisor(s) of suspicious behavior. 
If you notice or suspect any marginal or odd behavior between a Tapawingo staff member or any staff  
member and a camper in terms of their interaction, report it to the Head Counselor, Assistant Director or 
Director immediately. It’s important that any deviation in behavior, especially any inappropriate behavior 
be handled immediately for the safety and protection of the camper and the staff member. As a guideline, 
don’t do or say anything to a camper that you would not do or say if the Director were not standing right 
there. 

 
2. Discipline of Campers – I am committed to carefully following discipline guidelines. 

a. Staff and camper discipline will be reviewed by the Head Counselor, Assistant Director and/or the 
Director.  Please do not give a consequence that has not been approved by one of the above staff 
members. 

 
b. When a problem arises, stay calm, gentle and confident, addressing each one immediately. 

 
c. Do not raise your voice - good counselors never yell. 
 
d. Take the camper aside and let them know you’re glad they are here and that you want them to 

have a great week, as you do for all of your campers. However, having a great week does not mean 
they can do whatever they want. There are rules that must be followed for everyone’s protection 
and benefit. If you feel it is needed, let the camper know that if it becomes necessary to take her to 
the Director, you will. 

 
e. Let us help you deal with the discipline. Remember, we know you didn’t raise this child, so don’t 

feel guilty if the camper is difficult. We don’t hold that against you! If you are struggling with a 
difficult camper, seek advice and help from an Administrative Staff member - that is why we are 
here! Always keep us informed. 

 
f. Discipline minus love equals rebellion and hatred. 

 
g. Discipline goes a longer way when you have already spent much loving time with a camper. 

 
h. We never, never, never lay our hands on campers in any way in a discipline situation. You can get 

into serious trouble for this.   
 

i. After consultation with Assistant Director or Director, a course of action will be determined. 
 

j. Our view of discipline situations is not to “punish” campers but to correct and teach them. The goal 
of any disciplinary discussion should be for a camper to leave feeling better about the situation 



22 

 

after you have spoken with or corrected them than they did before (sometimes this isn’t possible, 
but it is the goal). 

 
3. Biblical Know-How:  I am committed to working hard each day to know the Word of God. 

Do your best to know and constantly improve your knowledge of God’s character and His Word to us. 
 

4. Camp Policy Familiarity:  I am committed to working hard each day to know our camp policies and 
procedures. 
Do your best to know and constantly improve your knowledge of the staff guidelines. Try to figure out why 
we do things the way we do. It is always good to ask questions without having the attitude of 
“questioning.”  

 
STAFF AND VOLUNTEER CODE OF CONDUCT/SEXUAL HARASSMENT RULES 
 
1. Sexual Harassment: Includes but is not limited to unwelcome sexual remarks, hazing, jokes, advances, 

leering, whistling, or sexual gestures; sexual touching, fondling, molestation, assault, or other intimate 
physical contact; compelling another person to engage in a sexual act by threats or fear or undue 
influence; and providing or displaying pornographic materials to another person. 

 
The following are guidelines for appropriate/inappropriate conduct with minors: 

TOUCH 

Appropriate Inappropriate 

- Handshakes, high fives, fist bumps 

- Short, congratulatory or greeting hugs 

- Arm around the shoulder 
- Quick pat on the shoulder 
- Piggybacks with younger campers 

- Braiding/styling hair 
- Holding hands of younger campers (9 year 

olds) to lead them in a group, or in a group 
activity/game 

 

 

- Private back rubs, arm tickles, massages, etc. 
- Touching of private parts (no exceptions!) 
- Touching a child in anger, disgust, or 

frustration 

- Frontal hugs with the opposite sex 

- Sexual embraces 

- Kissing 

- Intimate wrestling or tickling 

- Holding hands (one on one, interlocking 
fingers) 

TALK 

Appropriate Inappropriate 

- Verbal praise for achievement or behavior 
- Verbal encouragement 
- Scripturally based teaching 

- Compliments or questions relating to physique 
or body development 

- Sexual jokes, homosexual innuendos, or 
bathroom humor 

- Swearing or vulgar language 

- Verbal harassment or abuse 

- Individual secrets or special gifts 

- Sexual coaching or conversation 

TERRITORY 

Appropriate Inappropriate 

- Public one-on-one interaction 

- Group or public environments 

- Sitting or lying on a bed with a minor 
- Private one-on-one interactions 
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CO-COUNSELOR COMMUNICATION TIPS 
1. Communicate early and often with your co-counselor. 
2. Make sure you know who does what when. Never assume the other one will do it. This includes having a 

schedule posted in your cabin that tells you where each other is at all times. Make sure you both know 
who does what during free time, etc. Think ahead in the day! In the morning, get a plan for who campers 
should check in with for morning and afternoon free times, etc., and let your campers know. Respond. 
Don’t react. Take a second to think and be intentional before you speak. Listen intently before jumping to 
your next thought. 

3. If you have a doctrinal disagreement with your co-counselor, you should not lead devotions on that topic.  
Stick with Truths you can agree on and WAIT to cover the topic in question. Independently investigate 
both sides of the issue, and plan to get back together at a later date to share what you discovered about 
the “other side”. This is an excellent way to seek TRUTH together. 

4. Don’t fall into the “good cop/bad cop” syndrome.  Make sure you are sharing the task of being the “bad” 
guy and the “good” guy. Be on the same page. Campers will be more likely to follow with ease if they know 
their co-counselors are united and care about each other. 

5. Tell your co-counselor immediately when you sense tension of any kind. Don’t be a martyr.  
6. Make sure you are saying “we” instead of “I” when addressing the cabin. 
7. Don’t forget to be gentle in correcting your campers. Seek to be unified in how and when you correct. If all 

you do all week is correct your campers, you have a problem that needs to involve the Head Counselor, 
Assistant Director or Director. Seek to encourage your campers and praise the good things you see!  

8. Pray for your co-counselor and for an increased, Christ-like love for her! Pray together! Every day.  
9. Don’t argue or disagree with your co-counselor in front of campers. 

 
*Please note that if you and your co-counselor are having a difficult time, we really are here to help you. 
We want this to be a beneficial experience for both of you! You may just need to humbly ask for help.  

 
CONSEQUENCES FOR VIOLATIONS OF ANY OF THE STAFF COVENANT COMMITMENTS 
Following is a list of the possible consequences for various willful violations of the staff standard.  In addition 
to direct violations of those commitments listed above, “violations” of the staff covenant commitments 
include any negligent or willfully disobedient behavior that endangers the health and safety of camper(s) or 
staff, any unsafe or unauthorized use of equipment, or any repeatedly negative attitude or behavior that 
results in poor job performance. 

a.  Additional caper assignments to be performed after camper bedtime. 
b.  A meeting with the Director, Assistant Directors and/or Head Counselor to determine an appropriate 

course of action up to and including termination. 
 
POSSIBLE REASONS FOR IMMEDIATE DISMISSAL FROM STAFF 
1. Drinking alcoholic beverages, use of any type of tobacco products or illegal drugs in camp or on time off.   
This includes wedding receptions, restaurants and any other place that a staff member might visit. 
2. Any degree of sexual contact between staff and camper, staff and staff, or staff and guest. 
3. Any degree of sexual harassment of fellow staff members, campers, or guests. 

a. This includes but is not limited to unwelcome sexual remarks, hazing, jokes, advances, leering, whistling, 
or sexual gestures; sexual touching, fondling, molestation, assault, or other intimate physical contact; 
compelling another person to engage in a sexual act by threats or fear or undue influence; and providing or 
displaying pornographic materials to another person. 

4. Male/female staff staying in same motel, hotel, tent, or cabin etc. This includes adjoining rooms at a given 
sleeping location and sleeping in the same home where no parent or guardian is present. 
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5. Unauthorized trips off the island, via boat or swimming. 
6. Repeated violations of the Staff Commitments and/or camp policies with no sign of improvement. 
7. The discovery that a staff member has willfully given false information on his/her application and/or 

contract.  
8. A staff member planning to leave before the fulfilling of his/her signed agreement. 
9. Loss of ability to perform assigned position with excellence. 
10. Repeated unexpected leaves of absence or days missed. 
11. Repeatedly poor performance reviews:  A performance review includes review of camper evaluations for 

that session, in addition to reviews done by Administrative Staff and Director throughout the summer.   
Before any consequence is determined, you will have a meeting with the appropriate Administrative Staff 
member and/or Director to discuss the standard violation and determine the best course of disciplinary action.  
Please know that the above procedures are handled with professionalism, tact, courtesy, and prayer. 
 
STAFF BENEFITS 
1. A free room (bedding provided) at COTW for your day off 
2. Free use of all COTW facilities during day off 
3. Room and board 
4. Free laundry:  We provide detergent. 
5. Free day off meals at COTW during staff mealtimes. 
6. Use of COTW and Tapawingo equipment (proper safety procedures must be followed, PFD’s [Personal 

Floatation Devices] must be worn, and boats must be signed out by Program Director prior to use). Note 
that COTW guests take priority over day off staff members. 

 
POSITIONS AT TAPAWINGO 
 
The positions at Tapawingo are categorized into counseling staff and administrative/support staff. Counseling 
staff are required to attend all counseling staff meetings, and their main responsibilities include leading, 
guiding, and supervising campers under the direction and supervision of the administrative staff. At least one 
representative from each department of administrative staff is required to attend all administrative meetings 
and communicating necessary information to their team. Leadership staff are responsible for providing 
guidance/support to the counseling and support staff through their specific roles. Support staff consists of the 
Food Service Assistant, Driver, Assistant to the Health Director and the Crafts Director as well as the 
Waterfront Safety Instructor. The support staff are required to attend all counseling staff meetings. Their role 
is critical in serving as the eyes and ears for both the counseling staff and leadership staff.  
 

Position:  Director of Tapawingo 
Purpose:  To direct comprehensive camping program for girls 9 - 17 years old. 
Responsible to: President and Executive Director of COTW and Senior Director  
Responsibilities:   
1.   Develop and implement the mission, goals and objectives of Tapawingo. 
2.   Determine needs of target populations to be served by camp, and develop programs/systems 
      accordingly. 

a. Remain current with information on the developmental needs of youth. 
b. Annually seek and analyze input from youth, families, and staff regarding the quality, safety, and 

enjoyment of the program and staff. 
3.   Develop and implement a marketing plan for camper and staff recruitment/retention. 
4.   Design and implement a Christ-centered program based on the mission, goals and objectives of camp. 



25 

 

5.   Develop and implement a health care plan that provides for the health and safety of campers and staff. 
6.   Develop and implement a nutritious and sanitary food service program. 
7. Develop and implement a safe transportation system to meet the needs of the program. 
8. Supervise the physical preparation of camp for opening. 

a. Opening/cleaning of all buildings 
b. Repairs needed 
c. Testing equipment, power, water, plumbing, etc. 

9. Make repairs, or get repairs done as needed. 
10. Supervise the physical opening and closing/winterizing of Tapawingo. 
11. Develop a financial program including fundraising, budgeting and investments. 
12. Develop a plan for managing staff including initial and ongoing training and development, system of 
      evaluation and review, system of disciplinary action, and system of supervision/accountability. 
13. Maintain good communication with COTW supervisors and/or legal counsel        
      including weekly status reports, end-of-season reports, and crisis reports as needed. 
14. Maintain good communication with camper parents/guardians. 
15. Develop and implement an overall safety plan as required by the New York State Department of Health. 
16. Develop and implement Audit Standards for highest methods of practice. 
Qualifications:  25 years old or hold Bachelor’s degree, Camping administration experience. Background 
screened and cleared by State Central Registry for Child Abuse and Maltreatment and New York State Health 
Department for criminal conviction. A Christian in agreement with the Camp’s Statement of Faith and Mission 
Statement. 
Physical Requirements: Ability to listen to others, observe others’ actions, manage people, read text and 
information, comprehend instructions and manuals, and physical ability to move about the camp property in 
various environmental conditions.  
 
Position:  Assistant Director 
Purpose: To function as Director on Director’s day off, and when Director is present, as second in 

command in all aspects of Director’s duties.  
Responsible to: Director of Tapawingo 
Responsibilities: 
1. Be familiar with all aspects of Director’s duties and assist her with them (See Director’s Job Description) 

including constant study, implementation and updating of NYSDOH Safety Plan, Standards Audit Checklist, 
Activities Manual, Business Manager’s Manual and Staff Guidelines. 

2. Be responsible to alert Director of any digression from agreed upon practices in above manuals. Conduct 
all background checks for all staff, including supervising any actual reporting to be done.  

3. Be able to fill-in for any supervisory position as needed. 
4. Provide direct leadership and oversight to Administrative Staff Team as designated by Director. 
5. Oversee organization of camp store. 
6. Oversee the camp budget during summer months. 
7. Create weekly boat schedule.  
8. With Director, keeps copies of staff certifications in Wilderness First Aid, CPR, lifeguarding, WSI, EMT, RN 

and/or EMP. 
9. Manage and coordinate communication with vendors.  
10. Maintain accountability with administrative and support staff and alert Director of any issues that cannot 

be quickly resolved. 
11. Assist Administrative Staff members with ordering supplies and requesting maintenance for equipment as 

needed. 
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12. Support CIT Staff and TAP Adventure Staff emotionally and programmatically (through equipping them 
with tools they need). 

Qualifications: 21 years old or hold Bachelor’s degree. Previous camping experience. A Christian in agreement 
with the Camp’s Statement of Faith. 
Physical Requirements: See Directors ‘Physical Requirements’ 
 
Position:  Director’s Assistant 
Purpose: To assist Director with any necessary functions with particular focus on Human Resources (i.e. 

staff housing, staff arrival and departure logistics) and Biblical teaching. Emphasis on supporting 
CIT Leaders and TAP Adventure Leaders. Along with Assistant Director, provides support and 
leadership to other Administrative Staff. On Director’s day off, functions as second in command 
to Assistant Director.   

Responsible to: Director of Tapawingo 
Responsibilities: 
1. Be familiar with all aspects of Director’s duties and assist her with them (See Director’s Job Description) 

including constant study, implementation and updating of NYSDOH Safety Plan, Standards Audit Checklist, 
Activities Manual, Business Manager’s Manual and Staff Guidelines. 

2. Be responsible to alert Director of any digression from agreed upon practices in above manuals. Conduct 
all background checks for all staff, including supervising any actual reporting to be done.  

3. Be able to fill-in for any supervisory position as needed.   
4. Oversee HR paperwork and coordinate with CAMP-of-the-WOODs Personnel Team. 
5. Oversee cleanliness and upkeep of staff housing including Skylight, Wolfjaw, Grace Peak. 
6. Provide direct leadership and oversight to Administrative Staff Team as designated by Director. 
7. Maintain accountability with administrative and support staff and alert Director of any issues that cannot 

be quickly resolved. 
8. Teach all-camp Bible lesson once or twice a week in Director’s absence. 
9. Lead staff in staff Bible study on Director’s Day Off. 
10. Design and implement Stayover Program. 
11. With Director, keeps copies of staff certifications in Wilderness First Aid, CPR, lifeguarding, WSI, EMT, RN 

and/or EMP. 
Qualifications: 21 years old or hold Bachelor’s degree. Previous camping experience. A Christian in agreement 
with the Camp’s Statement of Faith. 
Physical Requirements: See Directors ‘Physical Requirements’ 
 
Position:  Health Director(s)  
Purpose:  To oversee the health and sanitation of the camp, campers and staff. 
Responsible to: Director of Tapawingo 
Responsibilities:  
1. Oversee initial health screening of campers. Stay four weeks ahead of camper paperwork. Oversee health 

portion of camper registration on Sundays.   
2. Oversee daily health surveillance of camp occupants. 
3. Alert and instruct appropriate staff of any incoming camper whose health requires special care. 
4. Meet with Director weekly to update her on the general health and sanitation of camp/health concerns.  
5. Maintain camper’s confidential medical histories. Keep health center log up to date. Keep all past records 

on file until the camper is 21 years old. 
6. Photocopy/scan health forms as we receive them and send appropriate information on out of camp trips 

with staff along with a prepared first aid kit. 
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7. Collect all medications. Distribute and administer camper medications and record self-administration of 
prescription drugs at the correct times. Return medications to departing campers upon departure (usually 
Saturdays).  

8. Follow camp procedures in terms of parental contact for emergencies (see staff guidelines). 
9. Handle health emergencies and injuries, including emergency preparedness and provisions for professional 

health care. 
10. Report incidents that are reportable to New York State Department of Health within 24 hours. 
11. Communicate to counselors that appropriate documentation must be collected from clinic/hospital visits 

and two copies must be made: one for our records, and one to send with the parents of the camper/staff 
member.  

12. Perform support staff duties as able. 
13. Compile end of summer reports, which include an inventory of medical equipment and supplies, purchase 

requests for the next season, evaluation of procedures and regulations, summary of camper and staff 
illness and injuries, and recommendations for next season.  

14. Instruct staff regarding procedures for dealing with bodily fluids and medical waste, in compliance with 
sanitary code. 

15. Review performance of staff as it relates to the health and sanitation of camp. 
16. Assist in organizing the documentation of necessary paperwork for Audit and NYSDOH as it pertains to this 

position and as required by the Director of Tapawingo. 
17. Attend a weekly administrative staff meeting. 
18. Order medical supplies as needed and keep an inventory of medical supplies.  
Qualifications:  21 years of age or older, Physician, Physician’s Assistant, Registered Nurse, or other person 
acceptable to the permit-issuing official. Shall be on-site. A Christian in agreement with the Camp’s Statement 
of Faith. 
Physical Requirements: Ability to lift/assist campers and staff, ability to read and follow directions on 
medication labels, health forms and parent letters. 
 
Position:  Assistant to the Health Director(s)  
Purpose:  To support the Health Director(s) in overseeing the health and sanitation of the camp, 
campers and staff. 
Responsible to: Health Director(s) and Assistant Director 
Responsibilities:  

1. Help to oversee initial health screening of campers.  Stay four weeks ahead of camper paperwork.  
Help with camper check in on Sundays.   

2. Help oversee daily health surveillance of camp occupants. 
3. Help alert and instruct support staff of any incoming camper whose health may require special care. 
4. Meet with Health Director(s) weekly to update them on the general health and sanitation of 

camp/health concerns.  
5. Help to maintain camper’s confidential medical histories. Keep infirmary log up to date. Keep all past 

records on file until the camper is 21 years of age. (Location in the summer: Attic above the nurse’s 
quarters. Location in the other months: Under Purdy Center Stairs). Both are locked locations.  

6. Photocopy/scan health forms as we receive them. Input and print appropriate information to be sent 
with staff members on out-of-camp trips along with a prepared first aid kit. 

7. Help to collect all medications. (Only Registered Nurses in New York State may distribute and 
administer camper medications and record self-administration of prescription drugs at the correct 
times. Help to return medications to departing campers on Saturday).  

8. Follow camp procedures in terms of parental contact for emergencies (see staff guidelines). 
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9. Assist in handling health emergencies and injuries, including emergency preparedness and provisions 
for professional health care. 

10. Assist in reporting incidents that are reportable to New York State Department of Health within 24 
hours. 

11. Assist in communicating to counselors that appropriate documentation must be collected from 
clinic/hospital visits and two copies must be made: one for our records, and one to send with the 
parents of the camper/staff member.  

12. Perform support staff duties as able. 
13. Compile end of summer reports, which include an inventory of medical equipment and supplies, 

purchase requests for the next season, evaluation of procedures, forms and regulations, summary of 
camper and staff illness and injuries, and recommendations for next season.  

14. Instruct staff with regard to procedures for dealing with bodily fluids and medical waste, in compliance 
with sanitary code. 

15. Assist in reviewing performance of staff as it relates to the health and sanitation of camp. 
16. Assist in organizing the documentation of necessary paperwork for Audit and NYSDOH as it pertains to 

this position and as required by the Director of Tapawingo. 
17. Attend weekly counseling staff meeting. 
18. Assist in ordering medical supplies as needed and keep an inventory of medical supplies.  

Qualifications: 21 years of age or older (preferred), Physician, Physician’s Assistant, Registered Nurse, Nursing 
Student or other person acceptable to the permit-issuing official.  Shall be on-site.  A Christian in agreement 
with the Camp’s Statement of Faith. 
Physical Requirements: Ability to lift/assist campers and staff, ability to read and follow directions on 
medication labels, health forms and parent letters. Ability to serve as driver of camper vehicles (preferred). 
 
Position:  Business Manager  
Purpose: To manage the Camper Registration process and assist Camp Director in any and all aspects of 

camp as needed.   
Responsible to: Director of Tapawingo, Assistant Director 
Responsibilities:  
1. Register campers for Tapawingo and obtain all required paperwork and monies for campers prior to their 

arrival. 
2. Update and maintain camper files on CampBrain, Tapawingo’s software system.   
3. Collect and keep on file all documents required by the State of New York including individual signatures 

confirming that all staff (in staff training) and all campers (during their first 24 hours at camp) have been 
trained/oriented in what to do in the event of a lost camper situation, fire or lightning storm.  

4. Manage office, including maintaining and ordering supplies, keeping files updated, overseeing equipment 
repairs and maintenance, and performing any other office-related duty. 

5. Manage phones and coordinate communication between Tapawingo and camper families and Tapawingo 
and COTW. 

6. Prepare cabin assignments for all campers prior to their arrival. 
7. Manage and maintain camper account records. 
8. Assist in the documentation of required Audit and NYSDOH paperwork as it pertains to this position and as 

required by the Director of Tapawingo. 
9. Other duties include typing and mailing letters, responding to e-mails, delivering messages and/or 

packages to the post office or COTW, picking up shipments from the post office or COTW, managing phone 
use, overseeing various schedules and file maintenance, distributing mail to campers and staff, and 
assisting with campers while counselors are on their day off. 
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10. Ensure that worship slides are prepared in advance of each night’s worship. 
11. Attend a weekly administration meeting.  
Qualifications:  18 years old or older. Camp counselor experience preferred. Office and administrative skills. A 
Christian in agreement with the Camp’s Statement of Faith. Ability to effectively communicate orally and in 
writing, as well as manual dexterity to utilize computer and other office equipment. Accounting and business 
experience preferred. 
 

Position:  Craft Director 
Purpose:  To oversee the craft cabin and all craft activities 
Responsible to: Business Manager and Assistant Director  
Responsibilities: 
1. To purchase all craft projects within a budget limit during pre-season. 
2. To come up with ideas for all projects prior to the Tapawingo season. These ideas must be approved by the 
Assistant Director. 
3. To maintain record of what each camper purchased in the craft cabin during her stay at Tapawingo and 
report to the Business Manager daily. 
4. Supervise campers and ensure that the staff to camper ratio never falls below 1:8 during four craft periods 
and during free time 5 days a week. 
5. To disciple other staff members. 
6. To maintain a detailed inventory at the beginning and end of each season. This report must be given to the 
Director and Assistant Director. 
7. To maintain a clean, organized and friendly environment in the craft cabin. 
8. To re-order items throughout the summer while maintaining the craft budget. 
9. Attend a weekly counseling meeting and administrative staff meeting. 
Qualifications:  18 years of age or older. Ability to maintain a clean and organized working environment.  Shall 
be on-site or off-site depending on interview with Director.  A Christian in agreement with the Camp’s 
Statement of Faith. 
Physical Requirements: Ability to lift heavy boxes. Ability to stand for long periods of time.  Ability to read and 
follow directions. 
 
Position:  Waterfront Director/WSI 
Purpose:  To oversee the waterfront and water related activities 
Responsible to: Director of Tapawingo, Assistant Director 
Responsibilities: 

1. Supervise testing each camper at beginning of camp to determine swimmer ability in conjunction with 
the qualified WSI staff.  

2. WSI is in charge of teaching learn to swim classes. 
3. Oversee all waterfront activities, including the training and enforcement of safety standards, lost  

swimmer procedures, maintenance of equipment, inventory of equipment, and training of counselors 
in all water activities. 

4. Determine safety of “unapproved” swimming sites according to procedures described in Waterfront 
Manual, or assign duties of determining site to WSI staff. 

5. Review lifeguards on their skill level. 
6. Supervise and plan lifeguarding drills each week and document drills performed. 
7. Perform and document a daily check of the waterfront area to ensure safety, cleanliness and free of 

hazards/debris. 
8. Perform re-tests for non-swimmers who did not initially pass the swim test if they wish to re-take. 
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9. Assist in completion of required documentation of NYSDOH paperwork and Audit paperwork as it 
pertains to this position and as required by the Director of Tapawingo. 

10. Attend a weekly administrative meeting.  
Qualifications: 21 years of age or older, current (not exceeding one year) certification in CPR for the 
Professional Rescuer, and First Aid. Three seasons of camp waterfront experience as a lifeguard or aquatics 
director. Camp counselor experience. Holds a current American Red Cross Water Safety Instructor certificate 
or equivalent for the professional rescuer. Holds a current American Red Cross Lifeguard Management 
certificate or equivalent. A Christian in agreement with the Camp’s Statement of Faith. 
Physical Requirements: Ability to endure prolonged standing, some bending, stooping, and stretching. 
Requires hand-eye coordination and manual dexterity to manipulate program equipment and activities. 
Willing to live in a camp setting and work irregular hours, delivering program in the facility available. Operate 
with daily exposure to various weather conditions. 
*Special Note: This job may be the responsibility of 2 people if necessary. The waterfront director will always 
be at least 21 years old with 3 years of prior waterfront experience. Another staff member who is a WSI may 
assist her if she does not hold that certification. 
 
Position:  Food Service/Cleaning Manager and Assistant 
Purpose:  To oversee the food service and cleaning/maintenance needs of the camp 
Responsible to: Director of Tapawingo/Assistant Director 
Responsibilities:  
1. Oversee set-up, service and clean-up of camp meals as outlined in staff guidelines. 
2. Oversee the inventory and ordering of food, equipment, and supplies and arrange for the routine 

maintenance, sanitation, and upkeep of the camp kitchen, its equipment, and facilities. 
3. Supervise all camper and support staff help in kitchen. 
4. Supervise all hike food and assist counseling staff with organizing these items for hikes. 
5. Make reports, recommendations and plans regarding food service quality. 
6. Perform support staff duties as needed. 
7. Prepare end of summer report. 
8. Be informed on state health requirements and ensure camp’s compliance with any and all food service and 

maintenance/sanitation standards.  
9. Assist in compliance with fire safety and emergency procedures. 
10. Assist in completion of Audit and NYSDOH paperwork as it pertains to this position and as assigned by the 

Director of Tapawingo. 
11. Meet with Health Director to determine course of action for campers and staff members with special 

health and dietary needs.  
12. The Food Service Director will attend weekly administration meeting and the Assistant to the Food Service 

Director will attend weekly administration and counseling meetings. 
Qualifications: 18 years of age or older. A Christian in agreement with the Camp’s Statement of Faith.  
All staff this young will need to have been through our camping program at Tapawingo prior to working for 
Camp in this position. This will enable us to feel confident in their maturity and character. 
Physical Requirements: Physical ability to lift and carry heavy boxes (up to 50 pounds), physical mobility and 
endurance to perform tasks while standing/walking for long periods of time (60 minutes or more), and ability 
to safely and properly use kitchen equipment. 
 
Position:  Program Director of Operations 
Purpose:  Provide assistance to all Directors, with special emphasis on camp programming 
Responsible to: Director of Tapawingo/Assistant Director 
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Responsibilities:  
1. Promote and maintain badge incentive program for all activity areas. 

a. Train, supervise and review counselors in leading of activities. Document skill. 
b. Create and manage activity-related skits. 
c. Manage all aspects of badge program, including awards ceremony. 

2. Maintain all activity areas 
a. Keep equipment maintenance records and make maintenance/repair requests as needed including 

low ropes course maintenance log. 
b. Make supply requests as needed. 
c. Train and supervise staff in proper equipment care and maintenance. 

3. Ensure that all safety standards are enforced and maintained for each activity. 
4. Provide assistance to all other staff leaders as needed and directed by Assistant Director. 
5. Provide hiking program supervision, performance review and development of program. 
6. Assist in development of all activity area manuals. 
7. Work with Assistant Director to plan and promote two event hours per week to coincide with summers’ 

theme when possible.   
8. Maintain and promote “Rainy Day” Program. 

a. Be prepared to run Rainy Day program.  
b. Pre-plan and prepare for Rainy Day in terms of materials needed, delegation needed, etc. 

10. Spend a significant amount of time completing all documentation required for the Audit and NYSDOH to 
be reviewed by Tapawingo Director. 
11.   Attend a weekly Administrative Staff Meeting.  
Qualifications:  21 years of age or older, a Christian in agreement with the Camp’s Statement of Faith. 
Previous camp experience.  Holds a current CPR-FPR certificate, and Wilderness First Aid certification.  
Physical Requirements: Requires hand-eye coordination and manual dexterity to manipulate program 
equipment and program activities. Requires normal range of hearing and eyesight to record, prepare, and 
communicate appropriate camper activities/programs.  Ability to live in a camp setting and work irregular 
hours, delivering programs in the facility available. Highly self-motivated individual with ability to accomplish 
many detail-oriented tasks. 
 
Position:  Program Director of Scheduling and Marketing 
Purpose:  To provide direct assistance to all Directors, with special emphasis on scheduling, 
marketing, and executing the overall programming of Tapawingo. 
Responsible to: Assistant Director and Director of Tapawingo 
Responsibilities: 
1. Plan staff and camper scheduling for activity areas. Distribute schedule in a timely and orderly manner. 
2. Re-work schedule as conflicts arise. 
3. Work with Program Director of Operations in order to complete paperwork, signups, event hours, 

evaluations and any other program needs as assigned by Assistant Director/Director. 
4. In conjunction with Tapawingo Assistant Director and Photographer/Videographer, work out a year-long 

marketing calendar for Instagram and videos. 
5. Be familiar with all procedures and rules of Program Director of Operations position in order to effectively 

function in her absence. 
6. Work in conjunction with Photographer/Videographer to market programming aspect of camp. 
7. Provide assistance in the completion of Audit and NYSDOH documentation to be reviewed by the Director 

of Tapawingo. 
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8. Manage and update social media accounts with instruction from Director/Assistant Director and in 
conjunction with Photographer/Videographer. 

9. Attend weekly counseling and administrative staff meeting. 
Qualifications: 21 years of age or older. A Christian in agreement with the Camp’s Statement of Faith. 
Administrative experience. Marketing experience. Ability to perform helpful staff evaluation and feedback 
reviews to encourage staff members and keep them accountable to Camp’s standards. Previous camp 
experience (preferred). Holds a current CPR-FPR certificate, and Wilderness First Aid Certification, and 
Lifeguard/Waterfront Certificate.  
Physical Requirements: Requires hand-eye coordination and manual dexterity to manipulate program 
equipment and program activities. Requires thoughtful time and persistence in creating an honorable and 
timely weekly staffing schedule. Requires normal range of hearing and eyesight to record, prepare and 
communicate appropriate camper activities/programs. Ability to live in a camp setting and work irregular 
hours, delivering programs in the facility available. Highly self-motivated individual with ability to accomplish 
many detail-oriented tasks. Effective leader with good listening and communication skills.  Must be an 
approved driver of Tapawingo vehicles. 
 
Position:  Photographer/Videographer 
Purpose:  To use photography and videography to tell the stories of Camp Tapawingo with the 
glory of Christ in mind. To manage Camp’s social media accounts in conjunction with Tapawingo professional 
guidelines.  
Responsible to: Tapawingo Director/Assistant Director 
Responsibilities: 
1. In conjunction with Tapawingo Assistant Director, work out a year-long marketing calendar for Instagram 

and videos. 
2. Take pictures and design weekly slideshows. Sort the best of these pictures in order to save them in a 

folder for the Tapawingo website (about 100-150 of the best pictures each week). 
3. Save photos and videos in a well ordered and easily accessible manner for Director and Assistant Director’s 

use. 
4. Transfer pictures to the CAMP-of-the-WOODS Marketing team on a weekly basis. 
5. Manage and update social media accounts with instruction and approval from Director. 
6. Attend weekly administrative staff meeting. 
Qualifications: 20 years of age or older. A Christian in agreement with the Camp’s Statement of Faith. A 
portfolio or body of work reviewed by the Camp Director. Ability to produce weekly slideshows/videos that 
comply with parental privacy requirements. Ability to take photos to be used for marketing purposes which 
capture the spirit of camp. Ability to work in conjunction with the Tapawingo Director to produce videos to be 
used throughout the year for Tapawingo promotional purposes. Ability to meet deadlines. 
Physical Requirements: Ability to move around camp and maneuver equipment. Manual dexterity. 
 
Position:  Driver/Support Staff 
Purpose:  To serve the campers and staff by driving them to needed locations such as hikes, 
airports, doctor visits etc. To serve willingly within the overall operational needs of Tapawingo. 
Responsible to: Summer Director’s Assistant and Director of Tapawingo 
Responsibilities: 
1. According to schedule, drive camper cabins to their hiking locations. 
2. Work with Business Manager to ensure all camper’s with airport pick-up and drop-off are successfully 

transported to the airport. 
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3. Maintain a schedule of exercise and rest in order to be able to appropriately serve as the driver of camp 
vehicles. 

4. As other duties allow, assist Program Directors and Food Service Team with supervision, event hours, 
Dining Hall prep. 

5. Be familiar with all driving procedures, including driver and navigator responsibilities.  
6. As needed, serve as a hiking leader. 
7. Assist Summer Director’s Assistant with inputting of Maintenance Requests for the island and completing 

any maintenance tasks as able. 
8. As other duties allow, assist Food Service Director with organization of sheds/supplies. 
9. Assist Tapawingo Director with execution of camper/staff laundry. 
10. Assist in completion of weekly and daily van cleanout/safety checks. 
11. Inform Summer Director’s Assistant of any needs as they pertain to vehicles/maintenance/vehicle first aid 

kits.  
12. Provide assistance in the completion of Audit and NYSDOH documentation pertaining to vehicles to be 

reviewed by the Director of Tapawingo. 
13. Help to manage cleanliness/organization of Skylight/Wolfjaw and inform Summer Assistant Director of 

needs as they arise. 
14. Attend weekly counseling and support staff meeting. 
Qualifications: 20 years of age or older. A Christian in agreement with the Camp’s Statement of Faith. Holds a 
current CPR-FPR certificate and Wilderness First Aid certification. This position requires a true servant’s heart, 
great flexibility and willingness to do whatever task is required of her.   
Physical Requirements: Must maintain a physical fitness regimen and be able to hike with campers. Must be 
an approved driver of Tapawingo vehicles. Must submit driver’s background check to be screened by Camp 
Director. 
 
Position:  Head Counselor 
Purpose:  To provide leadership and supervision to assigned campers, and to act as a supervisor to 
counseling staff. 
Responsible to: Director of Tapawingo, Assistant Director 
Responsibilities:  
1. At times, will also function as counselor to campers (see counselor information).  
2. Provide leadership & guidance for campers and counselors in following areas: 

a. Camp rules, policies and traditions 
b. Camp activities 
c. Spiritual life 
d. Health and safety 
e. Cabin and area cleaning procedures 
f. Goal setting 

3. Make any necessary reports to Director and Health Director regarding: 
a. Abuse of health 
b. Suspicions of child abuse 
c. Mental or emotional problems 

4. Lead and organize team-building activities for counseling staff. 
5. Serve as observer for waterfront when scheduled. 
6. Direct activity periods as scheduled. 
7. Assist in planning, developing and implementing counselor Bible studies/discussion groups. 
8. Review, agree and assist in attaining camper goals. 
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9. Create atmosphere of creativity, joy and fun for camp. 
10. Attend meetings with Director regarding performance, morale, spiritual growth, ability, professionalism, 

responsibility and overall maturity of counseling staff. 
11. Maintain accountability with counseling staff and alert Director of any issues that cannot be quickly 

resolved. 
12. Assist in communication with parent/guardian of campers as directed by Director. 
13. Assist in developing staff unity, including one-on-one performance review meetings with counselors. 
14. Generate counselor reports/evaluations as needed and as directed by Director.  
15. Agree, comply with and promote all policies, rules, standards and directives as outlined in staff guidelines. 
16. Perform support staff duties as outlined in Staff Guidelines as needed. 
17. Complete appropriate Audit and NYSDOH paperwork as it pertains to this position and as assigned by the 

Director of Tapawingo. 
18. Attend a weekly Administrative Staff meeting. 
Qualifications:  21 years of age or completed one year of college. Love for children and desire to grow, learn 
and lead.  Understanding and agreement of aims and philosophy of camp. A Christian in agreement with the 
Camp’s Statement of Faith. 
Physical Requirements: Please see Counselors’ ‘Physical Requirements’ 
 
Position:   Counselor in Training Leaders 
Purpose: Design and implement CIT curriculum and program. Provide leadership and supervision 

to CIT participants.   
Responsible to:  Director/Assistant Director of Tapawingo 
Responsibilities: 
1. Design and execute program curriculum. 
2. Guide CIT’s in their interaction with each other and in functioning as a team. 
3. Ensure CIT program is in compliance with NYSDOH and Audit regulations at all times.  
4. Provide leadership and guidance for the CIT’s in the following areas: 
 a. Camp rules and policies 
 b. CIT leadership roles at camp 
 c. Spiritual life 
 d. Goals 
 e. Wilderness trip rules and skills 
5. Lead Bible studies, group discussions, and cabin devotions in accordance with curriculum. 
6. Fulfill traditional counselor responsibilities. 
7. Prepare for, organize, and lead wilderness trips, including: 
 a. Preparing pre-hike trip route 
 b. Plan and purchase trip menu 
 c. Communicate with LIFT program as to use of trip gear 
  d. Prepare trip paperwork as needed by NYSDOH, NYSDEC, and/or Audit accreditation standards 

e. Communicate with Health Director as to specific health responsibilities on trail and/or specific 
camper needs 

8. Attend meetings with Camp Director/Assistant Director regarding performance and CIT updates. 
9. Assist in communication with parent/guardian of camper as directed by Tapawingo Director. 
10. At the conclusion of each CIT session, provide performance reviews to Tapawingo Director for each CIT. 
Inform her of potential candidates for future staff. 
11. One representative should attend weekly Administrative Staff meeting. 
12. Maintain physical discipline schedule to help ensure safety of campers. 
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Qualifications: 21 years of age or completed one year of college. Understanding and agreement of aims and 
philosophy of camp.  A Christian in agreement with the Camp’s Statement of Faith. Holds a current CPR-FPR 
certificate, and Wilderness First Aid certification.   
Physical Requirements: Please see Counselors ‘Physical Requirements.’ 
 
Position:   TAP Adventure Leaders 
Purpose: Design and implement TAP Adventure curriculum and program. Provide leadership and 

supervision to Adventure campers.   
Responsible to:  Director/Assistant Director of Tapawingo 
Responsibilities: 
1. Design and execute program curriculum. 
2. Guide campers in their interaction with each other and in functioning as a team. 
3. Ensure TAP Adventure program is in compliance with NYSDOH and Audit regulations at all times.  
4. Provide leadership and guidance for the campers in the following areas: 
 a. Camp rules and policies 
 b. Spiritual life 
 c. Goals 
 d. Wilderness trip rules and skills 
 e. Group dynamics 
5. Lead Bible studies, group discussions, and cabin devotions in accordance with curriculum. 
6. Fulfill traditional counselor responsibilities. 
7. Prepare for, organize, and lead wilderness trips, including: 
 a. Preparing trip route and listing gear needed 
 b. Plan and purchase trip menu 

 c. Be prepared for teaching outdoor skill lessons, devotions, and the daily spiritual emphasis. 
d. Communicate with LIFT program as to use of trip gear, keep gear clean and in working condition.  

  e. Prepare trip paperwork as needed by NYSDOH, NYSDEC, and/or Audit accreditation standards, 
review Emergency Action Plan 

f. Communicate with Health Director as to specific health responsibilities on trail and/or specific 
camper needs, obtain health forms and first aid kits 

8. Attend meetings with Camp Director/Assistant Director regarding program updates and suggestions. 
9. Maintain physical discipline schedule to help ensure safety of campers. 
Qualifications: 21 years of age or completed one year of college. Understanding and agreement of aims and 
philosophy of camp.  A Christian in agreement with the Camp’s Statement of Faith. Holds a current CPR-FPR 
certificate, and Wilderness First Aid certification.  WFR is strongly preferred with experience in climbing, 
caving, backpacking, and canoeing.  
Physical Requirements: Please see Counselors ‘Physical Requirements.’ 
 
Position:  Counselor/Lifeguard 
Purpose:  To assist Waterfront Supervisor in managing and maintaining the waterfront 
Responsible to: Waterfront Director/Assistant Director/Director of Tapawingo 
Responsibilities:  
1. Perform all counselor duties (see below). 
2. Serve as lifeguard in rotating shifts for Tapawingo waterfront. 
3. Participate in maintenance of the beach and lifeguard equipment. 
4. Teach swimming lessons if also certified as a Water Safety Instructor and/or under her supervision. 
5. Maintain a personal schedule of swimming and exercise to maintain fitness. 
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6. Fulfill specific duties as outlined in the Waterfront Manual. 
Qualifications:  18 years of age or older, possesses current American Red Cross lifeguarding certificate and 
CPR-FPR, or equivalent. Must have waterfront modular. A Christian in agreement with the Camp’s Statement 
of Faith. 
Physical Requirements: Please see counselor ‘Physical Requirements’ in addition to the ability to confidently 
swim and perform all qualifications of the lifeguard certification.  
 
Position:  Counselor 
Purpose:  To provide leadership and supervision to assigned campers. 
Responsible to: Head Counselor/Administrative Staff/Director of Tapawingo 
Responsibilities: Work together with co-counselor to fulfill the following duties: 
1.  Guide cabin of eight girls in their adjustment to camp life and other campers. 
2.  Provide leadership and guidance for girls in following areas: 
 a.   Camp rules, policies and traditions 
 b.   Camp activities, including badge program achievement 
 c.   Spiritual life  

d.  Health and safety 
 e.  Cabin and area cleaning procedures 
 f.   Goal setting 
3.  Make any necessary reports to Camp Director and Health Director regarding: 
 a.   Abuse of health 
 b.   Suspicions of child abuse or if camper claims child abuse that occurred at Tapawingo 
 c.   Mental or emotional problems 
4. Lead and organize small group and large group meetings. 
5.  Serve as observer for waterfront when scheduled. 
6.  Direct activity periods as scheduled. 
7.  Assist in planning, development and implementation of “all-camp” programs. 
8.  Assist campers in attaining camper goals and complete a goal evaluation form for each camper. 
9.  Create atmosphere of creativity, joy and fun for cabin. 
10. Attend weekly meetings with Head Counselor regarding performance review. 
11. Assist in communication with parent/guardian of campers as directed by Director. 
12. Assist in developing staff unity. 
13. Generate counselor reports as needed and as directed by Director and other administrative staff.   
14. Fulfill specific duties as outlined in the Staff Guidelines. 
15. Agree and comply with all policies, rules, standards and directives as outlined in Staff Guidelines.  
16. Perform support staff duties as outlined in Staff Guidelines as needed. 
17. Maintain physical fitness schedule to help ensure safety of campers 
Qualifications:  18 years of age or completed one year of college. Love for children and desire to grow, learn 
and lead. Understanding and agreement of aims and philosophy of camp. A Christian in agreement with the 
Camp’s Statement of Faith. 
Physical Requirements: Ability to participate in daily rigorous activities (ability to participate in 30 min. of non-
stop cardio at a pace of 1 mile every 10 minutes) including, but not limited to, running hiking and climbing. 
Requires hand-eye coordination and manual dexterity to manipulate outdoor equipment and camp activities. 
Willing to live in a camp setting and work irregular hours with limited or simple equipment and facilities; and 
with daily exposure to the sun, heat, and animals such as bugs, snakes, bats, etc. 
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Position:                     Boat Captain 
Purpose:                     To oversee the total operation of the Marina or delegate such responsibilities to   
             the Boat Crew when absent. 
Responsible to:         Reports to the Maintenance Director for technical items, Personnel Director for 
personnel issues, and directly to the Director of Operations. Directly oversees Assistant Boat Director and Boat 
Crew team members. 
Responsibilities: 

1. Responsible for seasonal and weekly dock space rental (see procedures). 
2. Determining repair needs and ordering of parts. 
3. Responsible for clear and professional communication with Director of Operations, Personnel Director, 

Tapawingo Director, Front Desk and Boat Crew of needs and concerns of CAMP-of-the-WOODS and 
Tapawingo as it pertains to Boat Crew. Staffing issues, late arrivals/departures and any other concerns 
that would affect the smooth running of camp are to be communicated. 

4. The diplomat with any guests that Boat Crew are not able to assist. 
5. Responsible for boat rental returns on Fridays. 
6. Responsible for safety and registration of all Camp boats. 
7. Responsible for training of crew and set up of Point for the summer.  
8. Directly responsible for five crew members through direction set forth by Director of Operations and 

Personnel Director. 
9. Responsible for overall shack operation. 
10. Service of the guests to meet their needs in a timely and efficient manner. 
11. Responsible for all money related to rentals. 
12. Directly responsible to see that all items in Marina Manual are carried out. 
13. Responsible for training of crew.  
14. Responsible for spiritual direction and guidance of boat crew members for the summer. 
Qualifications: Prior knowledge and experience in boat safety and operation. Must be basically competent 
in driving boats. Ability to learn on the job. Ability and initiative to see problems and develop solutions. A 
highly motivated, self-starting individual. A Christian in agreement with Camp’s Statement of Faith. 
Physical Requirements: Must be capable of moving about camp and accomplishing tasks quickly but 
thoroughly. Must be capable of lifting 50 pounds. Must have manual dexterity for assembling and 
disassembling camp equipment. 

 
Position:                     Tapawingo Maintenance Director/Handyman 
Purpose:                     To oversee the total maintenance and sanitation of camp. 
Responsible to:         Reports to the COTW Maintenance Director for technical items and to Tapawingo 
Director for action list. 
Responsibilities: 
1. Responsible for opening and shutdown of camp. 
2. Responsible for completing tasks, prioritizing them and signing off on them in Portfolio (Maintenance 

Database) when they are finished. 
3. Responsible for communicating with Director of Tapawingo and COTW Maintenance Director as to the 

maintenance needs of camp. 
4. Responsible to look out for the overall safety of campers in regard to trees, electricity, sanitation etc. 
5. Responsible to complete weekly check-lists pertaining to the maintenance and safety of camp. 
6. Responsible to update maps following any changes in utilities (e.g. electricity, water-lines, etc.) of camp. 
7. Responsible for routine maintenance of both grounds and facilities. 
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8. Maintain general cleanliness of camp, camp lawns, buildings, etc., and create and implement any needed 
programs to do so.  

Qualifications: Prior knowledge and experience in maintenance. Must be basically competent mechanically, 
electrically, with plumbing and with carpentry. Ability to learn on the job. Ability and initiative to see problems 
and develop solutions. A highly motivated, self-starting individual. A Christian in agreement with Camp’s 
Statement of Faith. 
Physical Requirements: Must be capable of moving about camp and accomplishing tasks quickly but 
thoroughly. Must be capable of lifting 50 pounds. Must have manual dexterity for assembling and 
disassembling camp equipment. 
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TAPAWINGO CHAIN OF COMMAND SUMMER 2020 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
ADMINISTRATIVE STAFF 
 
Administrative staff includes all staff positions that assist in supervising counselors.  Administrative staff will 
be assigned certain areas of expertise in which to supervise counseling and other staff to encourage excellence 
in all areas of the camp program. The following leadership staff positions oversee other staff members and are 
required to review performance and take steps of action to improve performance of staff in their specified 
area: 
 
1. Assistant Director and Director’s Assistant  
Will supervise all staff, including supervisory staff, and ensure that all performance reviews/improvements are 
being conducted in a timely, orderly and professional manner. They are to be familiar with all aspects of 
running Camp. Assistant Director supervises all spending and budgeting. 
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2. Health Director 
Is responsible to meet with counselors and other staff members to determine their level of performance as it 
relates to the site and facility upkeep. They are responsible for the overall health of the camp community, and 
must supervise and review the performance of staff as their performance relates to the overall health, safety 
and sanitation of Tapawingo. 
 
3. Business Manager 
Will oversee all operations of incoming monies, Camper Accounts and money taken in from the Camp Store.  
She will also oversee any business or office matters relating to staff or campers. 
 
4. Waterfront Director 
Must supervise and review performance of waterfront personnel to determine excellence and safety for all 
aquatic programs. 
 
5. Head Counselor 
Is responsible to supervise and review performance of all counselors as it relates to campers and staff 
community, keeping an eye on character, integrity, safety and overall excellence of counselors and other staff 
members. The liaison between counselors and leadership staff, and acting spokesperson for counselors in all 
leadership staff meetings, and vice versa.  
 
6. Program Directors 
Will supervise and review the performance of staff members as their performance relates to all activity areas 
and hiking, including use of equipment, teaching ability, safety, etc. 
 
7. CIT Leaders 
Will supervise and review the performance of CITs and their interactions with campers and staff members. 
 
8. Food Service Director 
Will supervise all aspects of food preparation/cleanliness and give instruction on food procedures for hiking. 
 
The Director will complete a performance evaluation on Assistant Directors. Assistant Directors will complete 
a performance evaluation for each Administrative Staff Member and Support Staff Member. All 
Administrative/Support Staff will review this form with their supervisor. 
 
Individual Administrative Staff are required to review and/or edit their own performance review form for their 
area of expertise and conduct performance reviews regularly of their leaders/participants. Performance 
review forms and plans for review must be approved by Director prior to the beginning of the first camp 
session. 
 
TAPAWINGO STAFF HIRING POLICIES/PROCEDURES 
 
APPLICATION 
Information on how to apply to Tapawingo, including the appropriate job descriptions and web links will be 
available for college recruiting, job inquiries and job fairs. 
 
All seasonal staff must complete the appropriate Tapawingo staff application form: 
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New seasonal summer staff:  Tapawingo Online Application, 2 references and 1 interview. 
Returning seasonal summer staff: Tapawingo Online Returning Staff Application, references at Director’s 
discretion (usually every 3rd year) and 1 interview. 
Tapawingo Director: No application, however Performance Appraisals of the Tapawingo Director are 
performed every year by Jim Hammond, President and Executive Director of CAMP-of-the-WOODS. 
Full-time Staff: Initial application. Yearly performance appraisal to be completed and reviewed with the 
Tapawingo Director.  
Program and service specialists – (Boat Crew, Handyman, etc.): COTW Application, 2 references and 1 
interview. 
Volunteer(s):  Should be former Tapawingo staff who have previously submitted a Tapawingo Application, 
2 references and at least 1 interview OR must submit a Tapawingo Online Application, 2 references and 1 
interview. 
 

SCREENING 
Following are steps in the screening process for staff applicants of Tapawingo that are to be completed, 
depending on position: 
 
1. Verification of previous employment 

At least one check of previous work (or volunteer) history completed for new staff. 
For administrative staff, verification of previous employment directly related to position required is 
desired. 

2. Reference checks 
  May include verification of previous employment.   

At least two acceptable personal references received for new staff.  Reference forms are completed 
online. 
This will not be required every year for returning staff but their references will be kept in their file. The 
Director may choose to do reference checks each year.  
At least one acceptable job-related reference received for all seasonal and program positions.  
Applicants to authorize camp to seek reference.  Each staff member must have at least two completed 
reference forms. Once reference forms are received, Director or her Assistant will contact the 
reference (for first-time staff members only), verifying information via phone.   

3. Verification of degree/license/certification 
If deemed necessary, spot check of educational information supplied by Administrative, Program 
Director, and environmental education applicants. 
Copies of license/certification required for health care personnel, drivers, tripping personnel, and 
waterfront personnel. All licenses/certifications must be verified, in effect, and up to date. 

4. Background checks 
 a. Voluntary Disclosure Form required for all staff and volunteers (each year). 

b. New York State Child Safety Act requires that a background screening of EACH staff member/volunteer 
who is not the Director be obtained from the Division of Criminal Justice Services (DCJS) Sex Offender 
Registry. The information of each staff member, including employee’s full name (first and last) and one of 
the following: complete date of birth, or NYS driver’s license number will be faxed [(518) 485-5805], e-
mailed or mailed to New York State Division of Criminal Justice Services, Sex Offender Registry, 4 Tower 
Place, Albany, NY 12203.  The Registry will check up to five names at a time. (30 names or more at a time if 
e-mailed). This information should contain the camp name, address, telephone and fax numbers and 
contact person for DCJS to call if there are questions.   
Tapawingo Director: The Tapawingo Director is screened by the New York State Department of Health.  
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She is required to fill out the following forms: New York State Department of Health Statewide Central 
Database Check (Form LDSS-3370) and Prospective Children’s Camp Director Certified Statement (Form 
DOH-2271), as part of the annual application to receive a permit to operate.  The National Sex Offender 
Public Website Check is also done through Tapawingo.  In addition, the Tapawingo Director is screened 
through the company, ‘Protect My Ministry.’ 

 
The Response: 
  The DCJS will respond to the camp requests in the same format that we have made the request. 

● A checkmark- person was not listed on registry 

● “RL-1” (Risk Level 1)- Person is listed as a sex offender with low risk of reoffending 

● “RL-2” (Risk Level 2)- Person is listed as a sex offender with moderate risk to reoffend 

● “RL-3” (Risk Level 3)- Person is listed as a sex offender with high risk to reoffend and threat 
to public safety 

● “P” (Pending)- Individual has been convicted of a sex crime but not yet assigned a risk level. 
  
Written documentation that all employees have been screened through the registry must be kept in a secure 
file at Tapawingo and available for review during health department inspections. These checks will be 
performed by the Camp Director or the Assistant Director and will only be accessible to them. If a sex offense 
has been committed by any eligible staff member they will no longer be considered as a potential staff 
member at Tapawingo.   
  

c. A National Criminal File background check will also be performed on all staff members. This screening 
will be performed by the background screening provider, ‘Protect My Ministry’. The Tapawingo Director, 
CAMP-of-the-WOODS Personnel Administration Assistant, or Tapawingo Assistant Director will enter the 
required information on the ‘Protect My Ministry’ password protected site.  The results will be sent 
directly to the Tapawingo office and will be stored in a locked location.  Access to these files is limited to 
the Tapawingo Director, Tapawingo Assistant Director, COTW Personnel Director, COTW Personnel 
Administrative Assistant, Executive Director and legal counsel if necessary.   

 
d. In addition, the Director or her assistant will perform a background check on each staff member through 
the U.S. Department of Justice National Sex Offender Public Website (a free service at www.nsopw.gov).  
This check will be performed on the Department of Justice website.   

 
If an offense is discovered the below procedures will be performed.  

 
If there has been a crime detected in the staff member’s past through any of the above screenings, and it is 
deemed to negatively affect their job performance (i.e. child abuse of any form, a crime with which no 
remorse is displayed, etc.) the following procedure will be followed: 
 

I. The potential staff member will be reassessed by the Director of Tapawingo, the Personnel 
Director and/or Executive Director of COTW as well as legal counsel.   

II. A decision will be determined by the Director of Tapawingo under the direction of legal counsel 
whether or not the alleged should be considered as a staff member for Tapawingo. It has 
been suggested (by the National Center for Missing and Exploited Children and the FBI - 
through the pilot program of the PROTECT Act) that the following may be cause for concern 
with staff working in camp:  felony, drug conviction, acts of cruelty or violence, sexually 
related crimes, cruelty to animals, and other acts specific to the position such as 

http://www.nsopw.gov/


43 

 

embezzlement. 
III. The potential staff member will be contacted and informed of the finding and the decision 

made as a result of the discovery.  
 

*If the search results in listing persons with the same name as the potential staff member with a criminal 
history, but is not the potential staff member (determined upon by picture/DOB/address/physical description, 
etc.) these ‘hits’ will be printed and kept in the file of the potential staff member as documentation of 
innocence.    
*These background checks will be performed on all staff every year. The NYSDOH is responsible for running 
background and sex offender checks on the Director of Tapawingo.   
 
5. Driving record checks (annually) 

Driving record checks will be done on all eligible drivers through the company, ‘Protect My Ministry.’  
The Director of Tapawingo will assess through this check and a road test whether staff are eligible to 
drive for the camp.  This check is required for all persons driving any camp vehicle and/or transporting 
any campers, staff (except for time-off), groups, or camp equipment. Staff members will also comply 
with special licensing requirements if applicable.  
 

6. Drug/alcohol tests 
Camp staff personnel policies specify circumstances when drug or alcohol testing may be done. 
 

7. Personal interview 
Personal interviews are to be conducted with staff as follows: 

Seasonal summer staff – Camp Director and/or Assistant Director will interview all seasonal camp 
staff – preferably in person or through Facetime or other video method, but at least by phone for 
all positions. 
Year-round administrative staff – Director and/or COTW Personnel Director will interview in 
person. 
 

8.   Age Requirement 
Tapawingo requires at least 80% of the staff in a supervisory role to be 18 years of age or older. Staff 
members that are 16-17 years old must be at least two years older than the minors with whom they 
are working. 

 
HIRING PHILOSOPHY 
Please remember that all we do is for the Lord and that Tapawingo is a ministry first! You are invited this 
summer to participate in God’s kingdom work! We hope that excites you. 
 

“And whatever you do, work at it with all your heart, as working for the Lord, not for men.” – Colossians 3:23 
 
Looking for a person of… 
     a.  Faith 

1. Born again believer 
2. In agreement with basic biblical principles of ministry 

      b.  Surrender 
1. Has given her life to Christ and trusted Him for fulfillment of her needs (not a self-pleaser) 
2. A person who seeks to please Him above all else (not a people-pleaser) 
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      c.  Disciplined lifestyle 
1. She picks up her cross daily and follows Christ (or at least sees a need to). 
2. She has a track record of walking with the Lord (or would love help to get there). 
3. She has a lifestyle of serving others - putting others before herself. 
4. She is a hard worker and does her best in all things. 

      d.  Character/Integrity 
1. She is in agreement with the need and philosophy behind biblical confrontation - Matt.18 
2. She does not gossip nor does she tolerate gossip (or is in agreement with that philosophy). 
3. She does not lie. 
4. She does not have a track record of caving into peer pressure.  

 
      Even Better… 
      e. Compassionate- a person who loves girls ages 9-17 will put their needs above hers. 
      f.  Leadership ability- a person who feels a desire to see peers grow in the Lord. 
      g.  Spiritual maturity- a person who has years of consistently walking with the Lord and loves His Word. 
      h.  Relational maturity- a person who relates well to others and forbears without compromise. 
 
      Excellent! 
      i.  Versatile- a person who is flexible and teachable within the job. 
      j.  Quick learner- a person who may not know something but has a track record of learning fast. 

k. Skilled worker – a person who possesses experience/training prior to coming to camp.  
l. Humility/Teachability - Underlying all is the fundamental premise that the work is a ministry and not 
just a job! 

 
OTHER PRINCIPLES WE FOLLOW 
1.  Give as realistic a picture as possible of what to expect this summer 
      a.  Send our staff guidelines with the staff agreement 
      b. Expect staff to read guidelines prior to arrival 
      c.  Be clear about the hardships of this type of ministry 
   
2.  Expend time and energy on staff training 
      a.  Make it fun, but hard work! 
      b.  Observe staff in the following areas BEFORE the camp season… 
           1) Stressful situations 
           2) Tiring situations 
           3) Boring situations 
           4) Responses when things don’t go as planned 
           5) Physically challenging situations 
 
3.  Create an atmosphere among our staff where they feel… 
      a.  Valued 
           1) By the Lord 
           2) By their supervisors 
           3) By their peers 
           4) By campers 
       
      b.  That We Value Their Safety 
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            1) Physical safety (that we are doing as much as possible to ensure their safety) 
            2) Relational safety (they should not fear fitting in or being talked about by peers) 
            3) Developmental safety (they should not fear stagnation or going backwards in their spiritual walk) 
 
OFFICE PROCEDURES 
1. Applications are reviewed by the Tapawingo Director and/or Assistant Director. 
2. If content is acceptable, and both reference forms have been received, Tapawingo Director or Assistant 

will contact potential staff member to schedule an interview. 
3. After interviewing, if the Tapawingo Director wishes to move forward with the applicant, she will contact 

and verify at least one of the references (preferably both). 
4. If applicant is deemed fit for hire, all background checks will be performed by the Director or Assistant 

Director prior to the arrival of campers but preferably before staff training begins (Allow one week for 
DCJS background checks; allow 10 days for Protect My Ministry Background Checks). 

5. Returning staff will have a shorter interview with the Director. 
6. Anyone wishing to volunteer will also undergo this application, reference and interview process. 
7. Any further background checks (driving etc.) will be conducted upon staff arrival. 

 
Reviewed by:  Joy Huseland, Tapawingo Director          
     Date:  3/25/20 
Hiring Procedures and Interviews Reviewed and Approved by Joe Infranco    
 Date: 1/20/15   
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TYPICAL TAPAWINGO DAILY SCHEDULE (Monday-Thursday) 
 
 6:00 a.m. Staff exercise 
 6:40 a.m. Staff showers and/or getting ready for day 
 7:00 a.m. Personal devotions (outside cabin) or Staff Bible Study – Chapel 
 7:30 a.m. Camper wake-up bell   
 7:45 a.m. Cabin Clean up   
 8:00 a.m. Waitress bell/flag raising/exercises 
 8:15 a.m. Breakfast 
 8:45 a.m. Power Hour – all camp devotional 
 9:25 a.m. Power Hour dismissed 
 9:30 a.m. Boat departs promptly with hikers and AM activity classes that are off the island 
9:40 a.m. Bell to start Activity 1  
10:30 a.m. Bell to end Activity 1 
10:40 a.m. Bell to start Activity 2  
11:30 a.m. Bell to end Activity 2 
11:30 a.m. Free time (ski) and cabin bonding  
12:05 a.m. Waitress bell/wash up for lunch/ski time ends 
12:15 p.m. Lunch 
1:00 p.m. Rest hour – ALL on bunks and quiet, Counselors pick up mail 
2:00 p.m. Canteen/Store/Free Time 
2:50 p.m. Warning bell for Activity 3 (girls head to class at this time) 
3:00 p.m. Bell to start Activity 3  
3:50 p.m. Bell to end Activity 3 
4:00 p.m. Bell to start Activity 4 
4:50 p.m. Bell to end Activity 4  
5:00 p.m. Capers  
5:20 p.m. Flag lowering/waitress bell 
5:30 p.m. Supper 
6:15 p.m. Event Hour 
7:00 p.m. Cabin prayer (preparing our hearts for worship) 
7:15 p.m. Vespers  
8:15 p.m. Getting ready for bed 
8:30 p.m. Cabin devotions    
9:00 p.m. Lights out for Oklahoma and Arapahoe 
9:30 p.m. Lights out for the rest of camp/taps 
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TYPICAL TAPAWINGO DAILY SCHEDULE (Friday) 
 
 6:00 a.m. Staff exercise 
 6:40 a.m. Staff showers and/or getting ready for day 
 7:00 a.m. Personal devotions (outside cabin) 
 7:30 a.m. Camper wake-up bell   
 7:45 a.m. Cabin Clean up   
 8:00 a.m. Waitress bell/flag raising/exercises 
 8:15 a.m. Breakfast 
 8:45 a.m. Power Hour – all camp devotional 
 9:25 a.m. Power Hour dismissed 
 9:30 a.m. Boat departs promptly with 10 milers and mini-golfers; Island Swim, Crafts, Free Time begins  
11:30 a.m. Island Swim and activities end, roll call is taken, Canteen/Store/Free Time/Packing 
12:05 a.m. Waitress bell/wash up for lunch 
12:15 p.m. Lunch 
1:00 p.m. Rest hour – ALL on bunks and quiet, Counselors pick up mail 
1:50 p.m. Warning bell for Activity 3 (girls head to class at this time) 
2:00 p.m. Bell to start Activity 3 
2:50 p.m. Bell to end Activity 3 
3:00 p.m. Bell to start Activity 4 
3:50 p.m. Bell to end Activity 4 
4:00 p.m. Packing/Banquet Preparation 
4:50 p.m. Warning bell for Capers 
5:00 p.m. Capers (free time over) 
5:20 p.m. Flag lowering/waitress bell 
5:30 p.m. Banquet 
6:15 p.m. Program Awards (Dining Hall or Field) 
7:00 p.m. Cabin Awards, Cabin Cleanup Winner Announced, Skits, Honor Camper Awards, Slideshows, 

Worship, Final Charge 
9:00 p.m. Ice Cream Party for Cabin Cleanup Winner 
9:00 p.m. Cabin devotions    
9:00 p.m. Lights out for Oklahoma and Arapahoe 
9:30 p.m. Lights out for the rest of camp/taps 
 
SUPERVISION RATIOS 
 
The following supervision ratio will be maintained in all activities while at Tapawingo: 
1. 1 staff member to every 6 – eight-year olds 
2. 1 staff member to every 8 – nine to fourteen-year olds 
3. 1 staff member to every 10 – fifteen to seventeen-year olds 
These are the minimum staff requirements.  You can have more staff to campers, but not less.  If you suspect 
for any reason that the above ratio is not being met, please alert the Director immediately. 
 
When campers are between activities they will always be within visual or verbal supervision of a counselor or 
staff member.  Counselors in Training are not considered staff members and therefore cannot be included as 
staff in supervision ratios.   
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Passive Activity: 
1 staff to every 25 campers 
This ratio will be used during our all camp Bible Study (Power Hour) and evening vespers program.  All 
campers are together in one enclosed area. It can also be while campers are in bed at night, in the mornings, 
and during rest hour to allow one counselor to sit between two cabins (16 campers) and supervise. 
 
DETAILED DESCRIPTION OF INDIVIDUAL ASPECTS OF TYPICAL DAILY PROGRAM 
 
STAFF PERSONAL FITNESS 
At 6:00 a.m. one counselor from each cabin and administrative staff will be expected to begin exercises.  
(That’s 6:00 a.m. – not 6:05 a.m.) Lifeguards will swim (weather permitting) and other staff members are 
welcome to run around the island, participate in aerobics, or participate in some other (approved) aerobic 
activity. You must continue your exercise for a full 30 minutes. Each staff member must participate in morning 
exercise at least 3 times each week. Staff will sign the exercise log following their workout for that day. If you 
feel there is some physical reason you should not participate, please see the Health Director. Only the Health 
Director and/or Director can excuse you from exercise. We require our staff to participate in this exercise 
regimen (provided their health allows it) in order to ensure the safest and most well-equipped staffers 
possible. Our hikes can be strenuous, and it is important that each staff member is confident and physically 
able to handle any emergency situation that may arise on the trail.   
 
The Head Counselor verifies that all staff have completed their exercise for the previous week on Sundays at 
9:30 PM. Please be sure to have completed the log (with your signature) prior to that time.   
 
See “Staff Swimming” for proper procedures for staff use of swimming area. 
 
HYDRO-BIKE USE 
Overview 
Our hydro-bike is to be used by staff only, for exercise purposes.  It is an expensive piece of equipment and 
must be well cared for.   
 
Maintenance 
The hydro-bike is docked at the beach and must always be pulled completely out of the water onto the sand.  
No part of the bike should be left in the water at any time. The chain must be oiled each week (handled by our 
Waterfront Director). Please report any concerns with the hydro-bike to the Waterfront Director. 
 
Safety 
When riding the hydro bike, you MUST wear your life preserver and a whistle at all times. In the event of an 
emergency, blow your whistle several times to alert someone on shore that you are in distress. 
 
If it is very windy, and there are white caps on the lake, if you hear thunder or see lightning, or if it is very 
foggy and visibility is low, DO NOT use the hydro-bike. In the event poor weather conditions arise while you 
are on the hydro-bike, bring it back to the shore immediately, and find shelter. 
 
When pulling away from shore, be sure the propeller is out of the water until the boat is out deep enough to 
avoid damaging the propeller. NEVER use the hydro-bike in the swimming area, or near swimmers.  If 
someone swims to the rear of the hydro-bike, stop pedaling immediately and lift the propeller out of the 
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water. Direct the swimmer to “steer clear of the rear” of the hydro-bike, and then carefully put the propeller 
back in the water to continue biking. 
 
The hydro-bike is for one person's use at a time.  Do not allow others to stand on the pontoons while you bike.  
If many people want to use the hydro-bike, we will begin to use a sign-up system in which you can sign up the 
night before. 
 
BEFORE using the hydro-bike on the lake, be sure another Tapawingo staff member is aware you are using it, 
with an estimated time for your return. When on the lake, be mindful to make yourself as visible as possible to 
other boaters.  Do not assume they can see you.  In the event a boat looks as though they do not see you, 
blow loudly on your whistle and wave your arms over your head. All staff members must read the hydro-bike 
rules and sign before being allowed to use the hydro-bike. 
 
MANDATORY STAFF BIBLE STUDY AND PERSONAL DEVOTIONS  
Following staff getting ready for the day (6:40 a.m. – 7:00 a.m.), all staff are required to participate in staff 
Bible study. Staff are required to attend one of two mornings a week when Bible study is held. Co-counselors 
must rise at this time and be found sitting on the steps of their cabin (close enough to hear conversation 
within cabin) for personal devotions. In the event a staff member should become ill, she must see the Health 
Director. The Health Director will then communicate with the Head Counselor and Program Director if the 
counselor will need to rest and miss part of the normal camp program.   
 
It is not mandatory that campers get up and do their devotions at 7:00 a.m. – but you are leading by example.  
They will hear your alarm, see you get up and spend time with the Lord, and know that was how you started 
your day. Be prepared to help your campers begin this discipline while at camp. Campers must stay in bunks 
for devotional time, unless special arrangements are made by counselors AND approved by Camp Director.   
 
GETTING READY FOR THE DAY 
1. All campers must stay in their beds until 7:30 a.m. when the bell is rung (unless it is their shower time).  If 

they do get up to do their devotions at 7:00 a.m., they should do them in their beds or (with your 
permission and supervision) just outside their cabin, within eyesight of their own counselor.  A quiet trip to 
the bathroom one at a time is the only exception.  Be cheerful!  Set the tone for their day by modeling a 
great attitude.   

 
2. Morning camper shower schedule is as follows: 

6:45-7:00 a.m.  Mohawk 
7:00-7:15 a.m.  Apache 
7:15-7:25 a.m.  Cherokee 
7:25-7:35 a.m.  Oneida  
7:35-7:45 a.m.  Commanche 

Please monitor the amount of time campers are in the shower. They must be out by the time noted.   
 
3. Only Christian music or approved music on Tapawingo Spotify Playlists can played in the cabin (and at 

Tapawingo in general), and only on staff music players. Both counselors for that cabin must agree that 
such devices will be used and establish how and when they will be used. Campers may not have their own 
music playing devices - they should be turned in to the office Sunday night with the camper’s name on it. It 
is the counselor’s responsibility to make sure the camper gets it back and takes it home. 
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4. If you choose to exercise earlier than 6:00 a.m., you must be sure your co-counselor is aware that you are 
leaving, and that they must stay with the cabin until you return. Campers must always be supervised while 
in cabins by at least one counselor. Be back in your cabin at the arranged time. 

 
5. When the 7:30 a.m. bell rings, begin each morning with a verse of Scripture that you discovered in your 

personal devotional time.  Say something like: “Good Morning Apache Ladies! I have an exciting verse to 
share with you from God’s Word.  It says in Genesis 28:17 “How awesome is this place…” Don’t forget that 
your attitude at this moment will set the tone for their day. Remind them of who they are in Christ and tell 
them how thankful you are to be their counselors. Love them. Some of them don’t get any kind of genuine, 
cheerful greeting in the morning. Be a bright spot in their lives. It is possible that when someone goes 
home and is greeted with, “Get out of bed!” they will remember what Christ is like in the morning. 

 
6. Make sure all campers are accounted for first thing in the morning. In the case that a camper is missing, 

report it IMMEDIATELY to the camp Director.  
 

CABIN CLEAN-UP 
Your cabin should be spotless at all times, and neatly arranged.  Staff quarters must set the standard for 
cleanliness in the cabin. If you have a lingering smell or any needed repair that is inhibiting your cabin from 
being in tip top shape – report it to the Maintenance Director IMMEDIATELY (you will find the “Honey-Do List” 
in the office)! As much as possible, keep windows open in order to keep air flowing.  
 
Cabin clean-up means being serious about providing a disciplined, clean, organized and healthy environment 
for your campers. Your cabin is your home and theirs as well. For some campers, this week may be a select 
opportunity to see discipline in practical action.  Show them the beauty of leading a simple, organized, 
disciplined lifestyle – even in the little things: like making your bed and keeping your things neatly organized 
and clean. (See Leviticus to read about how God cares about cleanliness, getting rid of mold etc.) Cabin clean-
up is also designed to keep our work environment safe, happy and healthy. We take it seriously because dis-
order gets in the way of effective ministry. 
 
“The effect of righteousness will be peace…” Isaiah 32:17 
Doing things right!  
 
SCORING FOR CABIN CLEANUP 
a. Any cabin scoring under 80% will re-clean their cabin right after score is announced. 
b. Winners are announced at lunch and winning cabins get to eat first. 
c. Cabin should maintain a look of cleanliness and orderliness throughout the day (checked periodically). 
d. Winning cabin gets an ice cream sundae party on Friday night. 
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Tapawingo Cabin Cleanup Scoring 
 

Cabin Name: _________________________________Session: __________ 
 
Counselors: ______________________________________________________ 
 
M   T   W  Th  F 

□  □  □  □  □ No Trash outside of cabin 

□  □  □  □  □ Pillows at opposite ends 

□  □  □  □  □ Cabin light is out 

□  □  □  □  □ Entire cabin swept very well 

□  □  □  □  □ Absolutely no graffiti on walls (report to Director if you find any) 

□  □  □  □  □ Caper duty completed (see attached caper list for details) 

□  □  □  □  □ Clothing neatly folded and stacked 

□  □  □  □  □ Sleeping bags neatly arranged 

□  □  □  □  □ Nothing hanging from rafters 

□  □  □  □  □ Wet clothing neatly hanging on line outside of cabin 

 
For tie breaker: 

□  □  □  □  □ Uniformity 

□  □  □  □  □ Creativity 

□  □  □  □  □ Counselors quarters 

 
Each box check equals 10% 
 
Monday score  __________ 
Tuesday score  __________ 
Wednesday score __________ 
Thursday score  __________ 
Friday score   __________ 
 
Total Score for week __________ 
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FLAG RAISING 
1. Six people are needed to perform flag raising.  One color bearer, four color guards and one CIC (Counselor 

in Charge).  Below is a chart showing how to line up in front of the Director's office steps. 
   X  X  X = color guards 
   X  X  0 = color bearer 
      0 
 
2. The color bearer holds both the US and the Tapawingo flag.  The CIC stands with the remainder of campers 

and counselors by the bell. 
 

 
3. Other counselors have their campers lined up by cabin groups and quiet between the camper washhouse 

and deck of the Lodge.  One counselor from each cabin group will stand at the front of the cabin’s line, the 
other counselor will stand at the rear of the line.  Below is a diagram: 

 
 
 
 
     WASHHOUSE             
  
                       LODGE 
            
4. Counselor in charge (CIC) stands in front of cabin lineup.  Other counselor takes attendance prior to the 

CIC beginning ceremony. When the CIC calls “Oklahoma,” the Oklahoma counselor responds, “all present 
and accounted for” or “not all present, but all accounted for.”  (All your campers MUST be present to 
participate).  CIC continues until all cabins have been named and all campers are accounted for.  Note:  At 
morning and evening flag, the flag bell is also the waitress bell.  Each cabin should have seven campers 
present because one camper should be in the dining hall setting the table.  The cabin that is performing 
the flag ceremony will have five honor guards missing.   

 
5. All head coverings should be removed. 
 
6. All campers should stand tall, with their hands at their sides until told to salute. 
 
7. Campers (and counselors) must wear closed-toed shoes to morning flag. Chacos are acceptable. 
 
8. After attendance has been taken, the CIC will say “If you are all present and accounted for, you may 

proceed around the flagpole.”  Upon this signal, the Oklahoma counselor will begin walking to the right of 
the flagpole and her campers will follow in a line.  Next, the Arapahoe cabin, and so on until all campers 
and counselors are standing in a semi-circle facing the flagpole and the Lodge. Cabins whose campers were 
not all present during attendance remain on the side in line for the duration of the ceremony, even if the 
absent campers have arrived in the meantime. 

 
9. When all campers are in place, the CIC will signal “color bearer, color guard advance.”  The honor guards 

will walk as a single unit forward to the flagpole.  Once they have reached the pole, the color bearer will 
hand the flags to the color guard.  The color bearer will loosen the rope on the flagpole while the color 
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guards unfold the US and Tapawingo flags.  The color bearer will then attach the US flag to the rope, using 
the clips that will be on the top of the rope.  After that, the color bearer will attach the Tapawingo flag to 
the rope, using the clips that are under the US flag. 

 
10. Once both flags are attached, the CIC announces “campers salute.”  All campers and counselors salute the 

flags by placing their right hands over their hearts.  At this time, the color bearer raises the flags to their 
position.  When flags have reached the top, the color bearer secures the rope at the bottom.  CIC says 
“Color bearer, color guard dismissed to the end of the line.”  With this command they do just that. Then 
the CIC leads the camp in the Pledge of Allegiance. 

 
11. The CIC leads the singing of “My Country, ‘Tis of Thee” (first verse only) or any other patriotic song.  All US 

staff (international staff are not required to) should sing with confidence and VOLUME!   
 
12. The CIC asks all to join in prayer, and follows with a short prayer for our country, local, state, national 

and/or world leaders. 
 
13. After prayer is concluded, CIC announces “Exercises!” Any cabins on the sidelines now join the rest of 

camp. 
  
FLAG RAISING - 9 cabins 

Sun. Mon. Tues. Wed. Thurs. Fri. Sat. 

CITs Shoshone Commanche Oneida Cherokee Apache Mohawk 

 
Flag Raising notes: 
If a camper or counselor is an international, they are welcome to participate in the flag ceremony, but will not 
be required to.  We do ask that international staff not act as the CIC.  All campers and counselors will be 
expected to show the proper respect for our flag and for America.  Flag raising and lowering has been 
happening at Tapawingo since it began in 1959.  Let’s take this tradition seriously, and the campers will follow 
suit.  We will practice all of the above during staff training!    
 
EXERCISES 
CIC and her co will lead the camp in three exercises. Please plan these the night before so things move 
smoothly. Feel free to pick other helpers to assist in leading. 
 
This is a fun time but is also a good time to get the blood pumping and set the tone for the day.  Feel free to 
come up with your own mini-workout - but keep it fun and fairly easy.  If you are not leading – you should be 
participating…with gusto!  If you find a camper who is less than thrilled and is not participating, go over to her 
and get her involved!  Link arms with her and do it with her – it’s kind of hard to remain docile when a person 
is linked up with you jumping around. 
 
After exercises, CIC announces, “Line up for breakfast!” Enthusiasm spreads! Attempt to winsomely involve all 
campers in exercises without forcing the issue. Once dismissed, campers walk to the side of the Lodge deck 
and line up by cabin, with one counselor at the head of each line.  Cabins line up by age outside the Lodge and 
will proceed in order into the Dining Room depending on the seating arrangements. 
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MEAL PROCEDURES 
The following procedures are supervised and managed by Food Service Director and her Assistant but are 
listed here for all staff to read in order for the entire staff to be well aware of proper procedures. 
 
The Lord gave us meals for so many wonderful reasons!  Your careful attention to this area will directly impact 
campers.  Mealtimes are often the most remembered at camp!  Take it upon yourself to utilize this time to get 
to know your campers and make mealtimes the best they can be! It may be helpful to come up with questions 
ahead of time and seek to have one table conversation if possible. 
 
Food served in the dining room is transported from COTW and eaten from disposable dinnerware.  The 
source, preparation, transportation, quantity, quality, and protection of the food exceeds the standards set 
forth in the New York State Sanitary Code Section 7-2.19. 
 
Our Food Service Director and Food Service Assistant will follow these procedures.  
 
Hand Washing 

Thorough hand washing is done by vigorously rubbing together the surfaces of lathered hands and arms for at 
least 20 seconds followed by a thorough rinse with clean water.   
Anyone working with food must wash their hands: 

● Before starting work 

● Before putting on gloves 

● After touching raw, fresh or frozen beef, poultry, fish or meat 
● After mopping, sweeping, removing garbage or using the telephone 

● After using the bathroom 

● After sneezing, eating, or drinking 

● After touching anything that might result in contamination of hands 

 
Handling Food 

When handling food, be sure to wash hands thoroughly with soap and then put on gloves.  Gloves must be 
worn at all times when handling food.  You may not touch food with bare hands at any time, even though your 
hands are washed.  Disposable gloves should be changed once they become contaminated, soiled, torn or 
when the food service worker leaves the food preparation area.  They should also be changed frequently to 
minimize build-up of perspiration and bacteria inside the glove. After handling raw meat or poultry, gloves 
must be changed. 
 
Whenever working with food hair must be pulled back and covered with a hat, bandana, or hair net. Closed-
toed shoes must be worn at all times - no sandals. 
 
Kitchen Organization 

The specific organization of products within the kitchen is at the discretion of the Food Service 
Director/Assistant, but at all times kitchen, pantry, and cooler areas must be kept neat and organized. Below is 
a diagram of the kitchen and pantry, with a description of what each storage area has generally been used for. 
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Cupboard A: Serving platters, trays, 
other dishes 
 
Cupboard B: Salad bar containers, 
coffee pots, other dishes 
 
Cupboard C: Knives, serving utensils, 
GFFS, personal staff food 
 
Cupboard D: Dry goods 
 
Shelves A: Clean rags, garbage bags, 
dry goods 
Shelves B: cereal 
Shelves C: condiments, other dry goods 
Shelves D: paper bags, saran wrap, 
aluminum foil, Ziplocs, dry goods 
Shelf E: disposable plates, cups, napkins, 
silverware 
 
Storage within each specific area, and 
specifically in the walk-in cooler, 

should be organized with similar foods together: breads in one area, fruit in another, salad bar items in 
another, etc. This aids in ordering, maintains organization, and prevents possible cross-contamination. (NYS 
DOH NYCRR Title 10 Section 14-1.43c) Keep frequently used items, as well as items that may be used by other 
staff members (i.e. creamers and sugar for coffee) in easily accessible areas. 
 
Chemicals must be stored in locked cabinet under sink at all times. 
 
Food Storage and Location of Food items 

1. ALL FOOD must be stored at least six inches off the ground at all times. This includes shelving and drawer 
units. The shelves within the cooler are pre-set for this requirement, but the bottom shelf or drawer of all 
other units must be used for non-food items only. (NYS DOH NYCRR Title 10 Section 14-1.43a) 

 
2. Any food not stored in its original product container must be properly covered, clearly labeled, and dated. 

(NYS DOH NYCRR Title 10 Section 14-1.43e) When a canned product is opened and partially used, the 
remainder should never be stored in the opened can, but instead poured into an alternate container, 
properly covered, and labeled. Also, all perishable products should be dated as they arrive on the island, 
either by circling the dated package sticker, or writing the date on the box. This should be done for each 
order as it comes in. 

 
3. There will be specific locations for counselor food in the kitchen and cooler. Staff will need to store all their 

food here and will only be able to eat it during designated times. Make sure your food is clearly labeled 
and dated. Any food that is not labeled with your name, date, and contents will be immediately discarded 
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as soon as it is discovered.  Do not touch any food that does not have your name on it. At no time should 
you share staff food with campers.  This is strictly prohibited.  

 
4. Campers who are sent food items or come with food items must store them in counselor area in the cabin.  

Campers may have access to food during free time or rest hour.  Campers must have permission from the 
counselor in order to have food items.  Each cabin will have a Rubbermaid container to store camper food 
items in during the week.  At the end of the week, it will be the counselors' responsibility to return all 
items to campers.  Campers store food items so counselors can monitor how much "junk" food camper is 
eating, monitor any food allergies in the cabin, and prevent attracting insects or animals into the cabin.  
MAKE SURE your campers check with you and/or relevant counselors prior to sharing food items with 
other campers due to potential food allergy and health problems.  We recommend you share 
this information during your first cabin meeting, and then remind your campers at least once prior to care 
packages being distributed.  PLEASE NOTE:  If a potentially allergic camper ever asks you:  "Can I eat this?" 
do not answer yes or no.   Immediately get the input of the Health Director on duty.  DO NOT TRY TO 
CHECK THE INGREDIENTS YOURSELF.  If you are unable to access the Health Director, the answer is "no" 
until an informed decision can be made by a health professional.  DO NOT ALTER from this procedure for 
any reason - even in the event the camper decides it's OKAY and tries to convince you to give the food 
item back to her.  BE CAREFUL about cross contamination with things like peanuts, peanut butter, etc. 

 
5. ALL FOOD in kitchen, pantry, cooler, and freezer is off limits to counselors unless specifically marked 

“GFFS” (Grazing Food For Staff).  Anything marked GFFS is first-come, first-serve – but must be eaten on 
your off hours, and never in front of campers.  GFFS food cannot be shared with campers.  It must be 
eaten in the dining hall. There will be a specific area for GFFS in the kitchen and in the cooler. Please clean 
up after yourself and keep all areas neat. In the event that a counselor wants to request specific extra food 
for a cabin bonding time or activity period, the request must be given, in writing, to the Food Service 
Director a day ahead of time. 

 
6. Door to deck from pantry must remain closed at all times to ensure cleanliness of food preparation areas. 
 
The Three-Sink Washing Method (NYS DOH NYCRR Title 10 Section 14-1.112) 

All dishes, both those washed in the kitchen and hiking/cookout dishes washed in the back washhouse must 
be cleaned using the three-sink method: 

● Fill the first sink with hot water and soap and the second with hot rinse water, both at least 100 degrees 

● The third sink is a sanitizing solution. 
● Wash dishes in soapy water, rinse in rinse water, and sanitize by immersing in sanitizing solution at 

least one minute. 
● Air-dry all utensils and serving bowls and keep in safe place, away from contamination and/or dust. 

 
Food Service Director and Food Service Assistant Daily Duties 

Food Service Director and Assistant will coordinate together in the breakdown of daily duties, using their own 
discretion/preference as to whether specific duties will always be assigned to a specific person, or whether 
both will work together to accomplish everything that needs to get done throughout the day. Open 
communication is a MUST: the Food Service Director and Assistant are “co-counselors” for the summer, and 
will most likely spend more time together throughout the day than most actual counselor pairings. Take the 
time to develop this relationship, bearing in mind all the communication tips listed for co-counselors. The 
Assistant Director is the direct supervisor for the Food Service Director and Assistant, and any concerns or 
issues should be brought to her. 



57 

 

 
Specifically, the Food Service Director and Assistant will need to coordinate exercise and staff Bible study 
attendance mornings to ensure that one person is in the kitchen every morning. During staff Bible study, the 
kitchen worker not participating will be responsible for getting breakfast ready completely on her own, as 
Bible study will not finish until right before breakfast. On non-Bible study mornings the Food Service Director 
and Assistant will decide whether they will both be present the entire time of preparing breakfast, or rotate 
one each day so as to allow the other person a longer morning to exercise, have an extended devotional time, 
etc. 
 
Food Service Director and Assistant should refer to the Food Service Staff Procedures section of the staff 
guidelines for more specific job duties and information. 
 
Example of a Previous Tapawingo Summer Menu 
Underlined items should be in stock.  The non-underlined items will be delivered from the hill kitchen for each meal. 
 
SUNDAY 
 B – Blueberry/Apple Scones (delivered on Sat.), Yogurt, Hot/Cold Cereal, Honeydew 
 L – Chicken/Tuna Salad (delivered on Sat.), Lettuce, Tomato, Wraps, Pitas, Bread, Chips, Pickles 
 D – Stromboli, Salad Bar, Assorted Rolls, Ice Cream Sandwiches 
 *Make sure to get the scones and chic/tuna salad on Sat. by lunch or call hill.  Call hill on Friday with number for Sunday  
   stayovers, including staff. 
 
MONDAY 
 B – Apples, Bacon, Cinnamon Streusel, Hot/Cold Cereal, Grapes 
 L – Taco Beef, Cheese Sauce, Soup, Tri-color Tortillas, Taco Shells, Salsa, Sour Cream, Lettuce, Salad Bar 
 D – Chicken Scampi, Mediterranean Blend Vegetables, Tortellini and Marinara, Garlic Bread Sticks, Cheesecake, Salad bar  
 
TUESDAY 
 B – French Toast, Sausage Links, Hot/Cold Cereal, Cantaloupe, Syrup and Butter 

L – Italian Chicken Wraps, Soup, Chips, Salad Bar 
D – Malaysian Buffet: Curry Turkey, Rice, Toppings for Malay on Salad Bar, Split Top Rolls 

 
WEDNESDAY 
 B – Scrambled Eggs, Ham Steaks, Croissants or Biscuits, Hot/Cold Cereal, Honeydew 
 L – Chicken Tenders, Sweet Potato Waffle Fries, Soup, Salad Bar 

D – Pizza, Chocolate Chip Cookies, Salad Bar 
 
THURSDAY 
 B – Hot/Cold Cereal, Fruit/Nut Granola, Yogurt, Bagels, Cream Cheese, Assorted Fruit 
 L – Pulled Pork Sandwich, Hush Puppies, Soup, Salad Bar  
 D – Roast Chicken, Pacific Blend Vegetables, Rice Pilaf, Split Top Rolls, Salad Bar, Dirt Pudding 
 
FRIDAY 
 B – Apples, Bacon, Cinnamon Streusel, Hot/Cold Cereal, Pineapple 
 L – Deli Bar, Soup, Salad Bar, Wraps/Bread/Pitas, Chips, Pickles 

D – Carved Flank Steak, Green Bean and Corn Medley, Baked Potato, Malted Chocolate Caramel Pie, Salad Bar, Petit Pain 
Rolls 

 
SATURDAY 

B – French Waffles, Sausage Patties, Hot/Cold Cereal, Cantaloupe 
L – Chicken Quesadillas/Veggie Pitas/Bean Burritos: Have items in stock and ready in overnight bin for stayover program.  
D – Assistant Director places order with TeePee 
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Every Meal – Be sure you have full juice, milk, good supply of honey, brown sugar, regular sugar, hot water, ketchup, mustard, mayo, 
salad dressing, salt, pepper, pack sugar, hair nets, gloves, utensils and cleaner. 
 
 

Policy for Ill Food Workers 

If a food worker is feeling ill or another staffer notices signs of illness (such as diarrhea, any flu like symptoms 
i.e. excessive coughing, sneezing or nasal drip), she will be instructed to see the Health Director who will 
assess her condition and decide to clear her to work or seek outside medical help.  Until food worker is cleared 
(by Health Director) she may not work with food.   
 
Garbage Procedures 

ATTENTION ALL STAFF – Taking care of garbage is a duty for all of us! 
All garbage cans must have liners and lids at all times!  If you notice a garbage can with the lid off, please 
replace the lid.  If you see trash on the ground, pick it up and throw it out.  If you see a trash can with no liner, 
please get a liner from the kitchen, and replace it.  Whenever garbage cans are not in use they must be 
covered, or garbage bag must be tied.  (This is required by the Health Department and our Auditors).  If you 
notice a problem with garbage (i.e. overflowing garbage, trash or garbage found in camp, specific cabins that 
do not handle garbage well, etc.) be proactive in addressing the problem.  The handling of any and all garbage 
problems falls on the shoulders of the Food Service and Maintenance Director.  Garbage problems should be 
addressed in the following ways… 

1. Make announcements when all of camp is present. 
2. Address individual counselors who do not follow garbage procedures. 
3. Address counselors who have campers that you notice are not following garbage 

procedures and request the camper be spoken to. 
4. Keep a record of any conversations or announcements and be sure to mark 

whether or not instructions were followed.  Place record in Director’s box to be 
placed in staffer and/or camper’s file. 

 
Recyclables 

At Tapawingo, we recycle.  In every cabin, we have a recycle bin.  This means any glass, plastic (number 1, 2 
and 3 on the bottom of the bottle), or aluminum cans or bottles need to be disposed of in those recycle bins.  
Please use them! 
 

● Tapawingo staff handle emptying, separating, and in some cases, cutting off the rim for plastics and 
rinsing out metal and glass. 

● Marina Crew will only carry away recyclables that have been properly sorted.  If Marina Crew notices 
something amiss with the recyclables – they will refuse to take it on the boat until they have spoken to 
the Food Service Director or her Assistant. 

● All Staff:  Be sure your campers are emptying out soda bottles and throwing away the lid BEFORE 
putting it in your recycle bin in your cabin.   

● CHECK for recyclables BEFORE unloading your trash into the main trashcan. 
● Please take all recyclables to the Purdy Center –NOT BEDDINGTONS.   
● Please make sure the boat crew does not take away the soda cans as these are redeemable and go 

toward camper scholarships! Instruct campers not to crush their cans.  
 
Waitresses 

At the beginning of each week, counselors will appoint one server for the day.  This person will not only serve 
at meals but will be especially focused on serving the rest of the girls.  This is a mindset that should be 
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adopted and encouraged in each of your girls every day but will be that specific girl’s opportunity to practice 
servanthood.  This is also a chance for you to encourage, assist, coach and build into one girl in your cabin in 
this area.  Explain this plan to your entire cabin at the beginning of the week.  Share the biblical view of 
servanthood as discussed in staff training.  Please remember, your campers are most likely to learn about how 
to be a Christ-like servant by watching YOU! 
 
1. Start the day off by announcing the exciting news - “Today ______ will have an incredible opportunity to 

glorify God by serving us in a special way as our waitress.”  Select a new girl each day.  To give everyone a 
chance it may be necessary to have one girl serve breakfast and lunch, another serve dinner and breakfast, 
etc.  You may want to create a special button for your waitress to wear each day.  Be creative!  If you are 
excited about this, they will be too!  (Especially the younger cabins. This is a chance to encourage them to 
be selfless – possibly a new concept for some – and to help them through the day to find their joy and 
strength in the Lord).   

 
2. When the waitress bell sounds 10 minutes prior to meals, explain to your cabin that this is the server’s 

signal to arrive at the dining hall, ready to serve.  Explain the following procedures: 
a. Wash hands in the bathroom or behind the lodge with soap. 
b. Report to dining hall to receive instructions from Food Service Director. 
c. In absence of any other instruction, server will set table for cabin with dishes and silverware 

provided. 
d. During meal, server will refill dishes and drink pitchers for her cabin. 
e. Server will take plates and garbage to trash bin and bring table wipes to table. 

 
Waiting to Enter Dining Hall  

1. As soon as girls begin to line up, ask if they have washed their hands.  Stress washing of hands – we need 
to limit the number of illnesses we have.  If you notice soap or paper towels are low, alert Food Service 
Director/Assistant or ask a CIT or CIT leader to take care of it. 

 
2. One counselor takes charge of leading songs while campers are lining up and waiting for the meal.  The 

schedule for leading songs is as follows: 
Sunday            Winnebago counselors 
Monday  Apache and/or Commanche counselors 
Tuesday   Arapahoe counselors 
Wednesday   Navajo and/or Oklahoma counselors 
Thursday  Shoshone and/or Oneida counselors 
Friday   Cherokee counselors/Mohawk Counselors 

 
If it is your day, be ready to lead the singing outside the dining hall.   
 

3. The Food Service Director or her Assistant will announce the meal and portion sizes, the order of the 
buffet line, and will either pray or ask a counselor to pray. Cabins may then enter the Dining Room. They 
will be encouraged to sing loudly and cheerfully as they enter.  Girls continue singing at their tables until all 
have entered. The first two cabins (if present, Oklahoma always eats first) will go immediately to the buffet 
line and all other cabins will be seated until it is their turn. 
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Eating the meal after prayer 
1.  Campers may pour their own drinks from the pitchers on the table, or have help from counselor. 
Counselors should monitor the amount of liquid campers drink.  Be sure campers drink at least one FULL glass 
of water at each meal. 
 
2.  Counselors should stress orderly behavior and a servant’s attitude.  They should be sure campers have had 
enough to eat.  While you have some options at the end of the day, this is it for the campers.  Campers should 
be encouraged to eat everything on their plate.  Set the example by taking at least a small portion of every 
food item, and eating it.   
 
Mealtime is a great time to learn and grow! 

1. Come to meals prepared with a few topics of conversation for your cabin to discuss.  Keep aware of 
conversations and try to direct away from complaining or gossip of any kind.  Be friendly, and use this time 
to draw out your campers.  Show them by example what it means to be sociable without being obnoxious 
or overbearing.  When Susie Sour says, “This food is disgusting – I can’t eat it,” her counselor should say 
something like: “Susie, I know this is not the food you’re used to eating, but it is our food, and we are 
proud of it.  I happen to know the person who made this food, and I know she did her very best to make it 
well!”  Keep your responses to negativism clear, concise, firm and positive.  You will meet the COTW food 
service people during pre-season.  You are always invited to offer ideas to the Camp Director on ways the 
food might be improved during Saturday Staff Meetings.  For those of you new to Tapawingo please be 
assured we try to provide tasty meals that are high quality, healthy and energizing.   

 
2. Be on TIME!  Make sure your watch is on Tapawingo time (matches the Director’s watch).  If you are late 

and have a good reason for being late, let the Head Counselor know.  This will help to avoid any potential 
consequences.  If the reason is valid, you will be excused! 

 
3. You are responsible for all of your campers.  Your cabin may not enter the dining hall until everyone in 

your cabin is present and accounted for. 
 
4. Counselors should stay at the table.  Delegate to your server if you need something.   
 
5. Campers never leave the table unless directed by you to do so.  Make sure you go over the mealtime rules 

as well as the “server” duties during your cabin meeting the first night. 
 
6. Be sure each camper gets an adequate portion.  Remind campers of how to take a little bit at first, and 

then if they are still hungry they can take seconds.  There will always be enough food to go around if 
campers adhere to this policy.  Remind them that they will be expected to eat what they take, and that we 
hope to throw out only a minimum amount of food. 

 
7. No negative comments about food - especially from staff!  If you have a genuine concern, please bring it to 

the Director’s attention. 
 
8. Vegetarian/Gluten free Meals:  If a camper’s parent or guardian has previously informed us that she is a 

vegan and/or gluten free, (which means it is on her health form, or was sent in a special letter) a special 
meal will be prepared for her.  If that is the case, you (her counselors) will be informed.  If you are not 
informed, double check with the health director and if she says it is not on her health form, you can 
assume it is not a medical condition, and camper should be encouraged to eat a healthy, well-balanced 
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meal, including meat.  For staff wishing to eat only vegetarian or gluten free meals, our food service staff 
will be pleased to accommodate your special diet provided it is a medical condition (must be on your 
health form – signed by a doctor).  If you do not have a medical condition requiring the special diet, you 
will still be allowed to eat vegetarian or gluten free, but a special meal will not arrive for you each day.  
You will, however, need to follow a healthy vegetarian or gluten free menu. Because you are a model to 
campers of good health, if you “pass” on meat, you must supplement your diet with another form of 
protein.  Please notify us prior to May 1st if you wish to eat vegetarian or gluten free.  If you would like to 
follow a strict vegetarian or gluten free meal plan, we ask that all staff inform us prior to May 1 in order 
that we might properly prepare for that possibility.  If we do not hear from you by May 1, and if you do not 
have a medical condition, you will be expected to eat a healthy, well-balanced meal, including at least a 
small portion of each of our food items at each meal.   

 
9. Birthdays - write out camper’s name, cabin, counselor, and birth date and give to Assistant Director after 

Sunday’s evening meal or as soon as you find out.  We celebrate all birthdays at lunch.  Be genuinely 
enthusiastic!  Feel free to decorate your table, surprise the camper with a special dessert (speak to Food 
Service Director for specific instructions) make a birthday present, plan a singing telegram, etc.  After meal, 
announcements and mail, Assistant Director will interrupt the Director getting ready to dismiss.  Assistant 
Director will say, “I believe, Miss Joy, that we have a birthday today!”  The counselors who have a camper 
with a birthday run over to her, and bring her up to the front of the Dining Room.  Director will lead the 
camp in singing the following birthday rap:  “Repeat after me!  Come and sing a birthday song! (campers 
repeat)  Come and sing it all day long! (campers repeat)  Birthday, (repeat) name of camper’s Day (campers 
repeat), Bring it on down, B, I, R, T, H, D, A, Y!”  Cheer and then help camper get down off of stool.  
Director will then dismiss. 

 
10. When anyone on staff stands to make announcements, everyone finds a seat and gets quiet. 
 
11. Everyone must wear shoes in dining hall at all times. 
 
12. For breakfast campers may have cereal and/or main course. If having cereal, campers and staff may have two 

servings. Cereal may not be eaten anytime other than breakfast. 
 
POWER HOUR 
This is our all-camp devotional and is an important time of study, fellowship and worship that will give us 
additional strength to victoriously live out the day in Christ.  This is the time to “fuel-up” and is one of the 
most important activities of the day.   
 
1. Campers should come to breakfast with their Bibles except on Fridays. 
 
2. Power Hour takes place in the dining hall (after clean-up of tables is completed) and is led by the Director.  

There may, however, be weeks when, due to various circumstances, Power Hour will be broken down into 
age groups and be led by members of administrative staff.  On Director’s day off, Power Hour is led by 
Assistant Director or any other staff member who comes forward one week prior to Director’s day off and 
speaks to Director about her desire to lead the all-camp devotions.  Leader must follow Director’s content 
outline for that day, and have discussed in detail what she expects to be communicated in those 40 
minutes. 
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3. All staff and campers are expected to be present for Power Hour except in cases of illness.  Any and all 
absences from Power Hour must be cleared with the Head Counselor (for Counselors) and Assistant 
Director (for administrative staff) prior to the beginning of Power Hour. This is one area of the day that we 
are able to be unified as an entire camp! Be sure campers are ready for Power Hour (bring Bibles to dining 
hall).  If scheduled for a hike, campers will come to dining hall with their backpack and everything they will 
need for the hike, including having their water-bottles filled. They will head directly to the boat after 
Power Hour (use restrooms on the mainland).  

 
AM ACTIVITY CLASSES 
GENERAL PRINCIPLES AND CLASS FORMAT TO FOLLOW FOR ALL CLASSES: 
(Apply these to ALL classes, in addition to special information in each activity area) 
The Basics of Leading a Great Activity Class:  These principles can and should be applied to almost every 
activity area – please do so!  You will be evaluated on your ability to do these with excellence! 
 
Before the class:  Be prepared!  If you do not feel comfortable in any of your assigned activity areas, please 
meet with the Program Director immediately to receive further training and/or study materials. 
 
1. Take attendance.  This is crucial in determining that all campers are where they are supposed to be.  DO 

NOT TAKE THIS LIGHTLY!  If a camper does not come to your class once the final bell has rung, you must 
get word to the office that you are missing a camper.  Administrative staff will institute lost camper 
procedures if camper cannot be located immediately.  If lost camper procedure does not turn up camper, 
lost swimmer procedures will be started.  All staff MUST assume this is a true emergency, until told 
otherwise.  If you have a camper that is not on your list, send word to the office right away.  This may 
avoid our institution of the lost camper/swimmer procedures.  If camper is not on your list, but has a 
signed pass, you do not need to alert the office. 

 
2. Help campers feel comfortable and informed right away.  For your first class, introduce campers to each 

other, and be warm and friendly.  Make it your priority that all campers in your class feel welcome and at 
ease first, then move on to informing your campers about your activity area:   

 
a. Explain to campers the basic, advanced and masters level badge requirements for this activity area.  

For day one, you will do this for each of your classes.  By day two, campers should be aware of those 
activity areas they are interested in.  Do not spend a great deal of time explaining the requirements 
(some campers are not interested in earning badges – just in having fun).   

 
b. If you are leading a class that requires a high level of skill be developed before a badge is earned, be 

sure to explain to campers that they will need to sign up for this activity every day. Tell them they can 
also work on their badge every year they return.   

 
c. On day one, take a list of campers that would like to earn a basic, advanced or masters level badge for 

this activity area.  Keep this list in the waterproof badge box near your activity area.  Be sure to check 
these lists before each class time to familiarize yourself with who is “going for” a badge.  Also update 
these lists with campers that join new activity areas on day two, but really want to try for a badge. 

 
d. Ask if any campers are continuing to attempt a badge from last summer.  If someone says:  “Yes – I 

think I started to fulfill the requirements from last summer for this activity area,” send her to the 
Program Director and have her check the activity area files.  Program Director may give the card to the 
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camper to take to activity area.  If a card is missing, it is possible her activity card has been misfiled.  
Give the camper the benefit of the doubt.   

 
e. Go over the safety rules for your activity area.  Quiz campers by asking them questions about each rule.  

Review any commands and explain all the dangers for your area.  Explain the importance of listening 
and responding to safety commands the FIRST time.  Explain how repeated inability to follow safety 
rules will result in her being excluded from this class.  Report any camper having difficulty being safe to 
the Program Director ASAP. 

 
f. Explain what will be covered each day in this activity area. Check your activity manual for this 

information.   
 
3. Now that your campers are informed, you want to build their interest in your activity area.  If you have an 

outdoor activity, be sure to inform campers about any and every natural element to your activity area that 
might inspire them to enjoy the outdoors once they return home.  Remind them of basic ecological 
principles and do your best to inspire in them a desire to care for the natural resources we find.   

 
A. Here are some ways for you to be a great activity leader and have a hit class.  

1. Show enthusiasm:  Even when you don’t “feel” like it – be cheery, kind and upbeat. Enthusiasm: 
Derived from the Greek En-theos meaning “God-possessed” or Spirit-filled. Tuning in with a Source 
greater than ourselves. Tuning in to THE Source with all divine resources. The kind of eagerness 85-
year-old Caleb showed when he said to Joshua, “Give me this mountain of the giants; if so be, the 
Lord will be with me, then I shall be able to drive them out.” –Joshua 14:12 

2. Show interest in your campers. “Care even more about being interested than being interesting” 
(although we want you to be interesting and engaging as well). Get shoulder to shoulder with your 
campers (Do things WITH them, not just FOR them). Find out what their goals are for this activity. 
Inspire them. Remember how one of your favorite teachers made you LOVE a class? Go for that! 
Good leaders give the credit to those who follow them. Campers will naturally be drawn to you and 
respect you as you do things to make them feel like an amazing person and inspire them. Ask 
questions about their interests, their skills, past awards, friendships, dreams, etc.  Give them 
opportunities to be in the spotlight, even if it is just with you. Shine that light brightly on each of 
your attendees, and you will be sure to have a HIT class! 

3. Have a sense of humor:  Be willing to laugh at yourself, and with campers, but never at them.  
4. Show skill:  If you have developed a skill in this area, don’t be afraid to display it to your campers!  

This is not being proud (as long as your heart is right) – it’s giving your campers a first-hand view of 
something to aim for in this activity area!  If you look cool hitting three bull’s-eyes – they are going 
to be more motivated to build a skill in this area.  Campers can tell if you are being sincere about 
this by the tone of your voice.  If your voice displays that you are passionate about this activity 
area, they will be more inspired to learn what they need to do to achieve this new skill.  If you 
know how to do every stroke in a canoe with style and grace, they will be inspired to learn as well.  
Don’t be embarrassed to give total glory to the Lord as you share with your campers the excellence 
He has given you. It is okay to be passionate about the things we are discovering! 

5. Finish with excellence by making sure all equipment is put away neatly and properly. Have 
campers assist you in this, teaching them to take ownership of the island. Elevate their 
contribution. Also make sure campers take all belongings with them (Take any belongings that are 
left to the Lost & Found- Lodge porch) and that the activity area site is free from trash.  
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For all activity areas involving the water, refer to the waterfront manual for further instruction. 
 
CAMPER OFF-SITE CONDUCT 
Because some of our activities and events take place off the island – we have developed… 
General Off-Site Rules 

1. Use the buddy system and teach campers why it is used (to look out for each other).  Take a head 
count every 15-30 minutes, before and after moving from one area to another, or more often if the 
activity or situation involves crowds, “attractive nuisances,” or other distractions. 

2. Make sure campers know what to expect and what the rules are in general. Include expectations 
for unusual circumstances.  Camp policies on behavior (polite and appropriate) carry over into out-
of-camp trips. 

3. Explain the plan to all (campers and staff) on how to address potential emergencies or situations, 
such as illness, extra bathroom trips, being approached by strangers, or meeting someone the 
camper knows.  Campers should tell a staff member right away if a camper gets lost or separated 
from the group.  Instruct campers to tell staff before going to the bathroom and to check in when 
they return. 

4. Keep belongings with the group OR have someone stay with them.  Do not invite others to join the 
group without the knowledge and consent of a staff member.  Have campers report uninvited 
guests or suspicious circumstances to staff immediately. 

5. Define the area in which the campers are to stay unless specific permission is obtained from their 
assigned staff member.  If leaving the boundary area, they must go with a buddy. 

6. When in a stationary area, like at the park, staff should spread out within the group, remaining 
visible, accessible, and attentive to the needs of the campers. 

 
Needed Items for all Off-Site Activities 
This includes hikes, overnights, river walks, tennis, rock-climbing, mini golf, sports class, etc. Any time there is 
an off-site activity, counselors/staff members must have: 
     1. A First Aid Kit (except if on COTW Property) 
     2. Health Forms of all who are participating (including staff) 
     3. A cellular device 
 
When walking: 
 1.  Walk in pairs on the right, allowing others to pass. 
 2.  A staff member should lead and another should follow, in most instances. 
 3.  Suit the pace to the slowest person.  Keep the group together. 

4.  Cross streets as a total group at designated crossings only.  Obey traffic signals.  Count heads before 
crossing and at regular intervals. 

 
Camper/Guest Interaction  
The following guidelines apply when campers go to “public” sites like parks or participate in events where 
other non-campers are present. 

1. When campers are at COTW and/or in public - there may be opportunities for interaction with 
guests.  Please note: If there are no previously approved visitations (you will be given a list prior to 
leaving for the mainland) there will be no private visitations allowed.  Campers will be under the 
same ratio of supervision at COTW and at any off-island location as they are at Tapawingo.  A 
Wilderness First Aid certified staffer must be easily accessible - within voice distance. 
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2. Instruct campers on how to behave on the mainland and/or in public: 
a. Always stay with the group - any straying off is strictly forbidden! 
b. Keep interaction to a minimum - waving or saying hello is fine, but we are still functioning as 

Tapawingo!  Do your best to discourage any interaction beyond waving and a brief greeting 
with people other than family members or guardians of the camper whenever possible.  
Encourage campers to stay focused on the activity at hand, and work to improve the goals 
set for these specific activities.  Don’t be rigid in this, just keep your eyes open and be 
discerning.  Stay especially aware of where all your campers are and what they are doing at 
all times whenever off the island.  For Emergency Procedures when off the island, see Crisis 
Situations. 

 
LUNCH 
Schedule for lunch is as follows: 
1. Line-up/Wash hands/Singing Time 
2. Announcements - including winner of cabin clean-up. Cabins who failed must re-clean now. 
3. Prayer 
4. Enter dining room 
5. Eat 
6. Celebrate birthdays 
7. Dismiss everyone to rest hour 
 
*Note that any laundry for stayover campers should be at the flagpole by lunchtime on Friday. There will be a 
sheet on each table at lunch on Thursday to write down the names of campers getting laundry service so that 
the money can be taken from their camper account. 
*On Thursday there will also be a canteen order sheet on the tables at lunch. Take orders from all your 
campers at the beginning of lunch and bring to the business manager. Canteen orders will be filled during 
lunch and brought to your tables on Fridays in order to allow the business manager maximum time to close up 
camper accounts. 
 
MAIL 
1. Outgoing mail:  Drop mail in outgoing mailbox on the end of the Lodge by the Store door.  Intercampus 

mail can be sent to COTW guests/staff or Deerfoot campers/staff simply by putting ICM (inter-camp mail) 
where the stamp would be placed.   

 
2. Counselors will bring mail from the office back to the cabin after lunch for rest hour. 
 
3. Staff should check their mailbox at least once every day for inter-staff handouts and memos. Also check for 

memos on the memo board and initial when read.  It is your responsibility to read posted memos and sign 
promptly.  Staff should check mail after lunch but wait until you have dismissed your table.  

 
4. Please encourage campers to wait until they are in the cabin to open mail.  No one, including counselors, 

should open packages until they are back in the cabin for Rest Hour.  Counselors should supervise opening 
packages and take any “contraband” to the Director’s office following Rest Hour (i.e. cigarettes, knives, 
magazines, ghost stories, gum, etc.).   

 
5. After camp, consider setting a goal to write each girl in your cabin at least once; however, don’t commit to 

writing if you are not sure you will follow through.  If a camper writes you, and you have committed to 
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writing her back, please do so (we want to have our ‘yes’ be ‘yes’ and our ‘no’ be ‘no – this is a small way 
we can be women of our word).  Any letter you write to a camper during the summer can be turned in to 
the Business Manager’s box, in an envelope, with completed address, etc. and we will pay for postage.   

 
6. Help your campers with their mail in terms of checking that they have placed a return address, stamp, etc. 

on their letter.  This is mainly for the younger girls. 
   
7. When mail arrives via the pontoon boat, no one is to open the mailbag except the Director, Assistant 

Director or Business Manager.  This is not negotiable.  This rule is to prevent any problems with losing 
mail, blaming others, etc. Handling mail when not authorized to do so is a federal offense!   

 
8. If you have a camper that is very sad about not getting any mail bring it to the Assistant Director’s 

attention immediately.  We will be sure to provide her some sort of mail during the week.  Don’t let this 
slip by! 

 
CAMP STORE 
One of the most important days for the Camp Store will be on Sunday when parents are present.  Please be 
sure the store is clean, well-stocked and fully operational for this day. Our Assistant Director and Business 
Manager will manage the camp store. Administrative (and some counseling) staff will rotate working in the 
store.  If you are scheduled to work, please come with a cheerful, bright attitude.  Help girls find what they 
need and keep careful records.  At the end of your shift, the store should be cleaned (counters wiped down) 
and re-stocked.  The Assistant Director or Business Manager will train you in the proper store procedures – 
PLEASE FOLLOW THEM! Be sure to write clearly, use a calculator, etc. 
 
REST HOUR 
After lunch, everyone should head to their cabin and get in their bunks for Rest Hour.  The purpose of Rest 
Hour is to be sure each camper has daily time to rest and reflect.     
 
1. All campers must be in their own cabin, in their own bunk, lying down.  (They can write in their journals, 

write letters or read, etc. while lying down). 
2. One counselor must be in the cabin or just outside within earshot of campers during this time.  The other 

counselor can take this opportunity to spend time out of the cabin, lie on the rocks, dock, etc.   Please be 
quiet and discreet in your chosen activity.  There may be an in-service (in summer training for staff 
members) during this time - please be flexible. 

3. Lights may be on for writing, reading, etc. if all girls agree.  This is the counselor’s decision, however.  We 
recommend you turn lights out – and allow girls to use flashlights.  

4. No talking during Rest Hour.  Girls may pass notes as long as it does not get out of hand. 
5. Counselors and campers can open mail once everyone is quiet and in bunks. 
6. All campers stay in cabins, except to use restroom, one at a time (use the restroom beforehand if 

possible). 
7. Use this time to write camper awards, evaluations, and parent postcards. 
8. Do not let your campers get out of their bunks until the bell rings, or at 2:00 PM. 
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PM ACTIVITY CLASSES 
See Activity Area Manuals and special additions for more specific information on activities. 
1. Right after rest hour, the boat will arrive to take campers to the mainland for sports, zip line, and, at times, 

afternoon hikes.  Girls in these activities must go directly from their cabin to the bench near the boat dock.  
Stress the importance of being on time!   

2. Girls who are banana boating during third period must stay off the boat dock until the pontoon boat 
leaves.  Girls should never be on the front dock without a counselor for any reason.  All campers waiting 
for boats or banana boating must wait behind the bench near the front dock sign until otherwise 
instructed by a staff member. 

 
FREE TIME 
1. This is not a time for counselors to socialize (don’t worry - we will have that time!).  Free time is your 

opportunity to spend time with your cabin and enter into one-on-one discussions with your campers.  
Please pay attention to your own girls first (make sure you know where each girl is and what activity she is 
choosing to participate in), and if they are all attended to or busy feel free to show attention to other 
campers.  We discourage a group of all staff hanging around and having a great time without campers.  We 
are delighted that our staff loves each other, but the time to hang out together is your day off. Some ideas 
include frisbee, games, toss around a football, etc. These are optional.  Your campers may have ideas as to 
what they would like to do. 

2. This can be a great time to get a handle on where your girls are spiritually.  Don’t assume a camper is a 
Christian simply because she comes from a Christian home.  Give each camper an opportunity to tell you 
her story and if they are a Christian.  Review these listening techniques frequently, but above all, practice 
them! 

a. Maintain eye contact 
b. Sit facing camper 
c. Concentrate on what your camper is saying 
d. Avoid distractions, such as constant movement 
e. Use facial responses and verbal cues to alert the camper you are listening to her 
f. Ask relevant follow-up questions 
g. Restate to the camper what you think she said (i.e. “So what you’re saying is that you like camp but 

don’t understand all this talk about Jesus?”) 
h. See through their behavior to who they are and what they are really trying to tell you. 
i. Never communicate shock at what they share.  Rely on God’s Truth, His offering of complete 

forgiveness, and His personal plan for their life. 
j. If a camper wants to tell you something but doesn’t want you to tell anyone else, stop her and let 

her know that you will do the most loving thing for her (or whoever is involved), and that the most 
loving thing may involve sharing what they tell you with someone else who can help.  Affirm to her 
this truth:  “You can trust me to do the right thing and to be wise and loving with what you share. 
That may or may not mean telling someone else what you want to tell me.” 

 
Here are some sample open-ended questions to help during one-on-ones: 

● Highs and lows for the week 

● Ask about family life 

● What are their interests? 

● Who is Jesus?  What do they think of when you say His Name?   
● What does the Cross mean to them? 

● Have they ever committed their life to the Lord? 
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● How can you be praying for them? 

● Are they getting along with the other girls in the cabin? 

● Are they working on any badges this week?  How can you be encouraging them? 

 
Be sure you are praying for discernment as you talk to the camper.  Pray that the Lord will guide you in what 
to say and not to say.  Do not pry or force the camper to answer questions she does not feel comfortable 
sharing! 
 
FREE TIME/FREE SWIM    
1. Waterfront personnel will take turns lifeguarding during the week.  Individual staff schedules will be given 

at the beginning of each week, which will include lifeguarding duties and days. 
2. One counselor (the lookout) will be at the beach checking buddy tags.  She does not need to be a lifeguard 

to check tags.  Please take this position seriously! 
3. Ratio of lifeguards is 1:25.  Ratio of lookout is 1:10.  This ratio MUST be maintained throughout entire free 

swim.  If at any point there are too many campers to maintain ratio, report to Program Director and/or 
Waterfront Director immediately.  She will assign more lookouts and/or lifeguards as necessary. 

4. All staff must be familiar with the Waterfront Safety Procedures. 
5. During Free Time/Free Swim – All girls must be down on the beach, in the cabin, the crafts cabin, at the 

archery range, near the front dock (ski/banana boating) or in the store. If you find a stray camper during 
this time, make sure they find their cabin quickly.  Campers must be with their counselors or an assigned 
supervisor during this time. 
 

SHOWERS 
1. Keep track of the cleanliness of your campers.  Each camper must take at least 2 real showers each week.  

If a camper wants a shower daily, don’t deny this.  Periodically check your campers from a distance for any 
signs of skin infections, rashes or uncleanliness.  If you suspect a problem in this area, or if the camper 
complains of skin problems, send her to the Health Director for examination.   

2. Encourage campers to take care of themselves in various ways.  If asked to do so, help them with 
application of make-up, hair, etc.  Offer supportive advice and friendly counsel.  Do not over-stress the 
importance of good “looks” but encourage girls to take care of themselves and to take their personal 
hygiene seriously.  Remember to stress the importance of being beautiful on the inside during these times 
as well - especially with campers that are discouraged with their appearance.  Be sure to set a living 
example of a healthy and disciplined lifestyle for them to follow.  Remind campers that the Lord gave them 
certain aspects of their appearance for a reason.  Seek to help them surrender their looks to Him for His 
use and glory. 

3. Girls must be fully clothed going to and from showers.  This means more than a towel. 
4. When staff showers take place remember that sound travels on the island.  Be careful to talk quietly in the 

bathroom, and to be extremely sensitive in terms of your discussions on camper problems, etc.   
5. Girls may wear bathing suits in showers if they wish. They should not be questioned on this decision. 
6. Camper bathroom is reserved for campers and staff bathroom is reserved for staff. 
7. Here are the shower times:  

6:45-7:00 a.m.  Mohawk 
7:00-7:15 a.m.  Apache 
7:15-7:25 a.m.  Cherokee 
7:25-7:35 a.m.  Oneida  
7:35-7:45 a.m.  Commanche 
11:30-11:40 AM Shoshone 
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11:40-11:50 AM Winnebago 
2:00-2:15 PM (4:00-4:15 PM Fridays)  Navajo 
2:15-2:30 PM (4:15-4:30 PM Fridays)  Arapahoe 
2:30-2:45 PM (4:30-4:45 PM Fridays)  Oklahoma 
 

 CAPERS – all camp duties that help to keep our island clean, safe and fun! 
Capers Procedures: 
1. Capers are cleaning duties around camp that must be done each day.  By having campers do capers, we 

help them to have ownership of the island.  This is THEIR camp – not just a place they are sent to attend.   
Capers are also helpful in teaching campers how to clean.  Many have not been taught these basic skills, 
and by training them now, you may help them achieve a better lifestyle down the road!   

2. If you are going on an overnight hike, or will be away from the island when your caper is to be completed, 
it is your responsibility to switch with another cabin.  Alert the Food Service Director in writing of this 
change. 

3. Capers must be done well.  Make sure you are doing everything on your list (see master capers schedule 
below).  For any cabin that does not do their caper well, the following consequences will result: 
a. Your cabin will be notified by the Food Service Director. (first offense) 
b. Cabin will lose store for the day. (second offense) 
c. Cabin and staff will be last for salad bar privileges for the day. (third offense) 
d. Cabin and staff will need to meet with Director and determine a course of action. (fourth offense) 

4. Campers and staff who will be cleaning the bathroom must always wear gloves. 
 

Capers Schedule (see appendix for checklist of duties) 
1. Clean camper bathroom (5:00 p.m.) 
2. Sweep dining room after breakfast 
3. Sweep dining room after lunch 
4. Sweep dining room after supper 
5. Office and Store   
6. Clean camper bathroom (before breakfast) 
7. Chapel   
8. Garbage/Sweep porches   
9. Crafts Cabin/Infirmary 
10. Clean Back-Wash House and Organize Trip Sheds   
 

Capers Mon. Tues. Wed. Thurs. Fri. 

Oklahoma 10 9 5 7 3 

Arapahoe 9 5 8 3 2 

Navajo 5 6 9 2 4 

Winnebago 3 4 2 6 5 

Shoshone 1 7 4 10 8 

Commanche 7 10 1 9 6 

Oneida 2 8 7 5 1 

Cherokee 4 1 3 8 7 

Apache 6 2 10 4 9 

Mohawk 8 3 6 1 10 

 
*Counselors - for those of us who use it, let’s work together to keep the exercise area tidy.  Make sure to clean 
the staff bathroom when it’s your turn!  Schedule will be posted in bathroom. Thank you! 
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FLAG LOWERING  
1. Waitresses report to dining room as soon as bell rings. 
2. Procedure same as morning with following exceptions: 

a. Flag taken down and folded in football shape. 
b. Campers are dismissed to dinner in a line after color bearer and color guard are dismissed. 
c. Color bearer and color guard take flags into the office and place on white shelves. 

3. When it rains, flag is to be taken down immediately.  This is the responsibility of the CIC for that day.  No 
flag raising or lowering ceremonies on rainy days.   

4. In the event of heavy rain, campers and staff may wait on front porch under cover. 
 
DINNER  
Same procedure as breakfast and lunch except on Friday – Banquet Night! 
 
EVENT HOUR 
1. Staff will receive an Event Hour memo in their boxes near the beginning of the week.  Staff members will 

be given different responsibilities for Event Hours, some in advance. Event hours may include all camp 
games, skit night, scavenger hunts, counselor hunts, talent shows, 50’s or 60’s night, luau night, western 
night, etc.  Counselors will need to look over the memo and check for any items they don’t understand.  If 
you do not understand your responsibility or any part of the event, please see the Program Director 
immediately!  Please do not wait until right before Event Hour. 

2. All staff are required to attend Event Hour, even if you are not planning/managing an event. Please sit with 
your cabin, not in the back together. Campers love knowing you want to be with them! 

3. Be exceptionally energetic, supportive, responsive, etc.  You can never have too much energy or 
enthusiasm when seeking to support your fellow staff members. 

4. Begin to think of creative ways to spend this hour right now, and come prepared to Staff Training to 
discuss your ideas (including your plan for carrying out your idea).  

5. Get everyone participating, and lead by example! 
 
CABIN PRAYER TIME 
Cabin prayer time is a time to pray together and prepare our hearts for Vespers.  Have your cabin meet 
somewhere on the island to share prayer requests and pray together for these and for Vespers. You can also 
have a time of Adoration or Thanksgiving.  If you need ideas, see the Head Counselor. 
 
VESPERS 
Vespers will take place in the Chapel. 
1. The programming for this time will be quiet, reflective programming, intended to get girls thinking more 

seriously about the Lord. 
a. Staff and/or guest speakers will take turns giving their testimony/short message 
b. Christ-centered skits  
c. Singing praises to the Lord 
d. Theme related material 

2. All staff must be prepared to give your testimony clearly and concisely (complete with Bible references or 
passages) in 10 minutes or less.  You must also come to camp prepared to share the gospel with at least 5 
Bible verses memorized.  Although the Lord may or may not lead you to share these verses in your 
testimony and/or sharing of the gospel, we want you to be prepared should the opportunity to share from 
His Word arise (at Tapawingo OR wherever you may be). 
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3. At the conclusion of Vespers, campers and staff will exit the chapel singing “We Shall Go Out With Joy 
(Isaiah 55:12)” and form a circle in the field around the flagpole: 
 We shall go out with joy, and be led forth with peace, 
 And the mountains and the hills shall break forth before you, 
 There’ll be shouts of joy and all the trees of the field, 
 Shall clap, shall clap their hands, 
 And all the trees of the field shall clap their hands, the trees of the field shall clap their hands, 
 The trees of the field shall clap their hands, as we go out with joy. 

4. Campers and staff cross arms and join hands and sing the friendship circle song (to the tune of TAPS): 
 Jesus died, and arose, and will save all who trust in His name, 
 I believe He did this, praise His name. 

5. A counselor will close in prayer and campers and staff are dismissed to get ready for bed, get night meds, 
and have cabin devotions. 
 
**The Health Director will be in the Infirmary directly after Vespers.  Counselors should make sure campers 
with night medications see the Health Director at this time. 

 
GETTING READY FOR BED 
1. This will begin immediately following Vespers. 
2. One counselor goes to cabin; the other will go to wait outside the camper bathrooms. 
3. Counselors may get ready for bed at this time or wait until lights out and take turns leaving the cabin. 
4. All cabins will be given 15 minutes from the end of Vespers to get ready for bed.  Counselors may have to 

remind campers not to socialize in the bathroom.  It is important for the counselors to be right outside the 
washhouse during this time. 

 
CABIN DEVOTIONS 
The following instructions must be followed.  The Head Counselor and/or other administrative staff will 
occasionally monitor your cabin devotions from inside or outside your cabin.  Devotions must be completed 
and lights out by the time TAPS plays at 9:30 pm. Counselors and campers will receive one warning per 
session about devotions running late, and after that will face consequences. (Campers need their sleep – you 
can always revisit the discussion the next morning at breakfast). 
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CABIN DEVOTION PROCEDURES 

1. Have all campers sit on the floor. We recommend you have lights out except for one small lamp or 
flashlight in the center as it will set the tone that this is a quieter time and begin also to prepare campers 
for bed. 

2. Counselors can co-lead devotions or take turns leading. 
3. Open with discussion about Vespers if appropriate.  It might be a good idea for you to take notes during 

Vespers.  This is a great example for your campers as they see you actively listening.  This will also help you 
to remember what was said and to jot down any questions you may want to ask your campers during your 
cabin devotional time. 

4. Use camper questions/responses as springboard for discussion. 
5. As the Lord leads, share from the Word and from your own experience and make your short message 

applicable to what was learned in that day, or especially at Vespers. 
6. BE BIBLICAL in your approach to all spiritual matters.   

a. Never negatively criticize a camper’s beliefs or background.  
b. Do not make denominational comparisons.  If you can answer specific questions from experience, 

feel free to share.  But do not shoot from the hip in terms of what you “think” one denomination or 
another believes or practices.  Stick to God’s Word and give biblical answers as much as possible - 
which is another motivation for you to know what’s in there!  For example:  Question from camper: 
“Are Catholics Christians?”  Answer from counselor: “Well, let’s see what God’s Word says about 
what it means to be a Christian.  Who can find a passage in their Bible that tells us how to become 
a born-again Christian?  After passages are found by campers or given by counselors, talk about 
what each passage means.  Remember, God’s Word is clear - it is written for the common man and 
gives a very clear message (Praise God!).  Make it your goal this summer to become more and more 
comfortable, familiar and reliant on this Sword of the Spirit!   

c. Do not use fear tactics to scare someone into confessing Christ as Savior.  Be biblical in your 
sharing of the gospel.  We will ask you to share the gospel clearly and concisely at least once during 
your cabin devotions.  For this reason, you must come prepared to share the gospel before coming 
to camp, including memorized Scripture as previously mentioned, and we will also spend time on 
this during training. Remember that it is the Holy Spirit’s responsibility to convict the hearts of 
those that hear the Truth - not yours! However, this wonderful Truth should not inhibit you from 
coming as prepared as possible to clearly share the gospel!   

d. Be very careful when sharing your testimonies.  Do not glorify your sin and avoid specifics about 
your sinful past as much as possible.  Do not give the enemy an opportunity to tempt girls to do 
what you did and trust they will turn out as good as you.  A simple way of communicating to the 
girls your mistakes is to say something like, “Before I met Jesus Christ, my life was so empty!”  And 
then keep the focus on Him, and what life is like now that you have Him as Lord in your life.  You 
could also say something like “I have made my mistakes, but I praise Him for showing me the right 
way!” 

e. Curb sinful discussions and random, off track stories.  Don’t encourage sharing of sinful 
experiences but use your judgment.  You can usually sense when motivations for sharing are not 
right.  If it’s something that a camper is ashamed of, and she wants to use this time to share and 
ask God for forgiveness, that’s different.  Rely on the Lord to give you discernment.   

f. Ask open-ended questions.  Kids learn by talking things out.  Come up with some interesting 
questions that require more than just “yes” or “no.”  Help them get to the Truth.  Correct wrong 
interpretations of Scripture lovingly and with kindness, but do correct when necessary.  If a camper 
has shared something in front of the group, it may be necessary to correct in front of the group - 
use discernment and do the most loving thing! (1 Cor. 13) 
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g. The life you live during the day can be shared with words at night.  If your life and your words don’t 
go together, your campers will be the first people to spot you as a hypocrite! 

h. Be sure to spend time praying together as a cabin and as a co-counselor team. 
i. Encourage campers who make decisions to follow Christ to find a Biblical church and get involved 

in it.  Again, use the Word to explain what a church that honors God should look like.  For more 
information on this, see the Director.  We may be able to come up with a specific, bible-preaching 
church in their area.  We have been able to do this in the past! 

j. Make sure you spend time during the day to counsel and encourage (one-on-one) any campers 
that have received Christ while at camp.  You will fill out a card for any campers who receive Christ 
or rededicate their lives to Him.  If you are not sure whether they have accepted the Lord while at 
Tapawingo, find out!  We have a special letter and follow-up materials to send to them. 

 
LIGHTS OUT/TAPS 
1. At 9:30 p.m., TAPS will be played. At this time, all campers need to be in their bunks and all lights turned 

out. 
2. Tell girls they must remain completely silent out of respect, until TAPS is over, at which point they can 

quietly whisper their “goodnights.” 
3. No flashlights, reading or talking after taps.  (Except for counselor book lights). 
4. Counselors may wish to shower at this point (always one counselor in cabin with girls) but remember to 

whisper, as sound travels across the island with amazing clarity! 
5. All staff must be in bed, lights out, no later than 11:00 p.m. (Unless previously discussed with Director or 

Assistant Director). 
6. Special staff get-togethers or theme nights will be announced during the week.  Staff will take turns 

attending these events after taps. 
7. If you play the trumpet, or any other instrument - bring it to camp to play taps for us!  
 
NIGHT ROUNDS 
Night Rounds will occur after TAPS. Each night two staff members will be assigned to night rounds. When it is 
your night, meet the other counselor at the office and get the large flashlight. Bring a whistle. Begin a 
complete walk around of the island – check beach area, woods and under cabins with lights. At the conclusion, 
close in prayer and return to cabins. Night rounds are intended to help prevent campers from leaving cabins 
after lights out, except to take a trip to the bathroom and to conduct a security scan of the island. If you 
suspect a camper has left the cabin, or if you discover a camper is missing from the cabin after lights out (and 
she is not in the bathroom to your knowledge) sound the intruder alert alarm.  Following is the night rounds 
schedule: 
 
NIGHT ROUNDS WEEKLY SCHEDULE 

Send one staff member from each cabin.  NEVER leave campers alone. 
Sunday night:  Apache and Shoshone 
Monday night:  Arapahoe and Oklahoma 
Tuesday night:  Winnebago and Navajo 
Wednesday night:  Commanche and Mohawk 
Thursday night:  Cherokee and Oneida 
Friday night:  Kitchen Staff and Head Counselor 
Saturday night:  Stayover staff – two predetermined. 
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ADDRESSING NEGATIVE BEHAVIORS 
 
Supervision of campers:  It is the responsibility of all Tapawingo staff to ensure campers are adjusting properly 
to their camp community, enjoying a safe, kind, loving and fun environment.  To help you with this – review 
the following list as you seek to supervise campers with wisdom and discretion. 
 
Be on the lookout to address the following negative behaviors… 

● Campers making secret plans. This is serious – and must be addressed immediately.  Consider bringing 
in administrative staff if you are unable to handle this quickly. 

● Camper cliques that are isolating other campers or causing disunity within the cabin. 
● A feeling of discomfort in the cabin. Perhaps one camper is saying/doing things that are making other 

campers feel uncomfortable? Always be within earshot of campers you suspect. 
● Inappropriate talk, touching or gestures. Again, keep the suspects close to you at all times.  If you ever 

have anything tangible to address, it must be reported to administrative staff immediately. 
● Rude or unkind behavior between campers. We take this very seriously at Tapawingo!  Don’t let this 

go on. 
● A sense of unrest in one or more campers – a lack of peace. Pray about this and ask the Lord for 

discernment – where is the lack of peace coming from? 

● A sense of dishonesty. Can you trust your campers?  If not, address it! 
 
Anytime you have any of the above situations, and you and your co-counselor are unable to address the 
situation and see immediate, positive results, report it to the Head Counselor, Assistant Director or Director 
right away.  We would MUCH rather be brought into a situation in the beginning stages, than be brought in 
after a situation has escalated.  
 
SPECIAL CAMPER EVENTS 
 
SLEEPOUTS 
All prep for the evening campfire should be done after Vespers by two staffers: one co from each cabin that is 
sleeping out. 
 
SLEEPOUT PROCEDURES AND MATERIALS       

One night per week, your cabin will sleep out on the beach with another cabin.  The youngest cabin will sleep 
in the Lean-to and the older cabin will sleep on the tarp in the grass by the beach. After the sleep-out, please 
hang-up the tarp behind the Commanche/Shoshone to dry out.  You will have a bonfire at night and cook out 
in the morning over a campfire.  Sleep-out activities begin immediately following the friendship circle after 
Vespers.  Girls will need to be instructed to change into warm clothes, get their sleeping bags, pillows and 
flashlights and go to the beach for the campfire.  Your attitude sets the tone. 
 
WHAT IF THE WEATHER IS BAD? 

In the event bad weather is apparent, or suspected, have a PRIVATE conversation with the Program and/or 
Assistant Director to determine (ask) whether or not your sleep-out will occur.  DO NOT confer with your 
campers.  This is a mandatory activity for ALL campers and staff – regardless of desire.    
 
What if it rains while we are sleeping out?  If it does start to rain in the middle of the night, quickly get the 
campers up and send them to the cabin to sleep for the rest of the night. Campers in the lean-to can remain 
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there. You are still expected to cook out for breakfast if the rain stops, so make sure you put extra wood in the 
wood shed the night before. 
 
EVENING CAMPFIRE 

The evening campfire is a great opportunity to do a special devotional with the girls.  For many campers, this is 
the only time they get any outdoor experience.  Sing some songs and give the girls an opportunity to share 
what they’ve been learning.  Make memories.  This can be a real bonding experience for your cabin. 
 
Being outside at night is a unique experience.  Many campers do not have the opportunity to be in the Lord’s 
creation at night.  Use this time to teach and have them think.  It can be fun, but should be a teachable time 
too.  Here are some activities you can do to engage them in spiritual conversation: 

● Centipede Walk:  Each person is blindfolded and lined up behind another with everyone connected by 
hands to shoulders.  The counselor leads the “centipede”.  Walk in silence.  Lead them over bumps, 
through the woods, in circles, etc.  When sufficient time has been spent walking in the dark remove the 
blindfolds and discuss the experience. 

● Night Vision:  The counselor lights a candle and the group is instructed to cover one eye while watching 
the candle with the other eye.  The counselor can use the next 3-5 minutes to talk about Vespers or 
have the campers share different things about what they have been learning, etc.  The counselor can 
even share what the Lord has been teaching her.  After about 3-5 minutes, the candle is blown out.  
Campers are instructed to look up through the trees into the night sky with the same eye still covered, 
then switch covered eyes and look up with the other eye.  Continue doing this until night vision is 
restored.  Have a great discussion afterwards about what happened. 

If you would like other activities to do, please see the Assistant Director. 
Here are some spiritual references you can use to guide your discussions at night.  It is really easy to talk about 
light and dark at night and the differences between the two.  Use this time to take it a step deeper and discuss 
the spiritual aspect of light and dark. 

● John 3:19-21:  If we love Truth, we will be attracted to it and come into the light.  If we love evil, 
we will hate light.  Many insects are attracted to light at night. 

● Col. 1:12-13:  Spiritual light rescues us from spiritual darkness.  A flashlight makes it possible to 
see more clearly but in the full light of daytime we see perfectly. 

● John 12:35-36:  We are able to walk with ease while it is daylight.  When darkness comes it is 
difficult to walk.  Spiritually, we must put our trust in light to guide us.  People who love 
darkness cannot see where they are going.  

● Ps. 139:11-12:  To God there is no day or night.  For both are light to Him who sees both.  
Nothing is hidden from God. 

● Isaiah 42:16:  God will lead us in unknown paths, but He will make the darkness light and 
crooked things straight. 

● John 11:9-10; I Thes. 5:4-5; Eph 5:8, 11; I Cor. 4:5:  Walking in darkness and light spiritually is 
related to having light in us.  God brings to light the hidden things of darkness. 

 
BREAKFAST FIRE 

The breakfast fire is a time for campers to learn how to make a meal over a fire.  Wake campers at 6:30 am.  
Make sure there is enough time for them to help make breakfast, eat it, and help with clean-up.  Make sure 
campers are aware of safety procedures regarding fire building and/or cooking breakfast PRIOR to performing 
any duties.  Carefully follow the following procedures for fire building: 
 
1.  What is a good fire? A good fire: 
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  1.  Is built in a safe place, which will help control it. 
  2.  Is just large enough to serve the need and make wise use of wood. 
  3.  Is kept under control and is watched at all times. 
  4.  Is put out when no longer needed. 
2.  How do I build a fire? 
 A.  Where to build a fire: 

1.  On sand, rock, or dirt, never at the base of a tree. Clear away excess leaves or grass and 
make a smooth surface. 

 B.  Materials to use: 
  1.  Tinder- catches flame easily.  Birch bark, pine needles, wood shavings, dried fungus and 
evergreen twigs make good tinder. 
  2.  Kindling- dry sticks and twigs 
  3.  Fuel- logs, softwood- spruce, pine, hemlock, hardwood-oak, birch, maple, elm 
       Never use green wood, it will not burn! 
  4. Fire needs fuel (see above), oxygen and heat.  
 C.  Types of fire: 
  1.  Teepee- Place tinder in a teepee shape, gradually add kindling and fuel. 
  2.  Log Cabin- Place tinder in a square and build levels, add kindling, etc. 
 D. Extinguishing a fire: 

1. Sprinkle water on fire, starting on the outside and working in. 
2. Drown fire with water, if available 
3. Cover with dirt and smother it out.  Stamp feet on smothered fire. 

E.  Fire Safety Procedures 
1. Campers that are handling frying pans need to wear an oven mitt or bear glove.  PLEASE 

remind campers to be very careful - frying pans get hot. 
2. Never place cooking items on a log – if the log burns, the hot food will fall into the fire and 

could splash onto you or other campers! 
3. Place fry pan or other cooking items on well-grounded stones or grate. 
4. Never touch frying pans or other cooking pots unless directed to do so by a staff member.  
5. Campers may never start a fire without direct supervision of a staff member. 
6. Campers may not eat food unless it has been cooked thoroughly and is approved for 

consumption by staff member. 
7. Always make sure fire is completely out before leaving campsite!  This means you can put 

your hand on the place where the fire was put out. 
8. Do not empty ashes into brush etc. 

 
FOLLOWING THE SLEEPOUT 

Campers must attend Power Hour at 8:45am dressed and ready for the day with clean-up finished.  Campers 
can help cook the breakfast with the counselor’s assistance.  Campers should help build the morning fire, cook 
food as directed by counselor, wash dishes and equipment, and help clean up after breakfast.  Counselors 
should assign duties to campers to make sure they are getting involved.  Don’t do all the work yourself!  Give 
them opportunities they may not normally experience at home.  Consider yourself their teacher! Make tasks 
opportunities for partnership with your campers even though you may be able to get something done faster 
on your own.  
 
MATERIALS FOR SLEEPOUT 

The following is a list of materials as well as the preparation involved with the sleepouts: 
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From the program shed: Grate, frying pan, grill, spatulas, pot and ladle, bear gloves, soap, boy-scout tool 
From the kitchen: Rubbermaid container with all your food and needed utensils, food from fridge, 
thermometer for taking egg temperature 
From the Program Director: Matches 
 
FOOD PREP 

All food should be prepared by the Food Service Director. For the evening campfire, you will need all the 
fixings for s’mores.  These will be in the kitchen already prepared for you to take to the fire: 

Graham crackers, Marshmallows (two per camper), Chocolate bars (each bar can be broken 
into 4 blocks- 1 block per camper), Napkins, Cups, Water Pitcher 
 

FIRE PREP 

Gather wood for the bonfire at night and the breakfast fire.  Campers should help you.  They can also look for 
their own stick for roasting marshmallows.  Place wood for the breakfast fire in the wood shed at the beach or 
under the lean-to. This is done so that you will have dry wood to make a fire in the morning to cook breakfast 
if it rains.  Make sure you do not leave your matches out overnight - the dew will ruin them.  Be sure the fire is 
out before you go to bed.  At breakfast, soap the bottom and sides of your pans so they are easier to clean.  
Use ivory soap from the trip shed. 
 
SLEEPING PREP 

One counselor should be responsible for laying out the tarps at the beach area for the campers.  The girls 
sleep on top of the tarps to prevent some of the moisture from drawing into their sleeping bags.  Make sure 
the tarps are dry and relatively clean before the campers put their sleeping bags and pillows on them.  Arrange 
the campers so they all fit on the tarp. Head to toe rule must be followed. 
 
CLEAN-UP 

In the morning, the campers can take their sleeping bags and pillows back to the cabin.  When you are done 
cooking, take all dishes back to the sink behind the lodge and wash everything including the grill rack.  Be sure 
to put everything back in the tripping shed neatly.  Hang up the tarp to dry behind Commanche/Shoshone.  
Comb the beach and make sure there is no trash lying around.  Tie up the trash bag in the trashcan at the 
beach and take to the trash bin behind the lodge.  
 
CLOSING DAY/OPENING DAY  
 
INCLEMENT WEATHER 

In the event inclement weather prohibits the transport of campers on or off the island on Closing Day or 
Opening Day, Tapawingo and COTW will work together to keep camper parents and guardians aware of the 
situation and will inform them of a NEW estimated drop-off or pick-up time.  If this occurs on Closing Day, 
campers and staff will participate in a rainy-day plan as directed by Program Director.  If it occurs on Opening 
Day, staff will wait on island until further instructed by Marina Crew.   
 
CLOSING DAY PREPARATIONS AND PROCEDURES 

1. Make sure your campers are packed before banquet on Friday night.  On Saturday morning, they should 
put their things behind the bench by the front dock (inside the Chapel if raining).  The boat your camper 
will depart on will be announced at Saturday breakfast.  Make sure each girl knows what boat she is to 
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depart on.  If you feel your campers need extra time to get ready, get them up at 7:00 am on Saturday. 
Remind your campers to get craft items from the Crafts Cabin (on Friday). 

 
2. For dirty clothing, give campers garbage bags – but be sure to label them and make sure they get back into 

their original luggage container!  For stayover campers, dirty clothing should be placed in a laundry bag or 
garbage bag with their name on it and at the flagpole by Friday before lunch.  Be sure that you have filled 
out the laundry slip on your lunch table on Thursday so we can deduct the appropriate amount from their 
camper account.   

 
3. Consolidate luggage into larger containers as much as possible. Help campers label luggage and sleeping 

bags.  You can get luggage tags from the Head Counselor.  Please label EVERY bag the camper has and 
write their name as well as how many bags they have (i.e. 1 of 3, 2 of 3, etc.).  Please ensure all belongings 
are in original bags, including pillows.  This helps the boat crew to move the luggage more efficiently, 
preserves their belongings and cuts down on Lost and Found items.   

 
4. Be aware that parents/guardians will be looking very closely at their precious daughter(s) upon their 

arrival at the mainland.  Help them to look their best for this special day!  The LAST thing we want is your 
camper taking her first-ever shower with soap on Friday night!  Stay alert! 

 
5. Be versatile, remembering the parent/guardian is our boss - what they experience on Opening and Closing 

Days will probably be the biggest determining factor as to whether or not they will send their daughter to 
us in the future and/or recommend the camp to others. If a parent or guardian asks you to do something, 
do all you can to accommodate them.  If you are unsure as to the propriety of the request, ask an 
administrative staff member immediately. 

 
6. When your final camper is gone – go immediately to your cleaning duties and prepare for day off. 
 
7. When all campers are gone, and your cleaning duties are finished, please help other counselors finish their 

jobs.  There is always something to do.  We want you to move quickly and efficiently, ensuring your job is 
done well.  When you hear the bell ring, go to the Lodge for our staff meeting.  Please remember your day 
off does not begin until you are off the boat! 

 
SATURDAY SCHEDULE AND CLEANING DUTIES 

*After all your campers have their luggage at the dock and have left on the pontoon; START YOUR 
JOBS! You may still have some stayover campers with you that can help with cleaning. 
 
Camper Bathroom 
 -Remove all articles left by campers and put on lodge porch 
 -Sweep bathroom 
 -Clean out all treasure boxes and put in new bags 
 -Scrub showers 
 -Clean sinks, counter, and mirror 
 -Clean in and around toilets 
 -Hand mop floor with rags 
 -Check sani-bags, toilet paper, soap, and paper towels and restock if necessary 
 -Restock closet if supplies are low 
 -Inform Food Service Director, in writing, if supplies are low in housekeeping shed 
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 -Empty trash cans and put in trash bin behind Lodge, put in a clean liner  
-Empty dirty rag bin, label "TO WASHINGTONS, PLEASE RETURN TO TAPAWINGO" and place near 
dock, or if raining on Lodge Deck  
-Chemicals to use in staff and camper bathroom cleaning 

-PINK is for use on tubs, showers, and toilets.  When using pink on the showers, spray them down and 
leave the room for a few minutes to allow the mist to die down.  Fill a bucket ¼ of the way with water.  
Soak a green pad/sponge and scrub the shower top down. Rinse well and dry the shower.  The surface 
should be smooth to the touch when done indicating that you have removed all the soap scum. 
-ORANGE is for countertops, sinks. 
-BLUE is for mirrors, chrome, and glass. 
-SANITIZER is used for floors. Use with a soaking sponge. Rinse well and dry. 

 
Chapel: 
 -Remove any articles left by campers and put on lodge porch 
 -Sweep floor 
 -Dust all furniture 
 -Wash windows (inside and out) and the upper windows as far as ladder can reach 
 -Wipe down exercise equipment 
 -Check archery equipment (make sure closet is neatly arranged) 
 -Tidy up prop closet.  Make sure things are in boxes or on shelves 
 -Tidy up library area and wildlife area 
 -Empty out any terrariums 
 -Wipe down cobwebs inside 

 
Dining Hall: 
 -Sweep floor (place all benches and stools on top of tables) 
 -Wipe down floors with sanitizer and rags.  Please wear gloves. 
 -Dust fireplace, shelves, and all ledges 
 -Clean windows (inside and out) 
 -Refill fruit baskets 
 -Wipe off tables and benches 
 -Check with Food Service Director to see if there is anything she needs you to do 
 
Grounds: 
 -Pick up trash 
 -Clip trees with limbs hanging down (clippers in shed) 
 -Empty trash cans, put new liners in and take trash to bin behind Lodge 
 -Clean up beach area, arrange benches in order 
 -Tidy and rake fire-pit 
 -Make sure tarps are put neatly away 
 -Clear walking paths of debris 
 -Take sticks to wood shed 
 -Check to make sure all life-vests in both the sailing and canoeing areas are hung neatly 
 -Pull weeds in tree beds and rake if needed 
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Cobwebs and Misc. 
 -Take brooms and wipe down any and all cobwebs around buildings (esp. lights) 
 -Sweep chapel porch 
 -Sweep ALL Lodge porches 
 -Rake front lawn area if needed 
 -Tie up boxes 
 -Check to make sure all the clotheslines behind the cabins are clear as well as no clothing on 
   Oneida, Cherokee and Apache porches. 

 
*Once you are finished with your area, please check other areas to see if they need help. If not, 
report to the office for any additional duties, and then to the Lodge for meeting. 
 
AFTER CLEANING DUTIES ARE DONE 

As soon as your cleaning duties are done, prepare to leave for your day off.  Do as much as possible, until you 
hear the bell ringing, including bringing all day-off items to the dock.  We want you to go from the staff 
meeting right to the boat.  When you hear the bell ring, report to the Lodge for our staff meeting.  Your stay-
over campers should be with the Assistant Director at this point. 
 
Please come prepared with pens, a notebook, questions and concerns.  If you plan to raise significant issues, 
please be sure to notify the Head Counselor before the Saturday Morning meeting. 
 
Staff Meeting Outline* 
I. Opening Prayer 
II. Staff Feedback 

     A.  Things that went poorly/ideas for solutions 
B.   Things that worked well/ideas for improvement 

III. Director Feedback 
     A.  Things that went poorly/ideas for solutions 

B. Things that worked well/ideas for improvement 
IV. Reports from other administrative staff if needed 
V. Director’s Summary/Feedback and handing out of individual reviews for the week (camper evaluation 

summary) 
 
Counselors and staff may begin their day off immediately following staff meeting on Saturday or when 
Director dismisses you.  All staff must be at the point to catch the return boat to the island no later than 1:00 
pm SHARP on Sunday! If you stay on the mainland at COTW for your day off, you are to attend the worship 
service there.  All day-off meals are provided for Tapawingo staff at COTW during staff mealtimes.  Staff sleep 
in designated sleeping quarters at COTW for their day off (Skylight: A huge blessing! Let’s steward this well!).  
If special boats are needed, this must be cleared with Director or Head Counselor (who runs it by Director) 
prior to your departure (preferably Friday morning).  As soon as you return to the island on Sunday, drop your 
things off at your cabin and proceed immediately to your cleaning duties. 
 
Staff Laundry: We provide laundry detergent for you. 

 
 



81 

 

 
OPENING DAY (when campers arrive) 
 
1. Be dressed in your staff shirt and a nicer pair of shorts or pants. Tuck in your shirt and wear a belt if 

possible.  Be clean, professional, and energetic, and remember that this is the first (and perhaps only) 
impression these parents will have of Tapawingo (remember it is our goal and prayer that everyone who 
comes to Tapawingo is blessed and sees Christ in some way).  Wear your nametag!  Check-in and 
registration is a critical moment and sets the tone for the entire week!  Let’s ask God to fill us and give it 
our all!   

 
2. After eating at the Hill Dining Hall (at 1:00 p.m.), the Registration Team (as assigned by the Director) will 

gather at Demarest C to pray for the upcoming week. They will proceed as a team to the CAMP-of-the-
WOODS Pavilion to open registration.  

 
3. Registration information can be found online (we encourage you to read this in order to understand the 

entire process). 
 
DESCRIPTION OF REGISTRATION STATIONS/POSITIONS   

 
 a.   Health Director’s Station  
 

1. Prior to this day, our Health Director will review all health records for campers signed up to join us, 
and she will contact any family that has an incomplete or missing health form.  According to Audit 
Procedures, campers and staff must have proof on this form of a health exam within past 24 
months, which includes any physical condition requiring restriction(s) on participation in camp 
program and description of that restriction, date of health exam, current or ongoing treatment or 
medications and the date the form was signed.  Minors must also have signed permission to 
provide routine health care, administer medications and seek emergency medical treatment. 

 
2. Health Director will also check for recent communicable diseases, injuries, up-to-date 

immunizations, medical conditions, and allergies. 
 

3. Health Director will make sure permission for medical treatment is properly signed. 
 

4. There will be two parts to the Health Director's station.  The first part will be the brief physical 
exam.  The other part will be a table where the Health Director will be located to answer questions 
about medications or to be informed by parents of any additional camper health information.  This 
will allow the Health Director to speak one-on-one with the camper and her parent/guardian.   

 
5. Health Director and/or Assistants will conduct a brief physical exam of camper to determine well-

being of child.  Exam should include: a check for sore throat, upper respiratory infection, elevated 
temperature, athlete’s foot, pediculosis (head lice), sprains, evidence of illness, other injuries or 
communicable diseases.  Make any notes, etc. with regard to ill or injured camper that is not 
already on health form.  Campers who show signs of infection cannot be admitted to camp.  Health 
Director will be sure to bring necessary materials to registration in order to conduct these exams. 
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6. Health Director will CAREFULLY and meticulously collect and record all prescription, non-
prescription, and topical preparations brought with the campers.  Make sure they are properly 
labeled and in proper containers. Campers will not be allowed to keep any meds in their possession 
with the exception of PRN inhalers. 

 
7. The Health Director must retain possession of all medications unless specific parental permission is 

obtained, and written by parent on health form for the possession of inhalers of children prone to 
serious asthma attacks. Back on the island, camper and staff medications will be stored in a 
separate container in the locked medicine cupboard, double lock box (for certain drugs) or 
refrigerator. 

 
8. Parents/Guardians will communicate any pertinent health disorders, i.e. asthma, allergies, bed-

wetting to the Health Director, who will later communicate with counselors and appropriate 
support personnel as necessary. Confidentiality will be maintained where possible without 
jeopardizing child’s good health. 

 
9. Specific health problems should be noted on the camper health records and noted prior to the 

treatment of any camper. 
 

b. Gatekeeper and Tour Guide 
1. The gatekeeper will stand at the end of the dock and allow anyone with certain boarding numbers 

(i.e. numbers 1-28 for first wave of campers) to start boarding the Pontoon Boat.  Once the boat is 
full, she will give the directive to the boat crew to leave for the island.  If there is a camper whose 
parents or guardians have dropped her off, the Gatekeeper will alert the Tour Guide who will be 
responsible for this camper (never to exceed 8 campers) until the boat reaches the island.  She will 
then ensure that camper(s) find their appropriate counselors before making the return trip to the 
mainland.  BE SURE counselors understand these campers are here WITHOUT a guardian – which 
means they are in our total care, and we must be able to account for them at all times.   

 
2. Prior to manning the station, the Gatekeeper and Tour Guide must get the maximum capacity for 

each boat (speak to Boat Captain). It is your duty to ensure that each boatload does not exceed the 
maximum capacity (this includes Marina crew and staff members). You will then wait inside the 
boat and warmly greet everyone that gets on.  Shake hands, smile and be friendly at all times.  Be 
prepared to answer questions. Remember that you are part of the first impression of Tapawingo.  

 
3. The tour guide will need to ensure that ALL Tapawingo campers and guests are wearing a PFD 

while riding the boat. Staff must also lead by example on this.  
  
4. Once you (Tour Guide) get on board, introduce yourself and begin a short presentation on the 

history of Tapawingo.  You will stand at the front with the driver and speak into the intercom 
system.  Try to speak professionally – and only volunteer for this position if you believe you can 
give the tour information clearly and naturally, with energy and a smile.  The history of Tapawingo 
is found at the beginning of the Staff Guidelines. Individuals are welcome to tailor the wording in a 
way that is most natural for them. After presenting the history, feel free to take questions.  Don’t 
feel bad if you don’t have the answers to some questions, BUT, write them down, find out the 
answers and then add it to your information sheet.  Familiarize yourself with our history in order to 
communicate as much from memory as possible.   
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5. As the boat approaches the dock, wrap up and let boat riders know that the staff will be singing our 

Tapawingo Camp Song that has been around since the early years of Tapawingo.  Please inform 
them that a counselor from each cabin will be there to call out their cabin name.  When they hear 
their cabin called out, they should go to that staffer and follow her.  Remind parents that when 
they hear the bell that means the boat is leaving for the mainland.  The last boat off the island will 
be no later than 5:00 p.m.  Also, let parents know about the Camp Store located at the end of the 
Lodge that they can visit. 

 
c.   Cabin Representatives (on island) 

1. As soon as boat is seen, bell will be rung.  That is the signal for all staff to leave their areas, go to 
the front dock, and begin singing the Tapawingo theme song as the boat draws near the dock.  
When you finish the song, all yell, “Welcome to Tapawingo!”  Counselors back away from the dock 
and call out their cabin.  This is not the time to be shy.  It doesn’t matter if it’s in tune – loud and 
happy is all we ask! 

 
2. Once your group of 2 - 4 camper families gathers around, introduce yourself to everyone and have 

your girls share their names. Introduce them to each other as best you can. Be easygoing, warm 
and kind at all times.  Even if campers and families seem uncomfortable with all this love and 
attention, don’t let it throw you off!  Rely on the Lord, stay calm and keep things moving, but don’t 
be nervous!  Show your camper and her family to the cabin, and help them settle in. 

 
     d.   Accounting Person (Business Manager)  
 Camper families should have already established their camper account; however, here is the 
information needed should you receive questions about camper accounts… 
 

1. We do not use cash to buy anything during the week. Loose money has a tendency to get 
misplaced.  Instead, we set up an account for each camper, and she can draw from that account 
throughout her stay.  At the end of her stay, any money she does not use will be returned to her 
before leaving the island.  There are three different areas that require money.  They are the Camp 
Store, Crafts and the Offering.  We suggest $75 for a Camper Account.  At the end of the session, 
campers will be invited to make a contribution to our Tapawingo Offering.  We use 100% of this 
fund for missions or girls that need financial assistance in order to come to Tapawingo.  The camper 
will have a chance to give to that fund out of her camper account.   

 
2. If a camper arrives and we do not have an account set up for them, our Business Manager will do 

so.  Anyone with questions about their camper’s account should speak with the Business Manager 
to discover how much their camper has in her account, add money to it, etc. 

 
e.   Cabin Assignments:   

1. The Director will give each camper her cabin assignment as they reach her station.  The camper will 
also receive a brief description of her counselors. 

 
2. At about 4:00 pm, the Director will contact the Assistant Director to alert her of any “no shows,” 

and have her call the families to find out where they are.  If she is unable to locate camper family, 
secondary number on registration form or health form should be called.  In the event camper is not 
planning on coming, a camper from the waiting list will be contacted and invited to fill the slot.  If 
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trouble is suspected (an accident or other difficulty), Director will determine a proper course of 
action in terms of tracking down camper family and/or authorities.  If you have any trouble with 
cabin assignments (i.e. unhappy parents), find Assistant Director to contact the Director (on the 
mainland) immediately via radio.   

 
f.   Lifeguards 

1. After camper and parent(s) have said goodbye, the camper will be instructed to get ready for the 
swim test.  First-time campers or campers that wish to improve their swim level will need to take 
the swim test.  Returning campers that are happy with their swim level do not need to take the 
swim test.  
 

2. The Director will give swim bands to campers who do NOT need to retake the swim test as they are 
registering on the mainland. If camper already has a swim band on when she arrives on the island, 
she does not need to take the test. If a camper has a question about this, have her get ready to 
take the test just in case and then ask the WSI. 

 
Our Waterfront Director (WSI) will conduct swimming tests.  The Waterfront Director will keep records of 
achieved swimming level of each camper and establish a buddy tag list and numbers. 
 
TIPS AND GRATUITIES 

In order to encourage and ensure equal treatment of all campers, tips and gratuities will be pooled to the 
entire staff.  If a parent or guardian of a camper offers you money or a gift to take “special care” politely 
ensure them that their camper will receive the utmost attention and care as will all of our Tapawingo campers.  
If they wish to discuss it further, direct them to the Director.  Should you receive any tips, please give these to 
the Director and we will use this for something special for the entire staff. 
 
SMOKING AND VISITORS 

No smoking is allowed in any Tapawingo buildings.  If a visitor needs to smoke, the only designated area for 
smoking is behind the dining hall, down by the lake, and only if accompanied by the Camp Director and 
campers and staff are not present. 
 
DINNER ON SUNDAY 

1. Dinner will be conducted as a normal meal.  We do our best to make this meal soothing, enjoyable and 
“homey.”  Please participate with us in doing your best to make campers feel like part of a family.  This is a 
crucial moment for some campers!  Go the extra mile to be tender and thoughtfully attentive. Keep them 
engaged and active as much as possible. 

 
2. At the end of Sunday dinner, the Director will make a few announcements. 

These announcements cover the following: 
a. Fire drill/Lost camper plan/Evacuation 
b. Lightning Plan 
c. Bat Safety/Bat bites 
d. Reporting illness, injury and other incidents 
e. Respecting other camper’s privacy – no sitting on same bunks etc. 
f. Not taking the Lord’s name in vain 
g. No gossip! No bullying! Consequences are a meeting with the Director! 
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h. Taking care of your counselors: No cabin cliques. Listen the first time. No “look at me” 
behavior. No “Good cop/bad cop.” 

i. No graffiti! 
j. Cell phones must be turned in! If you are found with a cell phone that is not turned in, 

there will be a consequence. 
k. Medications must be turned in! 
l. Swim bands/Buddy Board 
m. Camp trip orientation 
n. Barge orientation 
o. Soda cans! 
p. Night rounds and what to do in case of an “Intruder.” 
q. Honor Camper badge: Basic, Advanced, and Master’s requirements 
r. Toilets - what can and can’t be flushed, saving water 
s. Program badges: Col. 3:23 “Doing all things with excellence and not just to get them 

checked off a list. May have to wait a summer to fully COMPLETE everything. Substance 
over image.  

 
3. On the following morning, forms will be circulated during breakfast which all campers and staff will sign to 

indicate they have heard and understand the health and safety regulations and camp rules and have 
participated in a fire drill. This is in accordance with NY Dept. of Health, SSC, Subpart 7-2. 
 

FIRE DRILL  

1. Emergency procedures will be covered during dinner announcements in order to comply with state and 
federal regulations.   

2. A fire drill will take place immediately following dinner. 
a. When bell rings continuously, this is the signal that there is a fire or another emergency that 

requires the quick gathering of entire camp. 
b. All campers and staff are to exit their cabins via the emergency exit and immediately report to the 

field, lining up by cabin in order from youngest to oldest cabins.  
c. One counselor must be at the head of her line, one at the rear. 
d. The Director calls out cabin names.  When the Director calls out your cabin name, if all are present 

including counselors, counselors yell, “All present and accounted for.” 
e. If all are not present counselor yells “Not all present and accounted for.” If camper whereabouts 

are not immediately discovered or already known (i.e. – “She’s in the bathroom”), lost camper 
procedures will commence. 

f. Administrative staff will make a separate line.  The Assistant Director will be responsible for other 
personnel besides counselors. 

g. This procedure is timed and recorded in accordance with regulations. 
h. Immediately following drill, camper tours can take place.  If you have already done a tour, you may 

decide on a short cabin activity. 
i. In the event of a real emergency - see “Crisis Situations” section in the guidelines. 
j. Please stress the importance of taking this drill seriously.  The proper execution of this drill can save 

lives. 
 
CAMPER TOURS 

1. Each cabin will be given a tour by their counselors when the counselors decide it is the appropriate time.  If 
your cabin has all arrived and every camper has completed her swimming test, this is a good time to take 
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them on a tour of camp.  Be sure to explain the hazardous areas, safety rules and help them become 
familiar with camp facilities. 

 
2. If parents would like tours, please have them see the designated staff member who is available to conduct 

tours should the need arise (see Assistant Director to determine who is giving tours).  Parent tours should 
focus on historicity of island, program information and question/answer session. 

 
3. During and after the swim test, the Program Director and Assistant Director will be doing activity area sign-

up.  Please see them to sign up before you leave the beach. 
 
4. After campers have had their tour, completed their swimming test and said goodbye to family members, 

assist them in settling into their cabin.   
 
5. Once settled in, lead your cabin in some ice breaker games, discuss camper goals and cabin rules. Also, 

rehearse exit procedures from the cabin using the exit doors.  
 
6. When flag-lowering bell sounds, line up between the washhouse and dining hall. 
 
CAMP HAZARDS   

(Review this list with campers during first cabin meeting or first camp tour). 
 
1. Archery range 
As stated in the archery manual, archery ropes and signs must be in place during archery class to prevent stray 
arrows from going near campers.   
2.  Surrounding Water and Rocks 
The only swimming area for campers and staff is the beach area.  A staff member must always accompany 
campers on the rocks, or on the front dock. 
3.  Sewage 
There is a sewage area fenced off located across from the Staff Bathroom.  Campers are never to enter this 
area for any reason. 
 
CAMPER ORIENTATION 

Camper Orientation is held on the first day of each session.  The following topics are covered in detail.  All staff 
must review this list and be sure their campers have not missed any portion of this orientation. 
 

A. Supervision:  Campers are introduced to all staff and supervisory capacities are clearly explained. 
B. Tour of Camp 

1. Facilities: The buildings are situated on the island in such a way as to retain the natural 
environment and setting and to separate major activity centers for added privacy.   Each cabin 
houses eight campers and two counselors with a minimum of 30 square feet of floor area per 
individual which accommodates a bed, space for storage of personal belongings and aisles with a 
ready exit in case of fire.  A minimum clear space of 27 inches above the sleeping surface of a bed 
and six feet between heads of sleepers is maintained throughout the cabin.  Also, the electricity, 
light, ventilation, and clear height is as specified in the New York State Sanitary Code 7-2.15-16.  
The Apache, Oneida, and Cherokee cabins have space for Administrative Staff quarters attached to 
the main building.  In addition to nine camper cabins, Tapawingo has the following buildings: the 
CIT Cabin, the Chapel, the Crafts Cabin, the Wash House, the Nurse’s Quarters, the Director’s Cabin, 
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Wikiup, and the Lodge.  The Infirmary is at the end of the staff bathrooms and has its own toilet 
with an entrance to the staff bathrooms for use of the showers and sinks.  There is also a Kitchen, 
Dining Room, Camp Store, and Camp Office.  These are located in the Lodge.  Tapawingo has two 
campfire sites, an archery range, a waterfront including a beach, dock, and raft, a small craft beach, 
a skiing dock, a volleyball area, a staff exercise room, a sleep-out area including a lean-to, and a 
playing field. 

 
2. Camp Hazards: Include beach, dock, sewage area and archery range.  Campers are made aware of 

dangers and are instructed in safety procedures when in these areas for activities. 
 

3. Fire Drill, lost camper/lost swimmer, and evacuation procedures are covered. 
 

4. First Aid and Health: Campers are instructed to see their supervising counselor and/or Camp Health 
Director in case of injury or illness. The Camp Health Director will supervise all medication 
administration. 

 
5. Lightning/Thunderstorm Procedure: Campers are instructed to stay away from water, beach, and play 

areas and to seek shelter in camp buildings.  Boats are not allowed out if a storm is threatening.  If any 
boats are on the water when a storm arises, they must come in immediately. 

 
6. A daily schedule is posted in your cabin. 

 
CABIN ANNOUNCEMENTS 

Sometime on Sunday you will have your first official cabin meeting. This should be done before dinner if at all 
possible. Please be sure to cover at least the following in this meeting: (Note: Supplement these with the list 
you are keeping. You will probably have more than just what is here.  Be sure to briefly go over camper 
orientation content (see above) and make sure your campers are aware of that as well)! 
 
1. Introduce yourselves (both counselors) and be warm. 
2. Review camper goals 
3. Go over the daily schedule – explain where girls can find a copy of the schedule 
4. Review capers and cabin clean up and why we do it 
5. Review proper use of all cleaning agents, the importance of wearing gloves, and the importance of not 

touching cleaning agents unless directly supervised by a counselor.  
6. Review Camper Standards of Excellence (found in beginning of Staff Guidelines) 
7. Review the consequences for not upholding Camper Standards of Excellence. 
8. Review the importance of a healthy, disciplined lifestyle. 
9. Review meal procedures, meal rules, bells and waitressing - assign a waitress for tomorrow. 
10. Remind them to go to the restroom before meals and programs. 
11. Remind them to wash hands before meals, where to do so and why. 
12. Explain procedures for medical help – where located, how to get help, etc. 
13. Explain guidelines for COTW guest interaction and why. 
14. Explain why and when you sit as a cabin. 
15. Explain the concept of “night rounds” and the consequences for being caught outside the cabin without 

permission. 
16. Explain procedure following vespers – and the penalty for not having lights out when taps are played.  

Explain taps – and the reason for silence. 
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17. Go over Flag Raising procedures, including exercises. 
18. Find out if any of your girls have a birthday this week.  If so, write it down and give to the Assistant 

Director. 
19. Remind them that outgoing camper mail leaves at 8 am.  Show them where to put outgoing mail. 

Encourage them to send a letter home! 
20. Explain the badge program – review activity choices and sign up procedures. 
21. Explain the concept of “edifying/uplifting conversations” and no scary stories/ghost stories. Creating a 

space to see Christ means being intentional about keeping out things that would fill our minds with 
garbage and instead allowing them to be filled with things that are “excellent, true, praiseworthy.” 

22. Explain the optional 7am devotional time. 
23. Stress the importance of being on time. 
24. Explain off-island procedures (being ready to hike/for tennis before Power Hour, etc.) 
25. Explain camp “hazards” and show them location on tour. 
26. Explain camp vehicle safety rules including loading, unloading, safety belts, never removing belt or 

standing unless vehicle is at a full stop, how to evacuate from vehicle in an emergency, the importance of 
quiet in a vehicle, and the importance of showing caution if vehicle is backing up, or pulling up. 

27. Discuss Barge Orientation (how to load and unload, etc.). 
28. Mention the possibility for one-on-ones.  Tell them when they can sign up for them. 
29. No graffiti!  
30. Ask for questions. Check your notebook for additional items. 
 
WELCOME PROGRAM 

This event will set the tone for the entire week.  We need energetic, enthusiastic staff to do their best to make 
campers feel WELCOME!  This is our time to creatively share camp rules and get campers excited about camp 
activities and fun.  Director will give a short “kick-off” message, and camp songs will be taught and sung.  
 
The following will be covered by the Director in the Welcome Program: 

a. Welcome! Who am I? 
b. Why our camp is special- our love for Jesus Christ. 
c. Who is here for the first time? How did you hear about it? How far away? 
d. Our special rules: 

1. No gossiping/no cliques 
2. Loving each other like sisters in Christ 
3. Taking care of this special island  

 
SINGING ON THE ROCKS  

This has traditionally been our Sunday evening activity.  It will take place after the Welcome Program. 
1. Campers and counselors line up as they exit the chapel. 
2. Campers sing: “I go to the Rock of my Salvation” as they file in a line to the large rocks behind the craft 

cabin: "I go to the rock of my salvation, 
  I go to the stone that the builders rejected, 
  I go to the mountains and the mountain stands for me oh me oh me. 
  When all the earth is sinking sand, 
  On Christ, the Solid Rock I'll stand. 
  When I need a shelter, when I need a friend,  
  I go to the Rock (I go to the Rock)." 
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3. Sit on the large rocks to watch the sunset and sing praise songs to the Lord. A guitarist sits on the large 
rock that protrudes from the water directly in front of where the campers are sitting. Worship leader will 
plan songs for this time. 

4. Director will share the gospel in depth at this time. When finished, she will close and campers and staff are 
then dismissed to get ready for bed, get night meds and have cabin devotions. 

 
COUNSELOR WEEKLY “TO DO” LIST 
 

● Camper birthdays to Assistant Director by Sunday dinner 
● 10-miler requests to Program Director by Sunday dinner  
● Swim re-tests to Waterfront Director by Sunday dinner 
● Sub requests to Head Counselor by Sunday dinner (e.g. if both counselors need to go to Bible study or 

Counselor bonding) 
● Cabin bonding to Program Director by Monday lunch 

● Postcards to Head Counselor by Tuesday breakfast 
● COTW prayer every other Tuesday - 9:30 pm 

● Counselor bonding Wednesday - 9:30 pm 

● Friday Canteen/Laundry sheets to Business Manager by Thursday lunch 

● Honor camper forms to Head Counselor by Friday morning meeting 

● Camper evals to Head Counselor before leaving on Saturday 

● Exercise log completed daily and signed 

● Night rounds! 
 
CAMPER POSTCARDS 
The parents of each camper in your cabin will get a postcard from YOU that will be sent out on Tuesday 
morning of every week the camper is at camp.  Place completed postcards (without stamps) in the Head 
Counselor’s box on Tuesday morning no later than 8 am.  
 
Remember the following tips as you compose your postcard: 

o Begin each postcard with a general greeting like “Greetings from Tapawingo!”  Don’t make 
assumptions about names – some campers come from homes with different parent names. 
o Write in blue or black ink 

o Avoid misspellings or crossing things out.  Ask for a new postcard if you have to cross something out. 
o Be positive!  Don’t talk about a camper being homesick, having a bad attitude, being quiet, having 
trouble “fitting in” or “coming out of her shell”.  
o Avoid general statements that give no specific information about the camper (Consider having a little 
pocket notebook where you can jot down specific, positive observations about each camper that you 
notice throughout the day. This will help with postcards and also camper awards at the end of the week!) 
o Express your excitement/thankfulness for having the camper in your cabin 

o Mention a positive character quality that you have seen in the camper so far 
o Talk about the activities she signed up for 
o Talk about a hike/sleep-out/event hour/etc. that your cabin is looking forward to 

o Pretend you are a parent receiving the postcard.  Would you be encouraged, offended, interested in 
the information you’ve given?  Pray for wisdom and choose your words wisely! 
o Don’t lie!  Say positive things, but don’t paint an image that isn’t true.   
o Don’t worry – we’ll review your postcard and return it if changes are needed.  Parents really appreciate 
this! 
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CAMPER GOAL EVALS 
Each week you’ll fill out an evaluation for each camper.  Here are some helpful tips. 

o Have your campers write down some goals in the beginning of the week.  This will help you fill out the 
forms. 

o Check all appropriate lines and fill in everything that applies to the camper 

o Fill in ALL names, session, dates (back of the form as well!) 
o These are due in Head Counselor’s mailbox BEFORE you leave the island on Saturday 

 
Be thorough! Try not to rush through them. These forms are kept and can be referred to for future hiring 
decisions, CIT applicants, etc.  

 
THINGS A GOOD COUNSELOR LOOKS OUT FOR IN FIRST 48 HOURS AND BEYOND… 
 
HOMESICKNESS 
Being homesick is very natural and can be expected.  In some cases it is more severe than others and can 
create real anxiety.   

a. When it seems to be a more serious problem, let the Director/Asst. Dir. know immediately.  If 
camper is still crying and upset by Tuesday morning of her first session, let Director know 
immediately.  (DON’T WAIT!  We are depending on you to let us know!) 

 
b. Never tell the camper that she can go home if she does not feel better (this isn’t for you to decide). 

 
c. Involve the camper in activity as soon as possible.  Keep her busy.  This takes work, but do work at 

it! (i.e. play games, tell stories, involve camper with other kids, get other kids to rally around her, 
get her to write home about the positive things about camp, etc.) 

 
d. Allow her to see siblings and/or friends if possible to provide security.  Never leave her alone. 

 
e. If stomach problems occur, take her to the Health Director yourself. 

 
f. Encourage cabin mates to pray, but be discerning in how much attention you give to the homesick 

camper.  Too much attention may have the opposite effect. 
 

g. Try to redirect her emotions - laughter is the best medicine. 
 

h. Keep her attention focused on the next major event.  Get her through one more meal, activity or 
night.  A week away is easier to handle if broken down into smaller pieces. 

 
i. As a staff member, never say you are homesick or miss your friends, etc.  Even though these 

comments are often done out of a heart trying to connect with the camper, they only make things 
worse for her.  She needs you to be glad and stable about being here.  Save homesick talks for our 
all staff gatherings - we are the ones that want to hear about it! 

 
j. Give her a special assignment:  Making “Comfort Cards” for other homesick campers.  This works!  

We have the materials for this project. 
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k. Be tender!  Think about a time in your life when you were scared and things felt really out of 
control – and then try to be a COMFORT!  It may be a true test of your patience when your camper 
comes crying to you at 2 am every night – but lean on Christ for the extra ability to comfort her yet 
again!  Please alert the Director if homesickness is continuing past the two-day mark. 

 
l. Be WISE!  Is the camper in her panic zone?  Is it possible this camper will attempt a late-night 

escape off the island?  If you think this may EVER be a possibility, alert Director so the camper may 
be assessed and appropriate measures taken to ensure her safety. 

 
m. A sample speech for a homesick camper: 
"That feeling of being homesick is something each of us must face at one time in our lives.  It is a 

painful experience, but a necessary one.  It is part of growing up from being a little girl to 
becoming a young woman.  It will help a great deal if you can decide in your mind/heart to 
be here at Tapawingo, even though you don't feel like it right now.  Once you ‘decide’ to 
make the best of your time here, and once you ‘decide’ to stop thinking about the 
possibility of going home early, you will be so amazed at how you actually start having a 
better time!  Do you think you could make that decision today, and we'll talk again at lunch 
and see how you are feeling?" 

 
The camper would then be encouraged to get the focus off herself by participating in a few "self-
less" activities like making cards for other campers and secretly delivering them, etc. 
 

n. Be loving!  
 
BEDWETTING 
Bedwetting can have many causes, some physical, some emotional, and some from habit.  Bedwetting for a 
camper can be extremely traumatic and emotional.  Handling the situation in a sensitive and caring way is 
essential to protecting a young camper’s esteem and self-image. 

a. Secrecy and discretion should be used as much as possible.  Don’t allow others to tease. 
 

b. Place soiled bedding and clothing in a plastic bag and mark to be immediately laundered. Make 
sure to label as biohazard. 

 
c. If camper wakes you in the middle of the night, take the soiled bed and clothes then.  If it happens 

when everyone is awake, wait for a time when it won’t be obvious what you are doing.   
 

d. Always use protective gloves when handling soiled clothing and bedding.  Wipe mattress down with 
sanitizer. 

 
e. Encourage all campers to use the restroom before going to bed.  

 
f. If you know of a camper with a problem in this area, you might want to wake them in the middle of 

the night and take them to the bathroom yourself. 
 

g. Double voiding is also known to help (take them right after vespers and again right before getting 
into bed). 
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h. Try to place known bed-wetters on lower bunks. 
 

i. Reassure the camper.  Make sure she knows she is loved and accepted.  When this happens in the 
middle of the night, and you are exhausted – don’t let the camper know how much this is costing 
you. (Let us know!) 

 
j. Alert Health Director about the bedwetting incident. 

 
k. If possible, Health Director needs to clean up vomit. 

 
l. BE MOTHERLY! Even though it’s late, and the last thing you want to be doing is cleaning up urine 

and vomit – never let the camper know this is how you feel.  You aren’t moms now, but one day 
you may be.  Treat this camper like you would want your own child treated.  Jesus will reward you 
for your tenderness and loving care – even if no one else finds out how loving you were (and even if 
your co-counselor slept through the entire thing)! 

 
CHILD ABUSE 
If you discover any of the following, or suspect child abuse for a different reason, report it to the Health 
Director immediately.   

a. Camper has strange and unexplained bruises/burns or marks on body. 
b. Camper complains of painful areas on body, and has obvious fear when asked about them. 
c. Camper is overheard sharing information that is sexually explicit. 
d. Camper complains of physical/sexual abuse received while at Tapawingo. 

Should any of the above occur, take your concerns directly and immediately to the Health Director or Director 
and determine a course of action with her.  This is required by law. 
 
 
Tapawingo Policy for Reporting Physical and Sexual Abuse Allegations:  
 
Overall philosophy:  Tapawingo is committed to upholding the law, including (but not limited to) our legal 
commitment to uphold the character and integrity of the ministry of Tapawingo and Gospel Volunteers which 
requires that we carefully weigh decisions made as they impact the lives of our campers, and that we make 
only those decisions that are clearly in the best interest of the camper and her well-being within her family 
and/or living situation.  In addition, we will adhere to the laws of the state of New York with regard to 
reporting allegations of abuse.  Following is a summary of the legal definition of abuse for the state of New 
York… 
 
Physical Abuse Definitions for the State of New York… 
An abused child is one who is under eighteen years of age whose parent – or other person legally responsible 
for his/her care – inflicts or allows to be inflicted upon the child physical injury by other than accidental 
means, or creates or allows to be created a substantial risk of physical injury by other than accidental means, 
which would be likely to cause death or serious or protracted disfigurement, or protracted impairment of 
physical or emotional health or protracted loss or impairment of the function of any bodily organ.   
 
Sexual Abuse Definitions for the State of New York… 
A sexually abused child is a child less than eighteen years of age whose parent – or other person legally 
responsible for his/her care – commits or allows to be committed a sex offense against such child, as defined 
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in the penal law; commits incest; or allows, permits or encourages such child to engage in acts or conduct that 
constitute prostitution or a sexual performance; exposes a child to sexual activity or exhibitionism for the 
purpose of sexual stimulation or gratification of another.  In addition, it is a crime to give indecent material 
(i.e. pornography) to a child.   
 
Neglect and Maltreatment Definitions for the State of New York… 
A neglected child is a child less than eighteen years of age whose physical, mental, or emotional condition has 
been impaired or is in imminent danger of becoming impaired as a result of the failure of the parent – or other 
person legally responsible for his/her care – to exercise a minimum degree of care: in supplying the child with 
food, clothing, shelter or education, or medical, dental, optometric, or surgical care, though financially able to 
do so or offered financial or other reasonable means to do so; or in providing the child with proper supervision 
or guardianship, by unreasonably inflicting or allowing to be inflicted harm, or substantial risk thereof, 
including the use of excessive corporal punishment; or by misusing drugs or alcohol to the extent that he or 
she loses self-control of his/her actions, or by any other acts of similarly serious nature requiring the aid of the 
court; or who has been abandoned by his/her parents or other person legally responsible for the child’s care. 
 
Emotional Neglect Definitions for the State of New York… 
Impairment of emotional health and impairment of mental or emotional condition include a state of 
substantially diminished psychological or intellectual functioning in relation to, but not limited to, such factors 
as failure to thrive, control of aggressive or self-destructive impulses, ability to think and reason, or acting out 
and misbehavior, including incorrigibility, ungovernability or habitual truancy, provided, however, that such 
impairment must be clearly attributable to the unwillingness or inability of the parent or other person legally 
responsible for the child to exercise a minimum degree of care toward the child. 
 
The law for mandatory reporters states:   “Mandated reporters are those individuals who must report, or 
cause a report to be made, whenever they have reasonable cause to suspect that a child coming before them 
in their professional or official capacity is abused or maltreated, or when they have reasonable cause to 
suspect that a child is an abused or maltreated child where the parent, guardian or custodian or the person 
legally responsible for the child comes before them in their professional or official capacity and states from 
personal knowledge, facts, conditions, or circumstances which, if correct, would render the child an abused or 
maltreated child.” 
 
Definitions-  
“Other person legally responsible” refers to a guardian, caretaker, or other person 18 years of age or older 
who is responsible for the care of the child.  
 
“Reasonable Cause to Suspect” Reasonable cause to suspect child abuse or maltreatment means that, based 
on one’s rational observations, professional training and experience, there is suspicion that the  parent or 
other person legally responsible for a child is responsible for harming that child or placing that child in 
imminent danger or harm.  This suspicion can be as simple as distrusting an explanation for an injury.   
 
Abuse allegations concerning Tapawingo staff and/or campers only 
Whenever a camper or parent makes an allegation regarding physical or sexual abuse that allegedly occurred 
while at Tapawingo, whether it be camper to camper abuse, camper to staff abuse or staff to camper abuse, 
the following policy will be followed: 
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1. Verbal allegation will be reported to and/or verified by senior staff, documented (typed up), dated, 
signed by all involved, and given to Director or the Assistant Director. 

2. Director or Assistant Director will make sure the allegations fall under the New York State definitions 
for physical or sexual abuse. 

3. If it is determined that the allegation is within the definitions as stated above of physical or sexual 
abuse, Director or Assistant Director will contact her supervisors, including legal counsel within the 
next 24 hours. 

4. Within 24 hours of the allegation, Director or Assistant Director will contact the State Health 
Department for the state of New York, as well as social services for the state of New York and social 
services for the state the camper and/or staff member is from. 

5. A course of action for the organization will be determined upon with the help of senior staff members 
and board members of COTW, and senior staff members of Tapawingo. 

 
Abuse allegations that allegedly occurred outside the Tapawingo community  

1. If camper has physical evidence of abuse that has occurred outside the Tapawingo community, and has 
made a verbal allegation about abuse, the verbal allegation will be verified by Tapawingo senior staff, 
documented (typed up), dated, signed by all involved, and given to Director or the Assistant Director as 
soon as possible. 

2. Director or Assistant Director will contact legal counsel, and with the help of legal counsel, will do their 
best to make sure the allegations fall under the New York State definitions for physical or sexual abuse. 

3. With the aid of legal counsel, allegations and evidence will be considered in light of definitions as 
stated above for physical or sexual abuse.   

Based on advice of legal counsel, (available to Tapawingo 24 hours a day) senior staff members of Tapawingo 
will take the appropriate action necessary to uphold the laws of the state of New York. If required to report, a 
senior staff member will phone the New York State Central Register of Child Abuse and Maltreatment. 
 
HANDLING CAMPER AND CAMPER FAMILY COMPLAINTS 
Whenever there is a camper or camper family complaint made, staff member receiving complaint will contact 
the Assistant Director.  The Assistant Director will alert Director of complaint and then contact the camper 
and/or camper family to verify details of the complaint.  If the complaint is an abuse allegation as defined in 
the abuse section of the Tapawingo Safety Plan, those procedures will be followed. 
 
After documenting details of complaint, Assistant Director may also notify the counselors or staff involved 
with the complaint to make them aware of the situation and to discuss their involvement and how they 
handled the situation.  Assistant Director will document her findings and add them to complaint document 
along with any action taken in response to findings.  This document will be filed, and a copy sent to Director. 
 
The Director will then write a final letter describing to the camper or camper family how the complaint was 
handled and things we will do differently due to the complaint (if any). 
 
HEALTH AND SANITATION POLICIES AND PROCEDURES 
 
Although these policies and procedures are mainly overseen and conducted by our camp Health Director, they 
are listed here for all staff to review and remember. Health care touches every aspect of our camp. Other 
health care items can be found throughout the staff guidelines, especially in the following areas: “Crisis 
Situations,” “Health Director Job Description,” and “Opening Day Procedures.” 
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BASIC POLICIES AND PROCEDURES 
A licensed physician, E.M.T., R.N. or L.P.N. (or individual with higher and/or NYSDOH qualifications) must be 
available on-site daily.  The Health Director is responsible for routine health care and supervision in dispensing 
daily medications.  The Health Director should be familiar with and strictly adhere to the NYSDOH and Audit 
guidelines. 
 
WHO DOES WHAT? 
Please also see Crisis Situations, Staff Role in Health Care and Epi-Pen procedures for an outline of what camp 
staff are trained to do as it relates to campers.  See also Health Director job description under “Staff Positions” 
for more information on her requirements and duties. 
 
PRE-CAMP RESPONSIBILITIES 
1. Read the Health Director Binder and review all forms within it 
2. Thoroughly clean infirmary 
3. Bring supplies from COTW to Tapawingo. 
4. Check supplies 

a. Compare against last year’s inventory (see inventory list). 
b. Examine medications for signs of deterioration and expiration dates and discard as necessary. 

5. Order Supplies 
a. Check for adequate supplies. 
b. Contact COTW nurse to order necessary supplies (Cindy Rumsey). 
c.  If nurse is unavailable, order through Hineline and Mohawk companies and arrange for pick-up. 

6. If possible, visit or talk to the local ambulance directors in Speculator.  Letter will be sent by Director 
informing ambulance, fire and police officials of Tapawingo’s schedule and dates of operation 

7. Provide training to counselors for infirmary procedures while on the island, away from camp, and epi-
pen usage 

8. Get appropriate linens for infirmary bed from Tapawingo Storage. 
9. Place medications in labeled, locked cabinet.  Refrigerated medications must be locked in the 

refrigerator.   All medications must be correctly labeled. 
10. Using universal precautions, a sharps container will be available for used needles and rubber gloves will 

be worn while handling needles. 
11. Check first-aid kits, restock and return to appropriate areas. 

a. Hiking first aid kits (see hiking manual for details) 
b. Camp vehicle first aid kits 
c. Lodge first aid kit 
d. Beach first aid kit 
e. Mini-kit in crafts cabin 

12. Extrication collars, backboard and first aid kit should be brought to beach area.  Make sure staff are 
aware of how to use extrication collars and inspect equipment.  

13. Check to make sure all staff have completed health forms, including self. Full-time CAMP-of-the-
WOODS Staff members do not need to have a completed health form. 

14. Print copies of all Medical Information and Emergency Contacts from CampBrain for each cabin each 
week trips off the island.  When given to staff, the forms must be kept in a concealed bag (i.e. duct 
taped Ziploc bag found in infirmary desk drawer). 
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HIPAA 
Due to the HIPAA Act, here are the procedures we follow concerning the release of health information. 
OPENING DAY: 
On Opening Day, the Health Director will have a separate table that is at a distance from the other tables.  
After the camper has been checked for lice, she will wait at that station until the Health Director calls her and 
her parents over to discuss distribution of medication and any other health information.  This will allow the 
Health Director to speak one-on-one with the camper and her parent/guardian.   
 
REGISTRATION: 
When health forms arrive in the office for registration from September to May, the Director will file them for 
the Health Director to review upon her arrival to Tapawingo.  The Health Director will review each form to see 
if it is filled out completely.  Parents and guardians should be contacted before their camper’s session to 
complete any missing items.  Campers cannot be admitted to camp without all necessary paperwork 
completed. 
 
KITCHEN: 
There are three kitchen staff who are informed of food related health issues.  The first is the head cook at 
COTW in order to arrange an alternate menu for the camper.  There are also two kitchen staff at Tapawingo 
who are in charge of serving the food.  They are made aware of the alternate menu and to which camper the 
meal should be given.  Campers may only receive specialty meals if their medical provider has listed it on their 
Physical Examination Form.  Parents also should be entering this information on the online Health History 
form as well. 
 
COUNSELORS: 
Information is only shared with the counselor if not knowing would jeopardize the safety of the camper.  
Generally, these types of health concerns will be sleepwalking, allergies that could be triggered on a hike such 
as bee sting allergies, daily medications, inhalers, physical limitations, behavioral issues, and/or food allergies 
due to care packages in the cabin. The Health Director uses her discretion in what to share with a camper’s 
counselors.  This should be done on Sunday night so the counselors are aware of cabin needs as early as 
possible. 
 
ACTIVITY AREAS: 
Those teaching the activity would be informed if the health concern could jeopardize the camper's safety 
within that particular activity. 
 
LEAVING CAMP: 
When campers leave camp grounds for hiking, one of the staff members leading the trip is given a copy of the 
health forms in a sealed and covered bag.  When she gets the health forms from the Health Director, she will 
then be informed of any camper health concerns.  The staff members will only view the health forms in the 
event of an emergency and to provide information for advanced medical services.  All forms are signed out 
with the Health Director and signed in with the Health Director upon their return. 
 
WHERE IS HEALTH INFORMATION STORED: 
All personal health information is stored on CampBrain or in a locked file cabinet until it can be shredded.  The 
Health Director has access to all personal health information.  The Camp Director and Assistant Director have 
access that can be utilized via the Health Director. 
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END OF CAMP: 
At the end of the summer, all soft copies (computer copies) are stored until the camper is 21 years of age at 
which point they are deleted. Paper health records are destroyed after verifying that we have the scanned file 
on hand. 
 

INFIRMARY 
1. Campers or staff will remain in the infirmary or designated cabin if exhibiting signs of any illness which 

might be communicable, if they are sick or need observation.  Campers and staff are not allowed to touch 
infirmary health equipment for any reason, unless instructed by Health Director to do so.  All health 
equipment maintenance and use is the responsibility of the Tapawingo Health Director. 

2. Campers with communicable diseases must be kept separate from others who are ill or injured. 
3. Meals will be brought to those in the infirmary as close to the regular mealtime as possible. 
4. Constant attendance by two Tapawingo staff members is required for sick campers in the infirmary.   
5. Never allow campers to loiter inside infirmary. 
6. Never allow campers to touch any medicine.  Keep all medication locked. 
7. Keep infirmary door locked when not in use. 
8. Infirmary should provide a quiet, sanitary, restful environment for sick or injured campers and staff. 
9. In the event there is a need to isolate campers and/or staff members, Tapawingo Health Director will 

arrange with COTW nurse the transport of Tapawingo campers and/or staff to the COTW infirmary.  At all 
times, Tapawingo campers must be under the direct supervision of Tapawingo staff members until 
released to parents/guardians.  It is not appropriate to release a Tapawingo camper into the care of COTW 
staff. 
 

MEDICATIONS 
1. All medications are screened and accounted for by the Health Director.  Upon arrival to    

Tapawingo, Health Director will review the medication(s) on the health form to ensure camper arrives 
to camp with the proper medications.  If there is a medication brought that was not on the health 
form, she will ask the parent/guardian of the camper to complete paperwork to be able to administer 
the medication while at camp.  This means that if the parents do not bring a prescription for that 
medication, they must obtain one from their medical provider before the medication can be 
administered.  Instructions on the bottle are not sufficient for this.  If camper does not need to take the 
medication that was listed on the health form and this is verified by the parent/guardian, then 
parent/guardian will sign a paper documenting that the Health Director will not administer that 
medication and that the medication is not in her possession or camper's possession.   

2. Medications are to be kept in a locked medication cupboard or refrigerator in the infirmary at all times. 
3. Prescription drugs may only be given under the specific directions of a licensed physician (per the 

camper’s Health Form). 
4. Staff may not keep medications in cabin. 
5. Check routine medicines for expiration dates and signs of deterioration. Destroy as necessary. 
6. Medications are to be dispensed only by the Health Director.  The only exception to this is when a 

prescription medication must be given on the trail.  The counselor will meet with the Health Director 
prior to the cabin’s departure and will sign off on understanding of medication and time to be 
administered. Counselor will document camper’s self-administration of medication and return 
documentation to Health Director upon return.  Health Director will then log this information in her 
Medication Administration Record which should all be scanned in at the end of the week. 

7. Medications are normally dispensed at mealtime and bedtime. 
8. A medication that has been prescribed but is no longer in use by a camper shall be destroyed. 
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9. Make sure campers have a completed health form including a form signed by the physician on what 
over-the-counter medicines camper may take.  Campers may not take any over-the-counter 
medications without them being prescribed by their physician.  Be sure to check health forms for 
allergies before distribution of medicines.  (i.e. Tylenol, Pepto Bismol, etc.).  Don’t forget to make a log 
notation with initials.  

10. All medications must be in their original labeled container.  
11. Any knowledge of prescription medication taken by staff must be kept in the strictest of confidence 

and shared only on a specific need-to-know basis. 
 
MEDICAL LOG 
1. Log entry in CampBrain according to the Health Center tab and should include date, time, and name of 

person injured or ill, a general description of illness or injury, a general description of treatment (if any), 
including treatment administered away from health care facility, administration of all medications and 
initials of person evaluating.  Any injury requiring professional medical treatment must also be written in a 
separate report and reviewed with Director.  This is for both campers and staff.   

2. Any unusual medical incidents, or severe incidents must be reported to Director for proper documentation 
and follow-up. 

3. Records of distribution of camper medications are maintained in a separate logbook.  Medications can be 
charted at the beginning of the week and signed for as they are administered through the week. 

4. Communicable diseases and certain injuries must be reported within 24 hours to the NYSDOH e.g. broken 
bones, lacerations requiring stitches, admission to a hospital.  A list is posted on the infirmary wall.  The 
Health Director will train staff in child abuse recognition.  Any child abuse must be reported immediately 
to the Local New York State Health Department. 

5. Health records must be kept on file until the camper is 21 years of age.  Health Director should always 
know where past health forms are located.  She should review their location and document their existence 
at least once each season.   

6. Document any contact made with parents pertaining to health of their camper in the camper’s account on 
CampBrain  
 

MEDICAL TREATMENT 
1. If medical treatment is required by a physician, an appointment will be made by the COTW nurse or the 

Tapawingo Health Director at the Speculator Health Clinic – (518) 548-8155.  Camper must always be 
accompanied by an official Tapawingo staff member (wearing their staff shirt and nametag).  In non-
emergency cases, prior to bringing camper to off-site medical services, parents must be notified by 
Tapawingo Health Director.   

2. In the event of an emergency, the child will be taken to Nathan Littauer Hospital in Gloversville.  The child 
will be taken via camp vehicle or ambulance, as necessary.  Speculator ambulance number is 911 OR (518) 
548-5300.  Notify Jim Hammond, via (518) 548-4311 and press “0” to have him located.  Have COTW 
operator notify gate-house staff if the ambulance is called. 

3. Copy of health form, with signed parental consent for treatment, as well as insurance information must 
accompany child.  A Health Director or counselor should accompany the child.  Arrangements for 
transportation may need to be made with the COTW Health Director.  Parents should be notified ASAP if 
child is taken out of camp for treatment. 

4. An accident report form should be filled out for any serious accident.  All parties must be interviewed, 
extensive notes taken and meeting with Director of Tapawingo scheduled for further documentation.   

5. Incident reports should also be filled out for any incident that results in, or nearly results in injury or 
danger to individuals.  Proper documentation is CRUCIAL as it may help us to avoid a future emergency.  
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Both accident and incident reports can be obtained from the Health Director, and should be returned to 
her upon completion.  Be sure to complete and return both to the Health Director ASAP!  

6. A health insurance form may need to be made out and brought to the hospital in the event of an accident.  
Its use should be supplemental to the parent’s insurance. 

7. Report all work-related injuries to the Personnel Director at (518) 548-4311 x247. 
8. Appropriate documentation must be completed within 24 hours and sent to appropriate personnel (ex. 

Personnel Director, NYSDOH etc.) 
 
ALLERGIES  
1. The Camp Health Director will be made aware of camper allergies after reading the health form filled out 

by the parents.  The Health Director will make the counselor aware of allergies verbally and have them sign 
to verify they have received the information.  Any camper with severe allergic reactions must bring their 
own epi-pen (where prescribed). All campers and parents/guardians have been informed of this policy in 
writing. 

2. If the camper has a food allergy the Camp Health Director will notify the COTW kitchen of the need for 
special diets.  The counselor will be responsible for making sure the camper receives the correct diet sent 
by the kitchen. 

3. A camper who has a known allergy to bee stings must bring a set of epi-pens (two pens = 1 set).  If camper 
is stung, she will be instructed by the counselor to sit down immediately.  The counselor will instruct 
another camper to get the Camp Health Director.  The Health Director will administer Benadryl, and if 
necessary the epinephrine, and parents will be notified.  If a camper has a known severe allergic reaction, 
she will be required to have her own epi-pens (2), which should always be nearby and accessible.  
Counselor of such camper should ALWAYS know where the camper’s epi-pens and/or inhaler are located. 

4. A camper with a natural allergy will be required to wear a mask in areas their allergen is located. 
5. All hikes should take 2 camp epi-pens with them for emergencies 
 
SANITATION 
Health Director will be responsible for overall awareness and management of camp’s health and sanitary 
condition.  Any concerns/problems should be reported immediately to Health Director.  Health Director will 
feel free to monitor work of Food Service Director to ensure proper food handling, preparation and clean-up.  
Health Director will assist with implementation and supervision of camp cleaning procedures for campers and 
staff through cabin cleanup and checking of proper execution of caper duties. 
 
OUT OF CAMP TRIPS 
The Health Director will screen campers and staff within 18 hours of departure for a camping trip.  At this 
time, she will advise staff of any medications to be administered or other concerns or restrictions. All campers 
with epi-pens or inhalers should have a bracelet (like the swim bracelets) attached to the bag they are carrying 
it in so everyone is aware.  Counselors and staff should double-check the camper has their inhaler or epi-pen 
with them for all off island activities, including stayover weekend. 
 
INFORMATION ON UNIVERSAL PRECAUTIONS 
 
As part of an overall exposure control plan, mandated by the OSHA Bloodborne Pathogens Standard, 
“universal precautions” are part of infection control practices.  They are specific guidelines, which must be 
followed to provide every person protection from diseases, which are carried in the blood.  Since blood can 
carry all types of infectious diseases even when a person does not look or feel ill, knowledge of universal 
precautions is essential for anyone who might come into contact with blood or other body fluids. 
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The following are sample guidelines, recommended by the Centers for Disease Control, to prevent cross-
contamination from blood-borne pathogens. 
1. All health care providers should use appropriate barrier precautions to prevent skin and mucous-

membrane exposure when in contact with blood or body fluid of any person. 
Personal Protective equipment (PPE) such as latex or vinyl disposable gloves should be readily available in 
health care, housekeeping and maintenance areas, in all first aid kits, and in vehicles. 

2. Any person giving first aid should ALWAYS wear latex or vinyl disposable gloves if blood is visible on the 
skin, inside the mouth, or if there is an open cut on the victim.  Gloves should be changed after contact 
with each person.  

3. Gloves should ALWAYS be worn when handling items or surfaces soiled with blood or bodily fluids.  Such 
areas (floor, counter, etc.) should be flooded with bleach solution (1 part bleach to 10 parts water), 
alcohol, or a dry sanitary absorbent agent.  Routine cleaning practices are all that are needed if blood is 
not visible or likely to be present. As examples, gloves should always be worn when cleaning up blood from 
a counter after a cut finger, or urine-soaked bedding.  Disposable towels and tissues or other 
contaminated materials should be disposed of in a trash container lined with plastic.  Double bag and label 
“biohazard” any items used to soak up blood or other infectious waste. 

4. Remove gloves properly –pulling inside out.  Place gloves in bag with waste.  Hands and other skin surfaces 
should be washed with soap and water immediately and thoroughly if contaminated with blood or other 
bodily fluids.   

5. Masks, protective eye wear, gowns or aprons should be worn during procedures that are likely to generate 
droplets or splashes of blood or bodily fluids. 

6. Needles should NOT be re-capped, purposely bent or broken by hand, removed from disposable syringes, 
or otherwise manipulated by hand. 
After use, disposable syringes and needles, scalpel blades and other sharp items should be placed in 
puncture-resistant “sharps” containers for disposal. 

7. Mouthpieces, resuscitation bags, or other ventilation devices should be available for use in areas in which 
the need for resuscitation is predictable. 

8. Health care workers who have draining lesions or weeping dermatitis should refrain from all direct care 
and from handling equipment until the condition resolves. 

 
All procedures should be specific to the staff and clientele served.  All persons who might come into contact 
with blood or other body fluids must be trained to follow appropriate procedures. 
 
Health Director will handle disposal of infectious waste and/or body fluids, and whenever possible, this should 
not be handled by any other staff person.  Health Director will train staff in universal precautions – which will 
be strictly followed at Tapawingo in relation to handling and disposal procedures.   
 
PREVENTING RABIES 
 
Any bat incident (or any incident with a wild animal) must be reported to the Director immediately.  If a bat 
incident involves prolonged exposure to campers, or a suspected bat bite, the bat must be captured and/or 
killed in order to be tested for rabies.  When a bat is spotted, send a staff member to report incident to an 
Administrative Staff Member and the need for a capture.  Keep all campers inside the building the bat was 
spotted and help them to remain calm.  The recommended capture method is to place a metal can or 
container over the bat, slide a piece of cardboard under the can, and remove the bat from the building.  If you 
think there is no danger of the bat escaping, don’t attempt to capture the bat yourself.  If you must capture 



101 

 

the bat, after removing bat from building, contain the bat to be tested for rabies.  If bat escapes, all exposed 
campers and staff will need to get rabies shots.  Be sure to keep track of who was exposed!  If the bat is seen 
flying into a building, and then flies back out again, this incident will not need to be reported to the State 
Health Department, but must be reported to the Director of the camp immediately.  Bat bites can be painless 
– so don’t assume no one has been bitten just because there is no evidence of a bite.  Bat kits will be located 
in every building.  These kits will contain: a coffee can, cardboard, gloves, and a broom.  Once the bat is caught 
obtain tape from the office and tape the cardboard over the can. 
 
STAFF ROLE IN HEALTH CARE 
 
1. Medical supplies:  While at Tapawingo, Wilderness First Aid trained staff will provide supportive assistance 

to Health Director under her direct supervision.  All staff other than Health Director must not touch health 
equipment or supplies unless directed by her to do so.  For health role in off-island trips, see Crisis 
Situations and the Hiking Manual. 

 
2. Sick camper: If you have a sick camper (any camper that complains of an ailment), one counselor must 

escort camper to the infirmary.  Again, there must ALWAYS be two staff supervising a camper during visits 
to the Infirmary, whether it be for an illness, injury, or day/night meds. Wake Health Director if necessary 
to ensure proper care for camper.  Wait for Health Director’s direction as to whether or not you return to 
your cabin.  If camper has vomited in cabin, the Health Director is to clean up mess with sanitizing 
cleansers.  Bring any soiled bedding and clothing to infirmary in plastic bag.  We will have all items cleaned 
and returned the next day.  

  
3. Overall:  Whenever Health Director is present, she is the primary person responsible for health care 

decisions and administration for Tapawingo campers and staff.  Camp staff must do all in their power to 
locate Health Director BEFORE applying health care to a camper or staff member, unless camper or staff 
member is at risk and in need of immediate assistance.  Whenever Health Director is not present, or 
camper or staff member are at risk and in need of immediate medical care, camp staff trained in 
Wilderness First Aid and epi-pen procedures will assist camper, and then report all actions to Camp Health 
Director who will document all health care actions and oversee follow-up care.  Health Director must also 
determine whether visit to outside health facility is needed. 

 
4. Prior to camper arrival, Health Director will review all health forms for next session.  On Sunday, Health 

Director will hand out information on camper allergies.  It is her responsibility to be sure COTW food 
service is made aware of food allergies, and a plan of action to prevent contamination is agreed upon.  She 
will also verbally (or in writing if she decides it is necessary) inform staff of other health concerns that they 
need to be made aware of prior to camper arrival.  Whether or not to share health information about 
campers with staff is a professional decision made by the Health Director.  Health Director will inform staff 
of the necessity of not sharing health history information with anyone, except herself. 

 
5. Parents of sick camper will be notified in the event the Health Director feels illness requires notification, or 

at Director’s discretion.  Should camper become ill to the point of needing to go home, it is possible for a 
partial refund for the week to be given.  Be sure to report a camper who feels ill (even if not severe) longer 
than one day. Health Director then documents this communication with the parent in CampBrain. 
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6. Emergency Checklist for emergency situations occurring on the island: (checklist will be posted in the office 
and infirmary) 

❑ Inform Director/Assistant Director of Tapawingo if possible 

❑ Radio 2 (COTW Health Care Personnel) and have them meet us at the point 
❑ Get camper health form and any meds 

❑ Change of clothes for camper if needed 

❑ Staff member 20 years or older  
❑ Additional Staff Member (age does not matter) 
❑ Petty Cash 

❑ Cell Phone 

❑ Call the boat crew and have them pull the van around and check gas 

 
PROCEDURES REVIEW 
Camp Health Procedures will be reviewed at least every three years by a licensed physician or a registered 
nurse.   Last review was 1/8/2019 by Rachel La Fleur and Joy Huseland.  
 
OUTSIDE MEDICAL AND MENTAL HEALTH RESOURCES 
Just one mile away from COTW is a local clinic run by Nathan Littauer where additional health resources and 
mental health resources such as flyers, brochures and information can be obtained for anyone interested or in 
need of specific help.  Medical check-ups, and other medical needs can be addressed at this location by 
appointment through the Tapawingo Health Director.  Staff desiring such appointments may make them on 
their own, or request the Health Director set the appointment for them.  The phone number for this clinic is 
(518) 548-8155.  If you do not have health insurance that this office accepts, you must pay cash for your visit.   
 
Sick Days:  If you are sick or injured and must miss work, you may not be compensated for your time off and 
you will most likely be required to visit the Health Clinic at your own expense. The status of your position may 
also be changed at the Director’s discretion.  
 
EPI PEN TRAINING AND PROTOCOL 
We will be following the NYSDOH guidelines regarding emergency care in cases of anaphylaxis.  The course will 
teach proper identification of anaphylaxis and treatment using the epinephrine auto injector.  Designated 
personnel will complete refresher training in this subject every year.  The camp will maintain a current list of 
staff appropriately trained. Director has “Agreement to Provide Medical Direction Allowing Tapawingo to 
Provide Emergency Care in Cases of Anaphylaxis” and staff training documentation on file. 
 
Safety precautions 
Counselors are instructed on health procedures. Emergency procedures are explained in detail.   
Upon completion of staff training program, each staff person will sign a verification of training statement kept 
by the Director. 
 
CRISIS SITUATIONS 
 
No two emergencies are the same.  While the various steps and suggestions outlined in these procedures 
represent the camp’s guidelines, your own good judgment should be the final authority until you are able to 
contact assistance.  The safety and well-being of campers and staff ALWAYS comes first. 
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PRIMARY DIRECTIVE FOR CRISIS SITUATIONS 
In the event of a natural disaster, tragedy or crisis situation connected totally or in part with Tapawingo, 
involving major property or lives, the course of action is to be governed by the following policy. 
 
CHAIN OF COMMAND   

1) Jim Hammond (President/CEO of COTW) 
2) Joy Huseland (Tapawingo Director)/Tim Underwood (Director of Operations)/Joe Ciccarello 

(Personnel Director)  
3) Claire Lippy (Assistant Director)  
4) Tapawingo Health Director/Tapawingo Director’s Assistant/Tapawingo Waterfront Director 

(if waterfront emergency)   
5) Tapawingo Program Director of Operations/Tapawingo Head Counselor 
6) Tapawingo Administrative staff  
7) Tapawingo Lifeguard Staff 
8) Tapawingo Counseling Staff 

 
DEALING WITH THE SITUATION 
1. If emergency procedures as outlined above, and Wilderness First Aid Training do not apply, do the 

following: 
a. Emergency units and/or local authorities are to be called in by full-time staff members, or by 

others down the line of the chain of command if those higher up are not available. 
b. In any emergency situation, the Tapawingo Director is to be notified immediately, regardless of 

the time of day or her location. 
c. If the Tapawingo Director is unavailable, Assistant Director is to be notified.  If she is unavailable, 

notify Tapawingo Business Manager. That person will notify CAMP-of-the-WOODS Senior Staff to 
keep them apprised of the situation.   

d. If emergency situation occurs while off-site, Director of Tapawingo and/or COTW Director of 
Operations will proceed immediately to the scene to monitor the situation and coordinate with 
off-camp media. 

 
2. Information to be distributed as follows: 

a. Identify the type and extent of the crisis as soon as possible. 
b. Document all facts and verify them: date, time, description, persons involved, witnesses, cause (if 

known) 
c. Inform parent/guardian of situation via phone (Director or her designee will do this).  If feasible, a 

later face-to-face visit will be scheduled by Director or her chosen Deputy. 
d. Inform all employees of what is happening. 
e. Designate a central source of communication. 
f. Prepare written statements to be used by office personnel or those handling phone inquiries. 
g. Identify a spokesperson (for COTW- Jim Hammond and for Tapawingo- Joy Huseland) 
h. Release information promptly, but ONLY AFTER it has been verified and approved by the Director 

of Tapawingo. 
Guidelines:  Take care not to release information that affects a person's rights including his/her 
right to privacy.  Do not disclose information regarding an individual camper.  In matters under 
investigation, release only facts, through a prepared statement approved by our lawyer. 
 

3. Dealing with the media 
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a. In all crisis situations, the Director’s office will serve as the headquarters for monitoring situation, 
dealing with media and alerting authorities and COTW. 

b. Media personnel will be allowed to use phones or computers, etc. at the Purdy Center, or at 
Tapawingo as applicable. 

c. In all situations, refer to the official spokesperson for Tapawingo, or the official spokesperson for 
COTW. 

d. All other personnel affiliated with Tapawingo or COTW are required to refer media personnel to 
the designated official spokesperson. 

e. When reporters call…refer them to the spokesperson first and say, "Thank you for calling. I am 
not the official spokesperson for Tapawingo. The official spokesperson for COTW is Jim 
Hammond, and the official spokesperson for Tapawingo is Joy Huseland. I will do my best to 
connect you with one of them."  

 1.  Be polite, cooperative and honest 
 2.  Assure them that you will do your best to see that someone calls back promptly. 
 3.  Deal with facts only. 

  
*It is important that only one person speak on behalf of the Camp regarding any crisis situation to help 
eliminate rumors or false information which could be given out and cause damage to the Camp or family 
involved. 
 
*It is not acceptable for staff to post information on Facebook or other social media regarding crisis situations 
or to discuss the situation with others.  
 
4.  Dealing with the family of a victim 

a. The family of a victim is to be notified of the situation via phone as soon as possible by the 
Director of Tapawingo, or the next person on the chain of command if she is unable or 
unavailable.  Jim Hammond will be notified of the situation. 

b. If the family of the victim lives within 60 miles of COTW, Jim Hammond or his designee, with the 
Director of Tapawingo or someone appointed by her, will proceed to the victim’s home to inform 
family members of the full details of the situation. 

c. If the family of the victim lives more than 60 miles from COTW, Jim Hammond or his designee, 
with the Director of Tapawingo will engage an ambassador (preferably the family’s pastor or 
another sympathetic minister) to proceed to the home to be with the family members and to 
inform the family members of the full details of the situation. 

 
DEALING WITH A WORLDWIDE CRISIS 
     1.  Director and Assistant Director are signed up to receive emergency alerts regarding emergency     
          weather and/or worldwide and national disasters with Emergency email and Wireless Network.   
          They will both check their email regularly to be aware of any breaking information. 
     2.  If and when disaster strikes, the crisis team (which includes all staff members that are not  
          counselors) will meet immediately.  In the event the internet is not able to provide important  
          information, the Business Manager will go immediately to the mainland to get the latest        
          information via a cable television or other information source not available to the island.  She will  
          relay information back to Tapawingo as needed.  As information is received, the crisis team will  
         determine what age-appropriate information is shared and with whom.  The crisis team will work to  
         determine… 

a. Which counselors are from the area involved 
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b. Which campers are from the area involved 
  
     In the event it is determined that a staff member or camper may possibly have family in the area     
     involved, the crisis team will alert those staff members or campers first, and give them the resources to  
     attempt to make contact with loved ones. 
 
     A general announcement will then be made at camp requesting anyone with family or friends in the  

area involved to report to the office.  Once we have given those people an opportunity to determine the 
welfare of their family and friends, an announcement will be made as to the general nature of the crisis, 
and the camp population will be encouraged to pray.  

 
     The Crisis Team will then meet with counseling staff to ensure adequate observation of camp  
     population and to provide follow-up encouragement and support as necessary.  In the event a camper   

or staff member shows signs of not handling the information well, they will be taken to the Health Director 
for examination and a determination will be made at that time regarding whether or not outside medical 
help is needed.  

  
In the event of a natural disaster or emergency, each camper and staff member will be encouraged to call 
home.  As calls come in from camper/staff families wishing to speak with their camper/staffer, campers 
and/or staffers will be brought to the call, or will call back when able to do so. 

 
     The following checklist will be followed in the event of a crisis: 

❑ Director activates the Crisis Team and decides what other help should be sought. 
❑ Director or designee contacts the CAMP-of-the-WOODS CEO and Director of Operations to alert 

them of the situation. 
❑ Director or designee contacts family members as outlined in staff guidelines to gather their wishes 

for dissemination of information. 
❑ Director calls lawyer for advice and approval of scripts and statements. 
❑ Document and verify the facts of the crisis to be used in phone scripts, news releases, or prepared 

statements. 
❑ Make assignments for notifying other appropriate people. 
❑ Contact insurance company 

❑ Prepare three statements: 
1.  To be read to staff 
2.  For counselors to read to campers 
3.  For those answering phones 

❑ Assist counselors in working with campers in groups. 
❑ Designate a gathering place for campers and staff to come and seek support (drinks and snacks 

available) 
❑ Arrange extra coverage for counselors to take breaks or to support them in their tasks at this 

emotional time. 
❑ If needed, discuss and determine best time for removal of personal belongings from bunk for return 

to family.  
❑ Prepare a letter to be sent to parents explaining the situation. 

 
REMEMBER God is in control, even in the most difficult circumstances.  Call out to Him and reach out for His 
hand, especially at the darkest hour.  He is good, even if you don’t understand what He is doing. 
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INJURED CAMPER OR STAFF MEMBER 
If you are the primary staff member at the scene: 
1.  On the island 

a.  Pray. Count to ten and evaluate the overall situation.  Do not rush or panic. 
b.  Take charge.  Be firm and clear with your instructions to campers and to staff.  Use a calm tone  
     of voice. 
c.  Assess scene safety:  Can victim be approached without endangering self? 
d.  The staff member with the highest level of appropriate certification is delegated the  
     responsibility to aid the injured party.  Give priority attention to caring for the needs of the    
     victim.  The person rendering first aid must enter the information in the camp health log (forms      
     are in the first aid kit) within 2 hours of the incident. 
e.  Delegate another staff member to ensure the safety of other campers by taking them away from  

the immediate scene, praying, organizing appropriate singing, games, or other activities.  Retain one 
staff member at the scene of the accident with the victim.  Do not leave victim without a staff 
member.    

e.  Contact the Health Director as soon as possible.  Provide a clear description of the emergency  
     and your location. 
f.   Engage your Wilderness First Aid training until Health Director or other help arrives.  Concern   
     yourself with breathing first, and then bleeding.  Assess airway, breathing, and circulation    
     (ABC's).  Begin rescue breathing or CPR as needed.  Control any severe bleeding immediately. 
g.  Notify the Camp Director or other Administrative Staff in the camp office.  
h.  Begin collecting and documenting the facts.  What happened?  How?  When?  Where?  Witnesses?     
Where were the staff?  Campers?  What could the victim have done to prevent the injury? 
i.   Once the Health Director/Camp Director arrives at the scene, summarize the situation and  
     answer questions.  The Health Director or Camp Director will take charge and arrange for   
     emergency transportation if necessary. 
j.   Prepare accident reports within 24 hours. 
k.  In the case of a critical accident, serious injury, harm or fatality, keep a responsible adult at the  
     scene of the accident or emergency situation to see that nothing is disturbed until medical aid or  
     law enforcement authorities arrive. 

 
2.  On the mainland (COTW) 

 a.  Follow the same procedures as on the island except contact the COTW Nurse   
      instead of Health Director.   This can be done by going directly to the COTW infirmary or pushing the 
      emergency call buttons located at The Point, at the TeePee, behind Algonquin, going to the front  

                  desk, or the phone outside the infirmary 
 b.  Send someone to find the COTW Nurse immediately.  Do not leave victim without a staff member.   
 c.  Inform the Tapawingo Director of the situation. 
 d.  Engage your Wilderness First Aid training until the COTW Nurse or other help    
      arrives. 

 
3.  Off Camp on a Day Hike 

a. Remember to assess the scene.  Can victim be approached without endangering self? 
b. Approach victim and assess airway, breathing, and circulation (ABC's).  Begin rescue breathing or 

CPR as needed.  Control any severe bleeding. 
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c. Engage your Wilderness First Aid training to do your best to stabilize the camper.  Check victim for 
other less obvious injuries and threat. 

d. Have co-counselor take other girls to a safe location and gather for prayer if possible. 
e. STAY CALM!  PRAY!  TRUST HIM TO HELP YOU!   
f. Determine if victim will require evacuation for medical treatment, and if the group or an 

emergency rescue team will do this. 
1. If attempting self-evacuation, determine transport method and how to care for victim while 

in transport.  Carry camper back to camp vehicle as quickly as possible.  Only do the above if 
you are able to carry camper out by yourself.  Drive camper to nearest phone or to where 
cell phone is in range and make an emergency call for help.  Be aware of where you are so 
ambulance can meet you. 

 
2. If injury is not life-threatening, but requires a hospital visit (broken bones, deep wounds, 

eye injury, etc.) stabilize injury as best you can and proceed in an orderly fashion with co-
counselor and other campers back to the camp vehicle.  Drive at a regular speed, directly 
into camp and go to the COTW infirmary.  If nurse is not there, send someone to front desk 
to radio her or use the emergency phone located at the front of the infirmary to page her.  
Wait until COTW Nurse arrives, and one co-counselor should stay with injured camper, 
other co-counselor should take campers back to island.  If there is still time to complete the 
hike, the injury was not too upsetting to other girls, AND you feel other girls are not in any 
danger of incurring similar injuries, another staffer (if available) will come and you can 
return to the same hike, or do a shorter, easier hike. 

 
3. If sending a messenger for help, determine exact location on map, the exact route for the 

messenger to take, and what information must be taken out. 
Messengers should move quickly, but carefully. Messengers should take: 
-Emergency phone numbers 
-Cell Phone 
-Map showing exact location of victim 
-Clear explanation of the victim's condition 
-Keys to vehicle 
 

4. Do your best to stabilize camper. 
 

5. Be sure to follow procedures for dealing with the public.  Make sure you do not make any 
comments and politely say you are not authorized to speak for the camp.   

   
6. Cooperate with the public emergency personnel at the scene.  Get the name, badge 

number, and jurisdiction of the officer taking the report.  If possible, get the report number 
too.  

 
g. If injury is minor, deal with injury according to Wilderness First Aid training.  If you feel camper can 

relatively comfortably complete the hike without sustaining further injury, do so.  When you return 
to the island after completing your hike, bring camper to the Tapawingo Health Director. 
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h. In all cases of injury, report to the Tapawingo Health Director to record the incident and discuss 
with her your future fears, how you handled yourself, how you feel it could have been avoided, etc.  
The Tapawingo Director will also meet with you if needed to discuss the incident. 

 
If you are the secondary staff member at the scene, campers’ safety is first! 
 a.  Quickly and quietly follow the directions of the person in charge of the situation. 
 b.  Do not panic…remember, you must set an example for the campers at the scene. 
 c.  Offer advice only if you are more knowledgeable about the incident or you are asked. 

d.  Do not discuss or allow campers to discuss the situation with anyone other than camp personnel or law-
enforcement officials. 

 e.  Assist in preparing reports as needed. 
 
Some reminders for caring for a victim on a hike: 

● Whenever possible, don’t leave the victim alone. 
● If you suspect a spinal injury, don’t have the victim "walk it off" 

● Don’t be the first to hang up on emergency personnel. You may have forgotten some important 
information. Let them hang up first. 

● Do your best to keep the victim awake…especially in cold weather. 
● Always keep a record of victim's condition including pulse, breathing rate, general level of 

consciousness and chief complaint. You can find this form in the first aid kit. 
● Before giving any medications, check the camper's health form for the "agree with order.” 

 
LIGHTNING 
1. The risk value for lightning at Tapawingo is light to moderate; however, we have had direct lightning 

strikes on the island.  Lightning can and does kill people, and we need to take it seriously.  Lightning R 
Value 2-3. 

 
2. As soon as lightning is suspected or seen (or thunder is heard) all campers must exit the water and beach 

and seek shelter in a camp building.  Further information and instruction will be given over the loud 
speaker.  Lightning will seek tall objects, so stay away from lone trees and hilltops.  Seek shelter under a 
low clump of trees, in a building, or automobile.  Do not lie flat on the ground.  Instead, squat down with 
heels touching and put hands over ears.  All Tapawingo buildings are equal in risk assessment.  Campers 
may not re-enter water until 30 minutes after the last sighting of lightning or sound of thunder. 

 
3. Boats are not allowed out if a storm is threatening. Any boats out when storm arises must come in 

immediately. Sailboats and/or canoes should go to the nearest shore. 
 
4. Campers on the mainland must wait until storm passes before boat will be able to carry passengers to 

island again.  In the event that this occurs, follow this procedure: 
a. Counselors take campers to official COTW indoor location large enough to comfortably house all 

campers, usually the Tee Pee.  (Counselors or boat crew will radio island to alert them of the 
difficulty in returning to the island).  Please call the island first-thing to have administrative staff 
coordinate appropriate location with COTW staff. 

b. Counselors follow schedule, as though on island, to best of their ability.  This may mean taking 
campers to dine at the Hill Dining Hall, and coming up with activities for them to do while on the 
mainland.  Counselors must use their heads, be decisive, and think of campers first.  Even though it 
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may take more work for you, make it an extremely fun and exciting time for your girls.  Look at it as 
an adventure and do your best to keep things interesting. 

 
5. For those on the island, we will implement the “Rainy Day” plan as soon as all campers are safe, dry and 

ready to participate.  Rainy Day plan will be implemented and managed at the discretion of the Program 
Director.  If Program Director is absent, the Program Assistant and/or Assistant Director will conduct and 
manage Rainy Day Plan. 

 
6. Should someone be struck by lightning - follow procedures as described in WILDERNESS FIRST AID 

information. 
 
7. If lightning strikes and campers complain of ringing in ears, bring them to the Health Director as soon as 

possible. 
 
8. If lightning strikes, and a fire results, follow “Fire” procedures. 
 
FIRE 
Fire drills are held within the first 24 hours of each session as prescribed by state law.  A large, manually 
operated warning bell is utilized to call the campers and staff to the field.  They are accounted for by roll call 
and readied for evacuation by COTW boats.  The Director or Assistant Director will lead the roll call and alert 
campers and staff of next step.  The safety of campers and staff depends on everyone performing their job 
efficiently.  To avoid confusion during an emergency, learn your responsibilities well.   
Review with campers an emergency exit from their sleeping area and where to assemble when they hear the 
alarm. 
Signal: 

1. Whenever a fire is spotted or suspected, someone should be dispatched to ring bell continuously.  If 
you are the only one at the fire, attempt to put it out if you think it is possible; otherwise, go directly to 
the bell and ring it. 

 
2. When bell rings continuously, all campers and staff, regardless of activity, will report IMMEDIATELY to 

the field, where all campers will be accounted for by roll call as described in Staff Guidelines under 
“Fire Drills.” 

 
3. The Business Manager will notify the Fire Department. 

 
4. Administrative staff will alert boat crew of the need for evacuation boats. 

 
5. Campers will be evacuated off the island until it can be ascertained that fire is under control. 

 
6. If fire is small enough to put out yourself: 

a. Locate fire extinguisher:  ABC type fire extinguishers are located in every building.  These will be 
monitored and will be certain to be in proper working order. 

b. Use fire extinguisher as instructed during training. 
c. Fire extinguishers are monitored and checked each week by Tapawingo Maintenance personnel.  If 

you would like to check your own fire extinguisher periodically, please check the dial.  If the arrow 
is in the “Recharge” or “Overcharged” zone, please alert the Camp Director immediately. 
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d. Use water on fires that are not electrical.  When building a fire, be sure a bucket of water is located 
at the campfire site.  Staff member may also use rakes or shovels to put out the fire.  Begin 
attacking the fire at the outside perimeter, not in the middle, since attacking the center tends to 
spread it more.  Use good judgment!  Do not risk injury to staff or campers. 

 
7. Smoke detectors are located in sleeping areas of each cabin.  Director and Maintenance Director will 

monitor, check, record and properly maintain smoke detectors as state regulations require.  
 

8.  Each camper cabin has at least two exit doors that are identified with Exit signs. These will be  
lighted in any building housing 15 or more people.  Counselors will make sure all exits and pathways to 
exits in cabin are free from clutter and unobstructed.  Campers will physically evacuate their own cabin 
during the opening fire drill to ensure they know how to evacuate the building in an efficient and 
orderly fashion.  

 
9. All fires will be reported within 24 hours to the Department of Health (DOH). 
 
10. For use of fireplace in dining hall: 

a. Look up flue to ensure that it is free and clear of all debris. 
b. If you start a fire and the smoke does not quickly and easily go up the flue, put fire out immediately 

and alert the Director of need for flue to be cleared. 
c. Always be sure flammable materials are away from fire area. 
d. Be sure screen cover to fireplace is in good condition and able to keep sparks, etc. inside fire area. 
e. Be absolutely sure fire is out before leaving fire unattended. 

 
To prevent fires: 

a. Never use extension cords for any reason other than maintenance activities. 
b. Build campfires far enough away from low hanging trees and near water.  
c. Leave any previously burned firewood in fire pit to be used in the next fire.  Do not throw into 

brush areas. 
d. Never use lighter fluid on a lit fire. 
e. Keep flammable materials (such as cans of hairspray and cleaning items) away from fire. 
f. Never light fires except in authorized locations. 
 

Submitted to Local Fire Department:  A letter from the Director is sent to the local fire department prior to 
opening with the following information: our name, address, dates of operation and explanation of basic 
activities. 
 
EARTHQUAKE/TORNADO 
1. If campers are inside, have them move away from windows and “duck and cover” under beds, tables, or 

stand in braced doorways.  If an earthquake catches you outside, move away from buildings and trees.  
Seek an open area.  

2. After an earthquake or tornado, do not enter any buildings until the camp administrative staff or the 
rangers have checked them.  If possible, shut off the electrical system until the buildings are checked.  
Attempt to stop any water leaks. 

3. Stay in your area if it seems safe.  Calm the campers and provide program activities (singing, stories, etc.) 
until help arrives. 
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LOST CAMPER 
1. As soon as it is determined that a camper is not where she should be, counselor will send another staff 

member or other messenger to alert the Director or Assistant Director immediately.  Be sure to keep the 
rest of your group together. 

 
2. If this occurs while at COTW, find a telephone immediately, and call the front desk.  Phones are located at 

the Tee Pee, Boat House, Sonju Sports Complex, Hill Dining Hall, and Purdy Center.  There are also 
emergency call boxes located at the point, the beach area, and the ropes course.  You can press the button 
and reach emergency personnel to explain your situation. Alert front desk operator that this is an 
emergency.  Act cautiously, but quickly, as seconds count.  Call (518) 548-4311 and press “0.”  The front 
desk of the Purdy Center will alert all COTW staff and security via radio and begin a search of the area.  
Wait to act until further instructed by COTW personnel. 

 
3. Determine when and where the camper was last seen.  Stay calm so you don’t frighten other campers. 
 
4. Discover (if possible) the state of mind of the camper.  Was she depressed or angry, threatening to run 

away?  Did she fall behind on a hike, or leave to visit a friend in another cabin?  A camper who does not 
wish to be found will require a wider and more careful search. 

 
5. Stay together and begin calling person by name.  Do not send campers off alone to look for lost camper. 
 
6. Refer to Day Hike Activity manual for information on what to do should a camper be lost on a hike. 
 
7. Should a camper be lost on the island, Director or Assistant Director will begin Lost Camper procedure.  

Include the name of the missing camper, when and where she was last seen, description of child: hair, 
eyes, weight, height, and clothing.  All buildings, crafts and grounds will be checked in an orderly manner 
by available staff immediately.  The Lost Swimmer Procedure will also begin if camper is not found at roll 
call.  If camper is not found, Director will alert COTW officials and Speculator EMS as needed (911 OR (518) 
548-5300).  
 

8. When Lost Camper Drill begins the following staff will be assigned to certain duties: 
-Health Director: Immediately retrieves the AED and First Aid Kit. Upon notification of the name of 
missing camper, she retrieves that camper’s Health Form.  Stays with the Director until location of 
missing camper is announced or unless further information leads her elsewhere. 
-Program Director: Immediately grabs a roster from the office and the island walkie-talkies.  She 
takes one with her to the waterfront and hands one directly to the Director.  Both ensure they are on 
and working. 
-Waterfront Director: Takes charge of the beach while Director directs remaining staff on supervision 
of campers and perimeter search of the island. 
-Business Manager: Grab a copy of the hospitalization checklist, directions to the Gloversville 
hospital, and a map of Tapawingo, and pens. Then, waits for Director to direct her if any phone calls 
are to be made to EMS etc. 
-Director: Has 2-way radio with CAMP-of-the-WOODS and if necessary, calls for “Base” to make the 
emergency call to EMS. Checks off a map with areas that have been searched as reports are made. 

 
9. Do not ignore the remaining campers.  Be calm and positive.  Acknowledge their fears, pray and keep them 

calm. 
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10. Complete an incident report (obtain it from the Health Director) and any other reports requested. 
 
INTRUDER ALERT 
In an attempt to have a policy for any possible contingency, we have developed the Intruder Alert, which 
serves as a warning and response system for Tapawingo.  While intruders are not common, they are possible, 
and we want to be as prepared as possible.  
 
Unfamiliar persons on the camp property may range from someone lost and looking for directions to a person 
with intent to do harm to persons or property.  Quick and decisive judgment must be made on the part of the 
staff, and we prefer you err on the side of caution (still be kind).   
 
Any unfamiliar person(s) should be questioned (firmly but kindly) immediately to ascertain who they are and 
why they are there.  The island is private property, and it is illegal for anyone other than a staff member to be 
there unless authorized and approved by the Camp Director. Discern quickly whether the visitor has made a 
mistake, is simply curious or is there to do harm. If your best judgment tells you the person is a trespasser who 
wanted a look at the island, but had no other harmful intentions:  
 
A. Be polite, but firm.  Ask: “May I help you?”  Depending on the response, decide whether this person is a 

danger to you and/or your campers in any way. If you believe he/she presents no immediate danger, 
gently inform them that they will need a staff escort, and request that they accompany you to the main 
office.  Have another staff member supervise your campers while you escort the person to the office. Keep 
this person in your sight if possible.  However, if it’s a choice between camper safety and letting the person 
go, always put your campers first.  

   
B. If the appearance of the unfamiliar person makes you uncomfortable, or in any way leads you to believe 

you or your campers are in imminent danger, escort your campers as quickly and calmly as possible.  
Secure your campers with another staff member and report to the Camp Director and/or Assistant 
Director immediately. If they cannot be found, institute the intruder alert and run it according to the 
proper procedures as applicable. Do not antagonize or in any way approach a threatening person.   

 
C. At night, a noise or sighting may indicate an unwanted visitor. While the visit may be a prank, we treat all 

outside persons with considerable caution. They have already trespassed on our property.  When 
determining if the noise is an intruder, keep in mind that noise travels in a strange way over the lake.  On 
some nights, you can distinctly hear conversations in boats taking a harmless night cruise.  At other times, 
you can hear people singing who may be on the opposite shore.  Some boats will travel slowly around the 
island, but these are often fishermen (Tapawingo does not own any of the water surrounding it and 
therefore we cannot ask people to move away, however you can alert the Director if you feel 
uncomfortable). While these people are harmless, they may not set foot on the island.  If they get too 
close for comfort, or if their conversation can be heard by campers, and is not edifying, alert the Director.  
In all events, do not panic and be kind but use good judgment. If it is determined that the noise is believed 
to be an intruder, one counselor from cabin where noise or sight was witnessed will run to bell and ring 5 
times.  This is the signal for one counselor from each cabin to: 

1. Check that all your campers are present and in bed.  (Do this quickly, no mistakes). 
2. Leave cabin in care of co-counselor.  If co-counselor is not present, wait in cabin for word, 

unless after checking your campers you discover one is missing. 
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3. Come to bell, say cabin name first and then “All present and accounted for,” or “Not all 
present and accounted for.”  If the latter is the case, state the name of the camper missing 
and any other pertinent information (last seen, camper state of mind etc.) 

4. Depending on the estimated danger of intruder, the following will occur: 
a. Counselors will search island as a group (bring flashlight to bell). 
b. COTW security will be contacted and requested to come to island. 
c. Night watchman from COTW will be posted at Tapawingo. 

 
Following an intruder alert or similar incident a review of security concerns of site will be conducted with the 
Head of Security at COTW.  If no such alert occurs, a periodic review of security concerns will be conducted. 
 
If you are on an overnight hike and believe a threatening person is within your area, notify your COTW security 
guard (camping just within yelling range to your campsite).  If there are two, one security guard will stay with 
campers and Tapawingo staff while the other one goes to notify local authorities. (This policy was reviewed by 
Joy Huseland in March 2020).   
 
KIDNAPPING 
DO NOT ALLOW ANYONE (stranger or known) TO REMOVE A CAMPER FROM CAMP! Staff members will refer 
all visiting person(s) (stranger or known) to the Director.  Under NO conditions may a camper be removed 
from camp without the permission of the Camp Director. Strangers may come to the camp in search of 
potential victims.  Custody disputes between parents can result in an attempt to remove a camper from camp.  
We have a form that parents sign on registration day if a camper is to be picked up from camp early or by 
another person.  The Director will verify this written instruction if someone comes for a camper. Should a 
camper be taken from camp without the expressed and direct approval of the Director, get descriptions of all 
persons involved if possible (hair, clothes, height, etc.)  Notify the Camp Director IMMEDIATELY! 
 
ILLEGAL SURVEILLANCE 
Should an unauthorized drone be spotted hovering within 400 feet over or around the island, the staff 
member who sights it must watch it, attempting to find its point of return.  This is considered unlawful 
surveillance and should be taken seriously. Staff member should direct another staff member to inform the 
Tapawingo Director. If staff member is alone, she should watch the drone until it is out of sight and proceed to 
inform the Tapawingo Director herself.   
 
The Director or staff member next in the Chain of Command will immediately notify the local sheriff’s 
department (Hamilton County Sheriff’s Office) - (518) 548-3113.  She will also inform the CAMP-of-the-
WOODS Director of Operations of the situation. 
  
From there, the sheriff’s office will proceed with an investigation. 
 
As with any other concerning situation, the staff member should stay calm and report information only to the 
Director or Assistant Director. 
 
PERSONAL SPORTS EQUIPMENT AND EXERCISE EQUIPMENT 
 
No personal sports equipment may be brought on the island.  All exercise equipment in the Tapawingo Staff 
exercise room is for staff only.  No campers are allowed to use this equipment for any reason.  
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TRANSPORTING CAMPERS 
 
The island can be reached solely by water. COTW hires New York Public Vessel licensed boat drivers who 
transport both campers and staff to and from the island.  The boats are regularly checked to meet regulations 
and maintain all safety standards.  Every camper must wear a PFD (Personal Flotation Device) while on boats 
(including the Pontoon Boat).  The camp keeps a small motorboat ready at the front dock for emergency use.  
Every activity center and building can be reached in just a few minutes walking time.  Two VHF business band 
radios enable contact with at least ten different people at any time. 
Transportation of campers in vehicles will always and only occur in officially approved camp vehicles, and 
camper will ALWAYS be secured in vehicle according to the proper vehicle procedures.  You must always 
follow the proper vehicle procedures when transporting campers. 

a. All official camp vehicles must have a first aid kit, reflectors and a fire extinguisher. 
b. Copies of health forms for all campers for that week must be with staff member driving camp 

vehicle. 
c. There must always be one person who is Wilderness First Aid trained in a vehicle at all times. 
d. After camp trip, when gas is below 3/4 tank, vehicle must be driven to the gas pump to have oil 

checked and tank filled, as well as to have any problems/concerns with vehicle checked out by 
Camp Mechanic. 

e. All potential drivers must turn in their driver’s license to have their record checked by Tapawingo 
Director before being able to drive an official camp vehicle.  All drivers must be 20 years old. 

f. Ratio of staff to campers will never exceed 1 staffer to 8 campers, and will usually be 1 staffer to 6 
campers or less. 

*See also Driving Training Manual in the Staff Guidelines. 
 
HAZARDOUS MATERIALS 
 
The Crafts Cabin, the Camper Washhouse, the Dining Hall Kitchen, Infirmary, Tripping Shed and the storage 
shed all contain hazardous materials.  In each case, these materials (gas and liquid flammables, poisonous 
materials, paints, adhesives, etc.) as well as any other hazardous material, will be handled only by trained staff 
members.  Staff members must be trained in the following procedures prior to handling of hazardous 
materials.   
 
A. All containers of hazardous materials must be locked up and clearly labeled as to their use and content.  If 

you notice paint, cans of spray, containers of cleaning materials, or any other potentially hazardous 
material that is not clearly labeled and locked up when not in use, alert Director immediately. 

 
B. All hazardous materials must be kept away from food and from camper access.  If you notice hazardous 

materials that are placed near food, report this immediately to the Director.   
 
C. Following are the locked areas for daily storage of hazardous materials: 

a. Crafts Cabin – Counselors leading the last period for Crafts MUST be sure to lock all hazardous 
materials in cabinet.  Return key to Craft Director’s mailbox after closing up for the day. 

b. Bathrooms – Locked closet in camper bathrooms.  Following cleaning duties, counselors MUST be 
sure to remove cleaning agents from camper accessibility and lock up all cleaning agents in closet 
closest to camper bathroom door.  Cleaning agents must never be left in areas where campers can 
gain access. 
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c. Dining Hall Kitchen – Locked cabinet under sink – separate from food.  Be sure to return all 
cleaning agents (bleach) to under sink, and lock cabinet. 

d. Program Shed – Locked shed beside Commanche.  Shed contains small propane tanks and 
matches.  This shed is locked and the keys are in the office. 

e. Storage Shed – Locked shed outside staff bathroom.  After using paints, paint thinner, or other 
hazardous materials, return them to shed and lock them securely.  Key must be returned to Office. 

f. Infirmary – Locked and double-locked cabinet and refrigerator.  Health Director maintains keys and 
locking procedures for medicines and other hazardous materials in her use. 

 
During caper duties, campers will be allowed access to cleaning agents only while being directly supervised by 
trained staff member(s).  Counselors must teach campers proper use of cleaning agents prior to using these 
agents. 
 
  



116 

 

POWER TOOLS 

Camp requires that power tools be kept in a locked maintenance shed. All power tools are equipped with 
necessary safety devices and are kept in good repair. Only staff members who have been trained or possess 
experience in the use of power tools are allowed to use the tools. Staff members who are using power tools 
must wear proper safety equipment (closed toed shoes, hearing protection, eye protection, gloves, etc.). 
 
UTILITY FAILURE 
 
WATER 
Our precious resource!  Our camp has a self-contained water system.  When it fails, we have serious problems.  
Because of the limited supply, practice conservation and teach the campers to restrict the amount of water 
they use. 

1.  Loss of pressure or unusually rusty-looking water is a symptom of a problem in the system. 
Immediately notify the Director if you suspect a problem. 
2.  Should a major leak/break in the line occur in your area, shut off the water and notify the camp   
office. 

 
ELECTRICAL 
A power loss may occur from sources inside or outside of camp.  An electrical fire must be dealt with 
immediately.  Be sure everyone knows that the wires and electrical equipment substations and large green 
transformer boxes, located outside directly behind the offices, are dangerous and off limits.   
 
Lack of Power:  Check the circuit breakers.  A “tripped” breaker will be positioned midway between on and off 
and may have some red showing.  To reset, turn the breaker off then back on again.  If the breaker trips again, 
and you can manage without the circuit, switch the breaker to the “off” position and report the problem along 
with the breaker number on the Maintenance Request form.   
  1.  Electrical Fire.  Ring fire bell and divide duties.  Assemble and evacuate all campers, notify 
the camp office while staff members fight the fire.  Never use water on an electrical fire.  Use a fire 
extinguisher or baking soda.  Turn off the circuit breaker. 
  2. Downed power lines are extremely dangerous.  Stay clear and don’t touch them.  You risk 
death if you contact energized lines or appliances or if you touch a victim who is in contact with them. 
 
FACILITY OPERATION 
 
GENERAL OPERATION AND MAINTENANCE 
The Camp Director is responsible for the overall maintenance and welfare of the Camp and its residents.  She 
may hire a maintenance supervisor to aid in the planning and carrying out of the tasks involved.  Construction, 
management, and maintenance are under the supervision of COTW. 
Maintenance Checks: 
Prior to camp opening: 
New York State sends a form for the camp to fill out regarding the opening of camp and checking the facilities 
and grounds.  We will use this sheet as our camp opening check. 
After a Storm Maintenance Check: 
After a storm, each building and area will need to be checked for damage due to fallen trees or debris. In any 
considerable storm, documentation of review and actions taken should be kept on file. Check all power lines. 
Use the general maintenance check form. Make notes regarding the maintenance needed in each area and 
turn in to Director. Director will make sure the appropriate people tend to each item. 
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HEALTH AND SANITATION 
The Camp Director monitors the general sanitation, water supply, sewage system, food service, housing and 
fire safety of the camp.  She maintains an up-to-date general sanitation and safety file in which all in-camp 
inspections are kept, according to New York State Sanitary Code Section 7-2 from the local Health 
Management, Hamilton County Division of Environmental Health, Bureau of Community Sanitation and Safety. 
 
WATER SUPPLY- Public (municipal) 
Tapawingo is a natural island located in the northern section of Lake Pleasant.  Its water is an off-site 
municipal supply, piped under the lake from the Village of Speculator, which tests and maintains the quality of 
said water.  
 
In the event the water supply is interrupted: 

1. Haul buckets of water from Lake Pleasant to flush toilets. 
2. Bring drinking water from COTW. 

 
Prior to the operation of Tapawingo (several weeks before Memorial Day Volunteers arrive), an annual start 
up procedure will be performed.  The system will be flushed until detectable free chlorine residual is present 
and the water appears to be free of any type of debris.  The taps will then be shut off and the water will 
remain in the lines undisturbed for 24 hours.  After 24 hours, each tap will be flushed until no discoloring 
exists in the water and detectable free chlorine residual is present.  The taps will be shut off again and the 
water will remain in the lines undisturbed for another 24 hours.  After 24 hours (48 hours total), each tap will 
be flushed one more time and detectable free chlorine residual should be present.  A water sample from the 
kitchen sink will be submitted to: 
  CNA Environmental, Inc. 27 Kent St., Suite 102, Ballston Spa, NY 12020 
This sample will be submitted prior to the opening of camp.  If no residual appears after continued flushing, 
the operator of the public water supply and our local Health Department will be notified within 24 hours.  The 
Camp Director will report any sample results that are positive for Total Coliform or Escherichia Coli to the 
permit-issuing official as soon as possible but no later than 24 hours of being notified by the laboratory. Once 
this test has come back clear, the water is drinkable for the season. 
 
The Camp Director will oversee the process for performing the annual start-up procedures for the system, and 
for sending the results to the local Health Department.  
 
The main water shutoff is located behind the Lodge and there are secondary water shutoffs under the camper 
bathroom.  You will be shown the location of this during staff training. 
 
SEWAGE TREATMENT SYSTEM-Private (on-site) 

1. Septic tank-leech field system with 5 holding tanks. 
2. System does not require chemical treatment. 
3. System is maintained by COTW Maintenance Staff and Tapawingo Handy Man. 

  
MAINTENANCE PROCEDURES 
The following items must be inspected and maintained on a regular basis by Tapawingo staff: 

1. Smoke detectors (location, working condition) (start of camp) 
2. Fire extinguishers (type, location, readiness) (each week) 
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3. Fireplaces, chimneys and open fire areas, and or cooking areas (safe, clean, bucket of water present) 
(weekly) 

4. Crafts Cabin oven (at beginning of season) 
5. Storage and Use Areas of hazardous materials (daily/weekly) 
6. Electrical lines and cut off points, gas valves and water cut offs chart visible. (start of camp) 
7. Buildings (clean and in good repair) (daily/weekly) 
8. Grounds (clean, free of unnecessary hazards to campers) (daily/weekly) 
9. Refrigeration temperatures (daily) 
10. Garbage (appropriate levels) (daily) 
11. Dishwashing (wash water at least 100 degrees, rinse water 100 degrees) (daily) 
12. Food (minimal time in danger zone of 40 degrees – 140 degrees) (each meal) 
13. Official camp vehicles (gas tank full, good repair, safety checks) (daily/weekly) 
14. Water faucets (shutting off properly, temp control proper) 
15. Sewage (signs of problems in leeching area or bathrooms) 

 
EVACUATION PLAN 
 
When the need arises to evacuate, the Director will quickly inform the staff and determine mode to inform 
campers.  Staff will then be instructed to gather needed items for themselves and campers and then proceed 
with games or songs until the time arises to leave the island.  It is imperative that counselors know where their 
campers are while they wait.  Cabins should stay together during this time and campers should not leave the 
supervision of counselors.  Director will provide the Business Manager with a script for answering incoming 
calls and informing parents of the need to evacuate and where to pick up their child.  Director will 
communicate with State Department of Forestry and County Fire and Sheriff Departments during this time.  
All other administrative staff will be gathering items pertaining to their department and getting ready to 
evacuate. 
 
ELEMENTS OF THE PLAN 
▪ Notification of Evacuation    

▪ Camp Emergency Response Team 

▪ Call for Evacuation 

▪ Accounting for the Population 

▪ Practice Assemblies 

▪ Method of Evacuation 

▪ Order of Evacuation 

▪ Path of Evacuation 

▪ Communication 

▪ Out Trips 

 
NOTICE OF EVACUATION 
The need to evacuate will be determined by the Camp Director.  She will notify the COTW Director of 
Operations and/or local officials to alert them of her decision.  If necessary, the State Department of Forestry 
will notify the County Sheriff’s Department to notify all occupants in the danger areas of the need to evacuate.  
Each year the camp will notify the State Department of Forestry and County Fire and Sheriff Departments in 
writing of the anticipated schedule of use for the facility.  Included in this annual notification will be the 
name(s) and contact telephone number for the facility in the case of evacuation. 
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CAMP EMERGENCY RESPONSE TEAM (CERT) 
When the camp is notified that there is a need to evacuate, the Director will notify the CERT.  This team will be 
made up of the following individuals with the following responsibilities: 

▪ Director or Assistant Director:  accounting for all administrative staff, coordination of evacuation 
procedures, communication with Sheriff and Department of Forestry 

▪ Program Director:  rosters of all campers, visitors, and staff 
▪ Health Director:  mobile first aid, camper medications, staff and participant medical treatment 

authorizations 

▪ Business Manager:  important files that will need to be evacuated, including camper registration 
forms 

▪ Other administrative staff or counselors:  accounting for all campers 

 
If one member of the team is unavailable at the time of evacuation, the responsibility will fall on the next 
individual of responsibility, according to the operational organization chart.  Each year members of the CERT 
will be trained and/or review the Evacuation Plan and their respective roles. 
 
CALL FOR EVACUATION 
After the CERT has been notified of the need to evacuate, the Assistant Director or her designee will ring the 
fire bell.  If the bell is out of order, each member of the CERT will cover the facility to notify the camp 
population of the need to assemble. 
 
Areas to cover if fire bell does not work: 

▪ Program Director: Meet with campers at assembly area and begin to take roll. 
▪ Director or Assistant Director:  Administrative and Support Staff (Food Service, Crafts) 
▪ Health Director:  Infirmary 

▪ Other Administrative Staff or Counselors:  Living areas, program and activity areas 

 
ACCOUNTING FOR POPULATION 
At the time an emergency assembly is called, all camp participants will gather at the designated location.  The 
location most appropriate is by the front dock.  If the situation allows, each cabin will be instructed to go back 
to their cabins to pack a backpack including a jacket, flashlight, and water bottle.  If able, campers will also 
gather their sleeping bags and pillows. 
 
The Assistant Director will check with the CERT to determine if all campers and staff are accounted for.  In the 
case that a camper or staff member is missing, the Camp Director will organize a search using the Lost Camper 
Procedure. 
 
Once the population is accounted for or at the appropriate time, Director or her designee will instruct the 
population on the situation and how to proceed with the evacuation. 
 
PRACTICE ASSEMBLIES 
Within the first 48 hours of a population using the facility, an emergency assembly drill will be conducted.  The 
CERT will practice their roles as if it was an actual emergency.  The campers using the facility will be informed 
of the procedures to follow in case of an emergency. 
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METHOD OF EVACUATION 
In cooperation with the Director of Operations and/or local officials the Camp Director or Assistant Director 
will determine the best location for the population to go.  The CERT will execute the best and safest method of 
evacuation. 
 
ORDER OF EVACUATION 
If the case arises that the entire population will need to be shuttled to an evacuation location, the following 
will be a guideline as to the order in which the population shall be evacuated. 
1.  Medically critical with Health Director 
2.  Persons with limited mobility with attendants 
3.  Persons with special physical and/or developmental needs with attendants 
4.  Youngest campers 
5.  Adult participants 
6.  Remaining staff 
7.  CERT 
 
PATH OF EVACUATION 
The path of evacuation will be determined by the direction(s) of the impending danger.  The most viable path 
of evacuation would be via the site’s main entrance from the highway.  From this location, the evacuation can 
proceed in either direction to a designated safe area. 
 
If the island must be evacuated, the campers and staff will be evacuated to COTW.  Prior to leaving the island, 
the CERT team will communicate with COTW Director of Operations to decide upon a location for the camp to 
be evacuated to during this time.  The location would most likely be the gym or pavilion at COTW.  Campers 
and staff will leave the island on boats in the "Order of Evacuation".  For extra assistance in transportation for 
campers and staff off the island, we would call upon the Lake Pleasant Marina and Sheriff Department. 
 
If COTW is not available for an evacuation location, Tapawingo will alert Director of Operations at COTW.  He 
will assist us in the evacuation to another location (options would include the local school or local church).  In 
order to transport the campers and staff, we will alert the Personnel Department at COTW of the need to use 
COTW vans in addition to our vans.  Campers and staff will leave the island on boats in the "Order of 
Evacuation.”  During the evacuation, the ratio of 1 staff to every 8 campers will be maintained.  If possible, 
counselors will evacuate with their campers.  If the need arises to evacuate the local area, the Director and her 
team will determine a suitable location (probably a school) and make arrangements to travel there in a safe, 
orderly fashion.  
 
In a town-wide emergency, the town supervisor will determine the need to evacuate.  If evacuation is 
necessary, emergency personnel will broadcast evacuation route and plan via scanners and sound systems on 
their vehicles.  COTW front desk will communicate with Tapawingo via phone or portable radios to 
communicate this information. 
 
COMMUNICATION 
In the case of evacuation, communication methods will be essential. 
▪ To site: The site has one main phone number to the office.   
▪ On site: On site communication is provided by two-way radios.  The base station is located in the COTW 

office and, the Camp Director or Assistant Director will have a radio on the same frequency.  She will also 
have a handheld radio that will be on the same frequency as all CERT team members.   
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▪ Off Site: As part of the evacuation plan, the Camp Director will be responsible to inform the organization’s 
central office (518) 548-4311 and its officers of the situation.  The Camp Director will have two way radio 
capabilities to communicate with the organization’s office to facilitate contacting the participant’s family 
and responding to their inquiries as well as the inquiries from the media. 

▪ The CERT team will also disburse staff cell phones and maintain communication via text messages and 
phone calls. 

▪ Hiking texting devices should also be used in cases of evacuation. 
 
Whenever possible or helpful, cell phones will be taken.  In the case of evacuation, the Camp Director or her 
designee will attempt to contact the out of camp trip staff members with the evacuation information.  If cell 
phones are not effective in the area (due to mountains), forestry staff will be depended upon to make contact, 
unless they request our involvement in the procedure. 
 
OFF SITE TRIP PLAN OF EVACUATION 
Prior to any out-of-camp trips (backpacking, hiking, overnights, etc.) the trip leader is provided with a hiking 
trail assignment.  Trip leader must never deviate from her destination assignment unless directed to do so by 
the Camp Director.  Prior to taking campers on off-site trip, trip leader will have hiked at least three times and 
if at all possible been on the specific trail/location at least one time prior. She will determine the best path of 
evacuation.    
 
EQUIPMENT TO BE EVACUATED 
In case of an evacuation, equipment will need to be evacuated.  The business manager is responsible for 
transporting important files (especially files that give access to parent information), computer, cell phones, 
office supplies needed, and important items in the safe.  Program Director will be responsible for getting tents, 
MSR Stoves, water purifiers, pots, water bottles, whistles, sleeping bags, and utensils.  The food service 
workers will be responsible for taking food to last up to two days and filling coolers of water to transport off 
the island if needed.  This will need to include not only food, but also plates, silverware, etc.  The Health 
Director will be responsible for taking camper and staff health forms, first aid kit, medical supplies, logbook 
and any medications campers or staff may need during the evacuation.  If any department needs help 
gathering items in the case of evacuation, they are responsible for getting that help from available staff. 
 
Good judgment and discernment must be used in any evacuation procedures and these above procedures are 
systematic guidelines of things to think through. 
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DRIVER TRAINING MANUAL 
  
BECOMING A DRIVER OF OFFICIAL CAMP VEHICLES 

● All potential drivers must be 20 years of age or older. 

● When arriving at camp during preseason, all potential drivers must turn in their driver's license to 

have their record checked by COTW personnel before driving an official camp vehicle. 

● All drivers must perform a driving test, which will be observed by an Administrative staff member.  

This written evaluation must be turned into the Director before staff will be permitted to drive any 

camp vehicles. 

● Approved drivers will be trained as to how to properly operate Tapawingo vehicles. 

● Tapawingo has access to three 15-passenger vans. These vans will never transport more than 15 

people and as much as possible should not transport more than 12 people.  

*No earlier than one month prior to seasonal use, camp vehicles for Tapawingo use must be inspected for 
mechanical soundness by a mechanic. 
 
PERSONAL VEHICLES 
At no time will a staff person be requested or allowed to use their personal vehicle for Tapawingo business of 
any kind. NEVER transport a camper in your private vehicle. NEVER run errands or use your vehicle in any way 
for official Tapawingo business. 
 
THINGS TO DO BEFORE LEAVING THE ISLAND 

● Make sure you have copies of camper/staff health forms – (from the Health Director)  

● Make sure you have a first aid kit – (from the Health Director) 

● Make sure you have your driver's license.   

● Make sure your driver is 20 years old and an approved camp driver. 

● Make sure there is a staff member in your group who is Wilderness First Aid certified.   

 
THINGS TO DO BEFORE GETTING INTO THE VAN 

● Walk around the van to check for dents or other scratches.  Please report anything you find to the 

Director, in writing, as soon as you return to the island. 

● Check for any fumes or strange odors. 

 
CHECKS TO PERFORM ONCE VAN IS STARTED 
This checklist will be located in the vehicle.  Please fill this out EACH time the van is used!   

❑ Listen for unusual engine noises. 

❑ Check all gauges and warning lights, oil pressure, temperature, and fuel. 

❑ Check all switches. 

❑ Test horn. 

❑ Check fans and defrosters. 

❑ Test wipers and washers. 

❑ Check vents. 
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❑ Examine the cleanliness and condition of the interior (steps, floor, seatbelts, and seat). Please 

empty all trash from vehicle. 

❑ With the help of the Navigator, check brake lights, signal lights, headlights, and hazards. 

❑ Check inside and outside mirrors. 

❑ Check to make sure vehicle is clear of all persons or dangerous material. 

❑ While engine is running, look under vehicle for fluid leaks. 

❑ Check the condition of the tires, the treads, air pressure and any bulging or cracking. 

❑ Check to make sure the First-aid kit, reflectors, and fire extinguisher are in the van*.  

*All official camp vehicles must have a first aid kit, reflectors, and a fire extinguisher. 
 

RESPONSIBILITIES OF THE DRIVER AND NAVIGATOR 
● The Driver is responsible for the keys to the vehicle at all times. 

● The Driver must be 20 years of age or older. 

● The Driver will close and lock all doors. 

● There is no age requirement for the Navigator, but she must be a Tapawingo staff member. 

● The Navigator is responsible for getting directions from the island before leaving (located in the 

staff guidelines – be sure to check that they are there). 

● The Navigator will check the seatbelts of each camper to ensure they are fastened. 

● When backing up the vehicle, the Navigator MUST always get behind the vehicle to help direct the 

driver.   

● The Navigator will fill out the departure date, destination, mileage, and gas level in the camp 

vehicle logbook. 

● The Navigator should stay awake in order to help ensure the driver’s alertness. 

 
PROPER LOADING OF CAMPERS 

● No more than 12 people including accompanying staff members.  

● Have passengers sit as close as they can to the front.   

● Must have a checklist of all who should be in the vehicle.  Check this list when loading and re-

loading for return trip. Staff to camper ratio must be at least 1 staff to every 8 campers but will 

always most likely be 1 to 4. This ratio takes into account the age, mental ability, and physical 

condition of campers.  

● A staff member is not to be in a vehicle alone with a camper. 

● All passengers in vehicle must wear seat belts. It is the Navigator’s responsibility to ensure that all 

seatbelts are fastened. 

● All passengers must remain seated while vehicle is moving. There is absolutely no horseplay 

allowed while driving! 

 
BEFORE DEPARTING REVIEW SAFETY RULES WITH CAMPERS 

● No one is to run out of or around the camp vehicle.  Campers file out and stand near camp vehicle 

until further instructed. 

● Everyone must wear their seatbelt. 
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● Everyone must remain seated until camp vehicle comes to a complete stop. 

● No camper should ever ride in a private vehicle. 

● Review what to do in case of an emergency. 

● Inform campers of what to do if they are feeling ill. 

● Review what to do in the event of a breakdown. 

● Review what to do if refueling is necessary. 

● If music is a distraction, we will not play music while driving. 

 
WHAT TO DO IN THE EVENT OF AN ILLNESS 

● Camp vehicle pulls over to the side of the road (slowly).  Try to get off the road as far as possible 

without going too far and rolling over. Driver should make sure they are in a "clear area", where 

cars coming in both directions have plenty of time to recover should the camp vehicle not be 

completely off the road. 

● Do not pull over in a low visibility area.  Wait until a straightaway is reached to ensure safety. 

● Put on hazards. 

● Wait until camp vehicle is completely stopped, then exit camp vehicle on the side away from traffic.   

● NO ONE SHOULD CROSS THE ROAD FOR ANY REASON. 

● Pull over in a such a way as to avoid the need for crossing the road. 

 
WHAT TO DO IN THE EVENT CAMPERS ARE TOO LOUD OR ROWDY 

● Navigator should do what is necessary to quiet campers down. 

● If campers refuse direction, driver should find a safe place to pull over, put on hazards, and inform 

campers that she will not proceed until it is safe. 

● Staff should feel free to return to Tapawingo in the event campers are unwilling to keep quiet and 

calm while in the camp vehicle. 

 
WHAT TO DO IN THE EVENT CAMPERS NEED TO EVACUATE THE CAMP VEHICLE 

● Staff will direct campers to evacuate. 

● Leave camp vehicle in an orderly manner - no pushing/screaming. 

● Assist anyone requiring assistance in exiting camp vehicle. 

● Use the roster provided to ensure that all campers and staff members have exited the vehicle 

safely. 

 
WHAT TO DO IN THE EVENT OF A BREAKDOWN 

● Pull off to the side of the road as safely as you can.   

● Put on your four-way hazards. 

● Place "breakdown" reflectors around the vehicle. 

-At the traffic side of the vehicle, about ten feet from approaching traffic. 
-Approximately 100 feet to the rear on the shoulder of the road. 

● If safe, stay in the vehicle until help arrives. 

● If it is dangerous to stay in van, take campers to a safe place off the road. A staff member should be 

present with campers at all times. Follow steps in Evacuation of camp vehicle (see section above). 
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● Call Camp immediately for help. 

 
WHAT TO DO IN THE EVENT OF AN AUTOMOBILE ACCIDENT 

● Each camp vehicle must have at least one staff member who has received their Wilderness First Aid 

certification. 

● In the event of an accident, the Wilderness First Aid trained staff member will care for the injured.  

● Call ambulance. 

● Do not move the injured person unless there is danger (fire, etc.). Keep victim warm. 

● Other staff member(s) will supervise/care for uninjured. 

● If cell phone is in range, call police immediately. Then call Camp. Emergency numbers are located in 

your manual and on your emergency cards. 

● Gather names and telephone numbers of any witnesses. 

● Do not leave the scene of the accident before the police arrive. Give honest statements. Ask for the 

badge number of the officer on the scene and give this information to the Tapawingo Director upon 

return. Receive accident report form from police officer and return a copy to Camp. 

● Write down the driver's license number, plate number, phone number, insurance ID number, and 

insurance carrier of any other driver involved in the accident. Write down the names (first and last) 

of everyone involved in the accident. 

 
WHAT TO DO IF THE MEDIA ARRIVE 

● If media arrive at the scene, make sure that a Tapawingo staff member speaks with them.  In 

speaking with the media, kindly refer them to the Director of Tapawingo. The Director is the official 

spokesperson for Tapawingo. Do not answer any questions or make any comments. Campers 

should not speak with the media for any reason. 

 
MAINTENANCE OF CAMP VEHICLES 

● Any maintenance problems must be reported to Assistant Director in writing immediately. 

● COTW will handle maintenance and safety checks as well as needed repairs. 

● No earlier than one month prior to seasonal use, camp vehicles for Tapawingo use must be 

inspected for mechanical soundness. 

● Safety checks on vehicles must include check of lights, tires, windshield and wiper conditions, 

emergency hazards, horn, brakes, mirrors and all fluid levels. These checks should be done once a 

week by a qualified individual and written documentation must be handed in to Tapawingo 

Director. 

● Tapawingo Drivers will do checks on each of the following as well prior to each use of vehicle and 

record in the vehicle log book. Once these log sheets are full, they are to be handed in to 

Tapawingo Director. 

● Tire check should include tread wear and inflation. 

 
WHEN YOU ARRIVE AT YOUR DESTINATION 

a. After arriving at your destination and unloading, remove needed belongings and lock camp vehicle.  

b. DRIVER:  Make sure you have the keys before locking camp vehicle. 
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c. Do not forget to tell your Navigator where you have placed the keys in case of an emergency. 

d. After unloading, check again to make sure all campers are present and accounted for before 

proceeding to destination. 

e. When you exit the vehicle, double check that all lights (inside and out) are off! 

 
CAMP VEHICLE RETURN PROCEDURES 

a. Re-load camp vehicle according to check-in sheets. 

b. The Navigator performs seat belt checks and closes and locks all doors. 

c. Once back at Camp, check the gas level.  If tank is more than 3/4 full, go ahead and drive to the Point 

to park the van in the Tapawingo spaces. With the help of your Navigator, back into the space 

provided.  

d. If Camp Vehicle has less than 3/4 a tank full of gas, fill up the tank. Be sure to plan this time into your 

schedule to ensure timeliness to boats. Campers and one staff member will stay in the van during fill 

up.  

e. Please give keys to a marina crew member.  They will store them in the Boat Shack.  LOCK THE 

VEHICLE! 

f. Don't forget to fill out the Log Book before exiting. 

g. Check for cleanliness and pick up trash! 

h. If any problems were noticed on the drive, please notify the Director immediately (in writing) when 

you arrive on the island.  She will make the Maintenance staff aware of the problem or concern. 

i. When you exit the vehicle, double and triple check that all lights (inside and out) are off! 

 
WHEN YOU SHOULD NOT TRANSPORT CAMPERS 

● If weather conditions make driving dangerous. 

● If eligible driver is tired, ill or injured, and unable to drive safely. 

 
DEFENSIVE DRIVING 

● Keep your eyes moving.  Use your mirrors! (Good rule of practice is to check your mirrors every 

7 seconds). 

● Be courteous to other drivers. (Remember that the name, “CAMP-of-the-WOODS” is on our van 

and you are representing Christ even now). 

● Use caution. 

● Plan ahead. 

● Maintain proper following distances. 

● Be prepared for the unexpected. 

● When deer are out, avoid swerving the vehicle to miss a deer. It is better to hit it. 

● NEVER SPEED!  Not even 5 mph over! (You have precious campers in your care and your lives 

are precious too!) 

 
REACTION TIME 
Drivers take one second to realize that a reaction must be taken. In one second, your vehicle travels 
approximately 60 feet at 40 miles per hour. 
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INCLEMENT WEATHER 
Reduced Visibility: 

● When visibility is reduced, whatever the reason, turn on headlights. 

● Use low beams when driving in fog. 

● If you can't see a safe distance ahead, reduce speed or pull off the roadway and stop. 

● Use the centerline or edge of the roadway as a guide when visibility is reduced. 

Wet Pavement: 
● Highways are most slippery just after rain starts to fall. 

● Reduce speed. 

● Increase following distances. 

● Keep to the right to allow room for maneuvering to the side of the road if evasive action becomes 

necessary. 

● Don't lock the brakes. Apply brakes intermittently when stopping. 

● Make sure vehicle has good tires with deep tread to maintain traction and maneuverability. 

Other Safety Tips: 
● Do not use the vans between midnight and 6 am unless instructed by the Director to do so.  

Poor visibility and fatigue make it dangerous. 

● Driver should not operate a vehicle for more than 10 hours in a 24-hour period. 

● Nothing should be carried on top of the van. 

● NEVER pick up hitchhikers. 
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TAPAWINGO SCHOLARSHIP GUIDELINES 
 
The following guidelines are provided to the Tapawingo Director regarding the administration of camper 
scholarships. 

1. The Director has scholarships to be awarded at her discretion. 
2. Scholarship aid may cover partial or full camper fee although full fee should be covered only in 

extreme situations. 
3. Those applying for a scholarship must write a short statement on why it should be given. 
4. Scholarships will not be awarded without submission of the Tapawingo Scholarship Application 

Form. 
5. Any camper who may need a scholarship should register for camp at the same time other campers do. 

Scholarship forms are due by February 1st each year. In order to be considered for a Tapawingo 
Scholarship, all other forms must be completed at this time as well. If an extension is needed for a 
specific form, please e-mail the Tapawingo Director at: Tapawingo@cotw.org.  

6. In keeping with the intent of the scholarship fund and in fairness of others, scholarships are not 
provided for girls who are staying more than one week (in the case of CIT campers and one CIT 
session).   

7. The amount of scholarship funds available to the Director in a given year are determined as follows: 
a. Current Camper Scholarship Contributions: 100% of money given by campers designated for 

this fund will be used for scholarships for new and returning campers. 
b. Memorial Contributions: Any money given by deceased campers and/or families will be used 

for returning campers who need financial aid. 
c. Outside Contributions; Any money given by friends of Tapawingo that is specified will be used 

for scholarship purposes. 
8. A non-family member (pastor, another Tapawingo family member, etc.) will be contacted by the 

Director or her designee to confirm the financial need of the applicant. 
9. The scholarship committee will meet during the month of February to discuss each scholarship 

application and award finances as deemed fit.  The scholarship committee is comprised of the 
Tapawingo Director, Assistant Director and COTW Chief Financial Officer. Applicants are to be notified 
of the amount of their financial assistance in the first week of April by the Director. 

10. All funds that are not used in the scholarship funds for that year will be saved in the scholarship fund 
and used the following year. 

11. In addition to the above scholarships and scholarship funds, the Director is encouraged to utilize the 
full camp capacity.  Hence, if within four weeks of the start of any camp period the Director determines 
camper vacancies will exist, she is authorized to contact potential campers, not yet registered, who she 
feels would benefit from the Tapawingo experience and offer scholarships as appropriate. The total of 
such scholarships are to be reported to the Board at its summer meeting. 

12. This policy is intended to be a guideline for budgeting and administration. Should the Director find that 
these guidelines are too restrictive and negatively impacts the mission of Tapawingo; she should 
request flexibility, as appropriate, from the Executive Committee. 

13. Careful consideration should be heeded with campers attending other camps and receiving scholarship 
aid from those camps. 

 
  

mailto:Tapawingo@cotw.org
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TAPAWINGO COMPLIMENTARY POLICY 
 
COTW Full-Time Staff 
All COTW full-time staff daughter(s)/ward(s), and granddaughter(s) are eligible to receive the privilege of being 
considered for an annual, complimentary week at Tapawingo, based on availability. The following procedure 
will be followed:  

● Requests for complimentary weeks will be processed on November 1st  
● A specific session may be requested by the staff member, but the Director of Tapawingo and the 

Executive Director of COTW will determine the most appropriate session for a complimentary camper 
to attend, based on session popularity, waiting lists and priority of outside guests.  

● Daughter(s)/Ward(s) must be within the age requirements set forth by Tapawingo (9 through 17). 
● Limit one session per camper. 

 
COTW Summer Staff 
A summer staff member requesting his/her daughter(s)/ward(s) to attend Tapawingo during his/her time of 
employment must meet the following requirements to be considered for a complimentary week: 

● Requests for complimentary weeks will be processed November 1st and will be based on availability. 
● The staffer must be employed by COTW for 7 weeks or more. 
● Daughter(s)/Ward(s) must be within the age requirements set forth by Tapawingo (9 through 17). 
● The Tapawingo Director will determine the appropriate session for campers to attend. 
● A Summer Staff contract must be signed and returned to the Personnel Department prior to final 

registration of the potential complimentary campers. 
*Those employed by COTW for 4 to 6 weeks will be considered to receive a discount of 50% off of the regular 
registration fee.  
 
After the above requirements have been met, the Director of Tapawingo will inform the Executive Director of 
the name and situation of the potential complimentary camper for final approval.  The Director of Tapawingo 
will then contact the potential complimentary camper’s family to notify them of the agreement established.   
 
COTW Missionaries 
All COTW missionary families desiring to send their eligible daughter(s)/ward(s) to Tapawingo will be reviewed 
and approved by the Executive Director of COTW. 
 
Established 01/16/07 and Approved by Jim Hammond, CEO and Joy Huseland, Tapawingo Director 
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EMERGENCY PHONE NUMBERS 
 
 All area code 518 
 Speculator Area: 911 
  Hamilton County Sheriff: Karl Abrams    548-6111 
  Forest Ranger: Melissa Milano  312-3982 
  Forest Ranger Emergency   891-0235 
  High Peaks Forest Ranger: Jim Giglinto  335-5283 
  Speculator Ambulance          548-5300 
  Wells Ambulance          924-2354 
  Fire      548-6603 
 Indian Lake Area:   
  Forest Ranger: Greg George         352-7676 
  Indian Lake Ambulance         648-5000 
 Piseco Lake Area 
  Forest Ranger: John Seifts         548-5794 
  Ambulance           548-3111 
 Johnsburg Area: 
  Ambulance     251-2244 
 Warrensburg Area: 
  Ambulance     623-4911 
 Blue Mountain Area: 
  Ambulance     852-7711 
 Hospitals: 
  Nathan Littauer in Gloversville  773-5780 
  Glens Falls Hospital    926-7077 
 Tapawingo      548-5091 
 Tapawingo Cell     774-6713 
 COTW main number     548-4311 - press ext. 0 
 Joy Huseland Cell     (860) 466-0728 
 
CONCLUSION TO STAFF GUIDELINES 
 
This concludes the Tapawingo Staff Guidelines. We are so thankful you have taken the time to carefully go 
through all the information of this handbook.  Please come with any questions that have not yet been 
answered.  As you prepare, remember to come to training well rested, fit, and seeking Jesus.  On behalf of 
myself and our Tapawingo Staff Leaders, we want to welcome you to the Tapawingo team.  We are very 
excited to see what the Lord is going to do in and through you as, together, we seek to glorify Him in all that 
we do.  
 
 
 

Welcome to the Tapawingo Staff!   
We Praise God for your desire to serve and glorify Him this summer! 
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THE TAPAWINGO SONG 

Sung to the tune of the hymn Let All Things Now Living 
 

An island of beauty is Camp Tapawingo. 
A place of contentment, of joy, and of peace. 

‘Tis, there where the Lord walks with longing and passion. 
His efforts to woo us through love never cease. 
How well I remember His grace and compassion 

As gently so gently He spoke to my heart. 
Ah, island of beauty fond memories do linger 

With you where I found Him my Savior and Lord. 
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WATERFRONT MANUAL 
 
Every staff member will need to be familiar with the Waterfront Manual even if they are not a lifeguard.  The 
water around Tapawingo can be a hazard if waterfront rules are not known and followed.   
 
OPENING OF TAPAWINGO WATERFRONT 
The Waterfront Director will oversee the setup of the buoy lines as well as the entire swimming area.  Depths 
must be clearly marked, equipment must be in good working condition and waterfront must always be in 
order. Any equipment deemed unsafe to use must be reordered prior to camp opening.   
 
CHAIN OF COMMAND 

Waterfront Director                   WSI     Head Lifeguard             Lifeguards 
Lifeguards will report to Head Lifeguard.  Head Lifeguard will report directly to the Waterfront Director in 
conjunction with the WSI when it comes to swimming strokes.  Waterfront Director (or WSI if Waterfront 
Director is not available) will oversee all Aquatic decisions, and will be the final aquatics authority before the 
Camp Director.  The Program Director will function as the day-to-day supervisor of the aquatics and other 
activity areas.  For any and all questions regarding any activity area, direct your questions to the Program 
Director first. 
 
OBSERVATION 
Waterfront Director, WSI and Head Lifeguard will ensure all staff and campers are properly following all 
waterfront safety regulations.  She will instruct staff in all regulations and procedures and will document her 
observation of their proper execution of regulations and procedures.  Waterfront Director or WSI will fill out 
performance reviews of lifeguarding staff and discuss lifeguarding team with Director in terms of their: 

a. Performance and ability 
b. Cohesiveness 
c. Ability to respond properly in any and all situations 
d. Fitness and overall health of individual lifeguards 
e. Attitude and work ethic 
f. See activity area leader performance review form for a more detailed list of evaluation areas. 

A series of “rehearsals” will be conducted periodically, including lost swimmer drills, and other drills related to 
crisis situations. 
 
HAZARDS 
Waterfront Director will be ultimately responsible for identifying and managing environmental and other 
hazards related to all water activities.  Waterfront Director will report such hazards to Director and decide 
upon a plan of immediate action to remove such hazards.   WSI, Head Lifeguard and lifeguards will assist 
Waterfront Director in this regard and report any known or suspected hazards for any and all aquatic 
activities. 
 

Every Tuesday and Friday, the Waterfront Director will check the waterfront.  This check will include 
measuring water depth and making sure water depth markings are accurate, checking the float lines, docks, 
and decks.  At the end of each day, lifeguards will check the rescue equipment, dock, float lines and for debris 
in the swimming area.  They will report checks to the Waterfront Director.  Each one of these checks will then 
be stored in the office on a clipboard.  
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SWIMMER EVALUATION 
Swimmers will be tested and evaluated by Waterfront Director, who is a veteran lifeguard and WSI certified 
waterfront professional.  If the Waterfront Director is not WSI certified, a WSI certified staff member will be 
present at the swim test evaluating the performance of all swimmers, while the Waterfront Director directs 
the test.  Swimmer evaluation will be conducted on Opening Day with the assistance of chosen lifeguards and 
lookouts as needed.  In the event of inclement weather on testing day, Waterfront Director will determine 
whether or not testing will occur.  If water temperature is below 60 degrees F, swim test will be canceled for 
that day.   
 
Swimmers will receive different colored wristbands to alert staff of their different swim levels.   
 

● Red Bands: if a swimmer fails the treading/floating OR the lap swim…then she may only swim in the 
non-swimmer area, except in swim class under the instruction of a WSI (or a WSI-taught lifeguard). 

● Yellow Bands: if a swimmer passes the treading/floating and lap swim, but fails the rowboat…then she 
may sign up for swim class and may swim in the entire swim area, but may not do any other water 
activities. 

● Green Bands: if a swimmer passes everything…then she may do any water activity. 
 
Non-swimmers shall be restricted to water less than chest deep.  This shall be the “non-swimmer area”, 
designated by a buoy line across the swim area.  The only exception to this is in the case of learn-to-swim 
classes taught by a WSI-certified instructor.  During this time, the WSI is in the water directly supervising a 
maximum of three non-swimmers.  This does not include the lifeguard that is on duty on the dock. 
 
The swim test consists of 3 sections:  

● Lap swim between L-dock and Floaty.  Girls must swim back and forth twice without stopping.   
● Treading/floating.  Girls must tread water for two minutes and float on their backs for two minutes at 

the Floaty dock. 
● Row boat.  Girls must climb into the rowboat from the deep end of the swim area.  

 
Girls must complete all three sections in order to be classified as an “Advanced swimmer” and get a green 
band.  If they cannot complete any one of the three sections, they must be given a red “non-swimmer” or 
yellow “intermediate swimmer” band depending on which section they do not complete.  
 
Counselors must inform Program Director and/or Waterfront Director of any “non-swimmer” or “intermediate 
swimmer” who wishes to retest by SUNDAY NIGHT.  In order to retest, camper must sign up for swimming 
class on Monday to work on their strokes, treading/floating, and/or getting out of the water.  Retests will 
occur on Tuesday. 
 
The swim test requires at least four lifeguards.  Waterfront Director will inform all lifeguards of their assigned 
duties by 1:15pm on Sunday.  Two guards will be on the Floaty, one specifically assigned to lap swimmers and 
one assigned to the treaders and floaters.  One guard will be on the L-dock, assigned to the lap swimmers.  
The final guard will be in the rowboat.  Duties are as follows: 

● Lap swimmer Floaty guard is specifically assigned to watch and assist lap swimmers.  Guard should 
maintain count of swimmers and be in continuous communication with lap swimmer L-dock guard. 

● Lap swimmer L-dock guard is specifically assigned to watch and assist lap swimmers.  Guard should 
maintain count of swimmers and be in continuous communication with lap swimmer Floaty guard.  
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● Treading/floating guard is specifically assigned to watch and assist treaders and floaters.  Guard should 
time girls to tread water for two minutes and then float on their back for two minutes.  Girls may have 
a short rest (i.e. holding onto the Floaty) in between floating and treading. 

● Rowboat guard is specifically assigned to watch and assist girls getting into the rowboat.  Guard should 
row out to deep end of swim area, drop rowboat anchor (make sure it’s attached to the boat!), and 
hold on to the side of the Floaty dock.  Girls will individually attempt to get into rowboat from deep 
water.  All girls not attempting to get in to rowboat may hold on to Floaty while waiting.  Guards may 
not pull or assist girls in any way, but should make sure not to tip rowboat away from girl as you’re 
holding onto the Floaty.  Girls may make three attempts to enter rowboat.  This is typically the hardest 
part of the swim test and therefore a great opportunity for guard to encourage and support girls. 

 
Any girl in distress should swim to the buoy line and wait for a lifeguard to rescue her.  Once a girl is rescued 
she is done with the swim test and must retest in order to get a swimmer band (i.e. she can’t just pick up 
where she left off). 
 
Eligibility of participants for swimming:  If a non-swimmer participates in the swimming activity, she must be 
instructed by at least one WSI, and must stay in non-swimmer area while learning unless as noted above.  
These classes are called “Swim Lessons” and must be signed up for in special slots on activity roster.  
 
If a camper or staffer would like to jump “in the lake” off the front dock/outside of the swimming area during 
a time when there is not a lifeguard on duty (such as after Entertainment, 10-mile, CIT’s getting back from 
High Peaks, or a staff birthday), a lifeguard is required to be on duty with at least a rescue tube and if possible, 
a guardie tank/sweatshirt. If the camper or staffer is a non-swimmer or intermediate swimmer, it is up to the 
discretion of the Director and/or Waterfront Director.  
 
THE BUDDY TAG SYSTEM 
General Guidelines: 
The buddy system is used at all aquatic activities and must be strictly observed and practiced by all campers 
and staff, both on and off-site.  The buddy board is located at the beach.  After completing the swim test, each 
camper will be assigned a buddy tag with her name on it and colored to indicate her swim level.  Buddy tags 
are hung according to cabin (and staff position for administrative staff).   
 
Whenever a camper enters the swim area or begins a water activity involving non-motorized boats (e.g. sailing 
and canoeing), she must pair up with a buddy that is the same swim level.  If a swimmer and a non-swimmer 
wish to buddy up during swim class or free swim, they must remain in the non-swimmer area of the swim 
area.  BEFORE entering the water or beginning their activity, both girls must go to the buddy board and hang 
their tags in the appropriate section (for the swim area this involves putting the tag in either the “swimmer” or 
“non-swimmer” section, depending on the level of the campers).  When they exit the water or finish their 
water activity, both girls must IMMEDIATELY move their buddy tags back to their cabin section.   
 
During free swim (including cabin bonding swimming), the lifeguard at the Floaty dock will be in charge of 
running a “Buddy Check” every 15 minutes. During a buddy check, swimmers must find their buddy and hold 
hands up in the air.  Lifeguards will then count buddy pairs.  They will call out number of pairs to the lookout, 
who will verify that it matches the number of pairs on the buddy board.  Lifeguard must be the one to report 
their findings first. 
There should only ever be one group of three for buddy tags.  If there is more than one group of three, they 
must split up. 
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During swim class, the lifeguard should take a roster with her and keep it in her guardie bag. She should 
blow her whistle every 15 minutes and have the buddies pair up and stand still so she can check the number 
of swimmers with the number of girls on the roster. She should make sure to use a pen to check in/check 
out swimmers as they enter and leave the swim area.  
 
Diagram of Board at Beach: 

Canoeing 
 
 

Sailing 

Buddy Tags 
(arranged by cabin order) 

Swimming Area 
Swimmers 
 
 
Non-Swimmers 

 
 
When a Buddy Tag is missing… 
Lookouts must closely monitor to ensure that it always corresponds to the number of swimmers.  If the 
“Buddy Check” is called, but the lookout counts more pairs than the lifeguard calls out, OR if a Lookout notices 
a tag, but does not see the swimmer associated with that tag in the water, she must blow her whistle with one 
long blow.  This indicates an immediate start to the “Lost Swimmer” plan.  Lifeguards will immediately clear 
the water of all remaining swimmers and begin the Lost Swimmer plan.  Lookout is then responsible to get 
word to the office via radio or if no response (by sprinting there) in order for all available lifeguards to get to 
the waterfront, and for the Director to begin her portion of the Lost Swimmer plan.   
 
SUPERVISION RATIOS 
New York State Requirements: 
A.  One certified lifeguard on duty per 25 swimmers 
B.  One lookout to 10 swimmers.   
 
There will never be an aquatic activity where less than one lifeguard and one lookout are present and on duty.  
A lifeguard in a putt-putt is required to be on duty for canoeing and sailing in case of capsizing or other water 
emergencies. A lifeguard is required to be on duty in the boat for banana boating activities during this high-
risk activity (including a lifeguard in the banana boat/a canoe for cabin bonding activities if approved). Within 
the swim area, “On Duty” is defined as standing, holding a red rescue tube with the strap on, possessing 
appropriate sunshade (e.g. sunglasses), a whistle on, a walkie talkie, and possessing appropriate rescue 
equipment.  “On Duty” for other activity areas is defined within each of those activity areas.   
 
During free swim, the lifeguard on the Floaty stands facing the beach and is responsible for Zone 2 (see 
diagram below).  She must have either the rowboat or yellow rescue board with her.  The L-dock lifeguard 
stands at the corner of the L-dock facing the point with her back toward the canoe beach.  She will be 
responsible for Zone 1 (see diagram below). She must have either the shepherd’s crook or reaching pole with 
her.  Lifeguards and lookouts must be located in positions that allow them to continuously observe and 
readily assist participants in the water. The lifeguard on the L-dock should use the lifeguard chair to guard 
from an elevated position. The lifeguard on the Floaty should always be standing while on duty.  
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Diagram of Zone Coverage: 
Zone 1:  Covers from the beach out to the first red buoy marker past the L Dock 
Zone 2:  Covers from the first red buoy marker past the L Dock out to the Floaty dock 
 
 
  
 
 

 
 
 
LOOKOUTS  
Lookouts are assigned during free swim as well as during various aquatic activities.  She must be a swimmer 
(i.e. passed the swim test), and be able to demonstrate elementary forms of non-swimming rescue.  The 
lookout will be located on the beach near the Buddy Boards.  The function of a lookout is: 

a. Stand out of the water at all times and watch water activity participants 
b. Wear a whistle 
c. Alert lifeguard staff of any concern, no matter how minor 
d. Follow lead of lifeguard(s) in crisis situations 
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e. Make sure campers/staff have a buddy and swiftly and correctly check in and out of the buddy 
board 

f. Tally the number of buddy pairs during a buddy check 
g. Remain attentive to her duties the entire time of their on-duty shift 
h. Make certain the lookout to camper ratio is 1:10 at all times (If there are 25 campers at the 

waterfront, there must be 3 lookouts + lifeguarding staff). Other staff acting as lookouts must 
supervise campers either from the water or the dock.  If the lookout notices more staff members 
are needed, it will be her responsibility to get more staff.   

 
Lookouts will be trained by the Waterfront Director, and regularly oriented to their duties by lifeguard staff 
members.  Any lookout that becomes inattentive or careless to her duties while holding her position must be 
confronted immediately.  If problem persists, lifeguard(s) that have witnessed the problem first hand shall 
report it to Waterfront Director.   
 
WATERFRONT EMERGENCIES 
 
At the Beach: 
Near-Drowning of Active Victim:  
1. The lifeguard will determine, upon the sign of a distressed swimmer, if a reaching assist with the rescue 

tube, shepherd’s crook, reaching pole, or watercraft is best or if entering the water is necessary for a 
successful rescue.  

2. The lifeguard will reach the victim in the fastest possible way, be prepared for the victim’s condition to 
change (ex. become passive) and administer appropriate lifesaving techniques. The lifeguard will extend a 
clasped fist into the air if help is required with the rescue. If help is required, the assisting guard will signal 
a long blast on the whistle to clear the water due to lack of swimmer supervision and enter the water. 

3. The lifeguard(s) will communicate with the victim and give necessary instructions in assisting the victim 
and bringing the victim to safety.  

 
Near-Drowning of Passive/Spinal Victim: 
1. The lifeguard, before entering the water for a rescue, signals a long blast on the whistle.  This signal alerts 

the remaining lifeguards and lookout(s) that it is necessary to clear the water and be prepared to put 
rescue procedures into action. 

2. The lifeguard will reach the victim in the fastest possible way and administer appropriate lifesaving 
techniques.  If she requires help in the rescue, she extends a clasped fist into the air.  Remaining lifeguards 
assist with the rescue.   

3. Lookouts and additional lifeguards signal all campers and staff to leave the waterfront area.  The 
lookouts/counselors will supervise the campers. 

4. One counselor will be asked to report immediately to the office and explain the nature of the incident.  
The Health Director and Camp Director will be contacted immediately.  If the emergency is a drowning or 
major injury, local officials will be contacted.  (Follow procedures for Crisis Management). 

 
Lost Swimmer: 
In the event that a swimmer is missing at the time of the buddy check (every five minutes) or in the event a 
buddy tag is not returned to tag board:  

1. A long blast is blown on the whistle following a missing buddy tag or buddy.  This blast on the whistle is 
performed by the lifeguard and signals that everyone should exit the swimming area.  Everyone 
immediately gets out of the water and a recount of swimmers is immediately taken.   
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Once all swimmers are out of the water, the Lifeguard will do a quick visual scan of the water and then 
have the lookout alert the office via walkie-talkie to indicate the start of the lost swimmer search in the 
water. If walkie-talkie does not immediately yield results lookout will run to the office. 

 
2. Lookouts or other staff assigned by the on-duty lifeguard will immediately take other campers to the 

field, notify the office, and ring the bell for a Lost Camper Search. Lost Camper procedures will be 
followed to ensure the camper was not elsewhere on the island. If not found, remaining lifeguards will 
immediately be dispatched to the waterfront to join the lost swimmer search. Be sure to check under 
docks, rafts and boats. Lifeguards should get goggles and/or face masks prior to diving, in order to see 
more clearly in the water.  Search for lost swimmer will begin where camper was last seen. If camper is 
not found at that site, search will begin at the beach with a shallow water sweep until staff have 
reached the "L" Dock.   
One lifeguard will be assigned by the Waterfront Director to grab the backboard and stand on the “L” 
Dock next to the Waterfront Director ready to be dispatched to any location on the island that the 
victim is found. One lifeguard will also be assigned to the Floaty dock and bring 2 rescue tubes and 
rescue board out to the Floaty dock, search around the Floaty dock, and guard on the Floaty dock for 
the remaining guards in the water. The assigned Head Lifeguard will call commands in the water for the 
lifeguards to stay together and transition to different parts of the lost swimmer procedure. Staff will 
then carefully search under the “L” dock (going forward towards the Floaty AND sending 2 guards 
under the length of the “L” dock). Staff will form a straight line and begin the search past the "L" Dock 
by diving in sync, performing three strokes while searching the bottom of the lake, then resurfacing, 
maintaining only a few feet between themselves and other searchers. When water becomes too deep 
to perform three strokes, staff will begin surface dives. Search continues to the Floaty dock, and 
returns by reverse procedure to the L dock. If still not found, guards will sprint to the Floaty dock and 
search extends 15 feet outside the perimeter of the swimming area, starting at the Floaty dock. Boat 
crew will be called in to provide protection from speed boats that might be nearby. If the victim is 
found elsewhere on the island, the Director will walkie the Waterfront Director who will send the 
lifeguards to the location of the victim. 

  
3. When lost swimmer search is instituted, Camp Director will contact EMS at 911 OR 518-548-5300 and 

notify COTW for a small craft and additional help if lost swimmer is not found immediately. As 
lifeguards are searching the waterfront area, the Director will conduct a perimeter search around the 
island with the remaining staff.  They will check any areas where camper may have access to water.  
They will also search in, around and under the buildings, reporting back to the Director of any findings.  
Camp Director will also seek to notify staff on mainland to check for missing camper in their activity 
classes. 

  
4. Lost Swimmer Drill will be conducted under the supervision of the Waterfront Director once in 

preseason and then once a month during the summer. 
 
STAFF SWIMMING 
Staff may swim for their morning exercises.  Lifeguards will be expected to swim twice a week for their 
morning exercises (one morning of laps, one morning of drills).  During staff swim there must ALWAYS be a 
lifeguard on duty.  Staff may swim in designated areas only and they must use their buddy tags. The lifeguard 
on duty must have a constant count of the number of swimmers in the water. If ever the count is more or less 
than it should be, they will give one long blow on their whistle. The lifeguard nearest to the dock will then 
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become the lookout by getting out of the water and running to the buddy board to confirm the number of 
swimmers in the water. 
 
STAFF WATERCRAFT USE AND SAFETY 
If staff wish to use Tapawingo Watercraft equipment during rest hour or time off, they must alert an 
Administrative Staff Member and use the log to sign in and out before/after use.  For staff and all-adult 
groups, participants are required to either: be supervised by certified (lifeguarding) personnel just as camper 
procedures state OR they must check in with the office staff, wear PFDs at all times, follow safety regulations 
and check-out and back in leaving an estimated time of return. 
 
RESCUE EQUIPMENT/SWIMMING AIDS 
Following is a list of the rescue equipment and swimming aids that must be present and easily accessible at 
the main waterfront at all times.  For water activities other than swimming, items must be easily accessible 
and ready for use. 

1. Rescue Board:  Leaning against the lifeguard shed  
2. Rescue tubes with six feet of line:  Four in the lifeguard shed, two under the chapel by the water skis. 
3. Extra CPR masks: In the lifeguard shed 
4. Extra whistles: In the lifeguard shed 
5. Rowboat: Located at the beach and swimming dock when appropriate. 
6. Backboard: Leaning against the lifeguard shed.   
7. Shepherd’s Crook and Reaching Pole: Hanging above the sailing shed. 
8. First Aid Kit: In the lifeguard shed.  Lifeguard staff are responsible to account for supplies within First 

Aid Kit and report to the Health Director when restocking is necessary.   
9. Water depths labeled on docks.  Diving is allowed off the Floaty only when the depth is 10 feet or 

more. 
10. Putt-Putt Boat: Tied up at front dock.  Only staff who have been trained are allowed to drive the putt-

putt. Putt-putt is used for emergency rescue as well as non-emergency transport of sailors and canoers 
back to island when necessary. 
 

Putt-Putt Boat Safety Rules: 
a. Staff members using putt-putt must first be familiar with boating “rules of the road” and courtesy.  

Staff must also be trained in how to dock, secure, and steer boat, as well as how to handle mechanical 
failure. 

b. Staff using putt-putt to perform sailboat or canoe retrieval must be lifeguards and must have a whistle 
on them. 

c. No standing while driving the boat 
d. Make sure there are always extra PFD’s on board 
e. Turn the switch to neutral position when parking the boat 
f. Check the gas tank and alert Program Director when it is below half.  Program Director will alert boat 

crew. 
g. Lift the motor out of the water when the boat is not in use 
h. Driver must have a PFD and rescue tube in the boat, and all other occupants must wear a PFD. 
i. Campers are only allowed in putt-putt during an emergency or rescue 
j. No horseplay 
k. Before starting motor, use oars to row putt-putt out from front dock, away from boats, people and 

rocks. 
l. Drive at a low speed when within 25 yards of island (within buoys).  



140 

 

m.  To dock boat, reduce speed within 25 yards of front dock (buoys).  Cut motor when 20 feet away from 
dock.  Row in rest of way.  Dock boat with motor in and bow facing out towards canoe beach.  Secure 
boat to dock cleats using “figure-eight” knots. 

n. When driving the boat alone, place a cinder block in front of the boat to keep boat level. 
o. In the case of capsizing or swamping, please stay with your boat.  If possible, blow whistle three times 

to alert staff on shore of your distress.  Marina crew will be dispatched to your location.   
p. Use empty milk jugs/bottles to get water out of hull 
q. Report any fumes, leaks, or other concerns immediately to Program Director or Waterfront Director, 

who will then report this concern to the boat crew immediately.  Put in writing, unless immediate 
threat. 

r. Lifeguard staff should regularly check the putt-putt to make sure the tank is full, rescue equipment is in 
the boat, oars are in good condition, boat is secured to dock, and PFDs are under seats or in bow. 

s. In the event of sailing/canoeing accident: 
a. Use walkie-talkie to alert office immediately.  Request a staff observer to stand on shore and 

monitor the situation. 
b. Shut motor down 100 yards before approaching campers in sailboats and/or canoes and 

approach distressed boats by rowing to them. Remain calm. 
c. Before retrieving campers, alert a staff observer.  Staff observer will stand on shore and wait for 

your signal.  If one long blast on the whistle is heard from you, staff observer will assume 
camper is in distress or is missing and will alert Marina Crew of situation.  

d. Be sure there are NO SWIMMERS in the area.  If you suspect a camper has fallen out of her boat 
and is in the water unconscious, alert staff observer by blowing whistle in one long blast.  When 
your distress call is heard, Marina Crew will be alerted to come to your aid in rescue.  Until 
then, use rescue gear for a diving search for camper.  If camper is found, proceed with basic life 
saving techniques.  When Marina Crew arrives, alert them as to what they should do.  You are 
in charge – be prepared for this situation – think through now how you will handle it if it should 
occur. 

e. Refer to Wilderness First Aid training and/or lifeguarding procedures depending on the 
problem. 

t. If you are attending a Tapawingo class, and another boat is in distress and requesting your assistance, 
follow these procedures: 

a. If the situation is not life threatening, attempt to hail a nearby boat to assist the people in order 
to return to monitoring your class. 

b. If the situation is life threatening, do your best to assist them, but do not forget your primary 
responsibility is your campers. You must only assist others if you can do so without jeopardizing 
the safety of your campers. 

  
All who are instructed to operate the putt-putt must sign a form indicating they are properly trained and/or 
equipped to use it.  Only approved drivers with the above documentation will be allowed to drive the putt-
putt boat. 
 
List of Swimmer Rules 
This must be posted at swimming location and updated as necessary.  The following are the rules for camper 
and staff water activities.  Be sure to review these at the start of each swim class. 

a. Explain Buddy Board procedures and consequences of not being careful with Buddy Tags. 
b. No swimming or water activities when lightning is present or thunder is heard. 
c. Swimming is prohibited during hours of darkness.   
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d. No diving off the L-dock at any time.  Diving is permitted on the Floaty dock when water depth is at 
least 10 feet. 

e. Non-swimmers must stay within the non-swimmer area, indicated by a buoy line across the swim area.  
Water must be less than chest deep of the shortest camper.  The only exception to this is during learn 
to swim class. 

f. Swimming outside of rope line is prohibited except during island swim. 
g. No one is allowed in the water unless lifeguard(s) and lookout(s) are on-duty 
h. Enjoying God’s beautiful creation is highly recommended! 
i. Eating the fish is strictly prohibited! 
j. Shaving is never allowed in the swimming area or on the docks. 
 
Be sure to check and see that everyone understands the Buddy System and all the safety procedures 
BEFORE you let them in the water.  If you suspect someone is not taking the safety rules seriously, report it 
to the Waterfront Director or Director immediately. 
 

Personal Flotation Devices (PFDs)  
PFDs must be worn by all staff and campers when doing any waterfront activity other than swimming, 
including canoeing, sailing and waterskiing.  PFDs must be checked by lifeguarding staff as to their 
appropriateness for activity used and safety.  Following is a short checklist for PFDs: 

a. Coast guard approved? 
b. Proper size, type and fit for user? 
c. Sufficient buoyancy to support designated weight? 
d. Clasps, zippers, etc. in good, working condition? 

Any PFDs that are torn, faulty or otherwise damaged are to be reported to Waterfront Director immediately. 
 
REHEARSALS 
Safety procedures must be rehearsed throughout the summer to keep lifeguard staff sharp and prepared for 
any crisis situation.  Waterfront Director will conduct, evaluate and record regular “drills” for lifeguard staff to 
properly respond to.  The Lost Swimmer drill will be conducted once in preseason and once a month during 
the summer.  In addition to recording lifeguard team effectiveness, Waterfront Director and/or the WSI will 
record individual competency in lifesaving techniques.   
 
Following the drill, lifeguard staff will meet with Waterfront Director and/or the WSI to discuss response and 
effectiveness of lifeguard systems, team as well as individual skill.  Waterfront Director and/or WSI will then 
identify any problem areas that potentially put campers at risk, and seek to solve problems or bring them to 
Director’s attention to be handled as needed. 
 
AQUATIC SITES AWAY FROM CAMP (you can only do this with the Waterfront Director and Director’s 
Approval) 
Any off-island swimming must be conducted in an orderly manner and must be pre-approved as a swimming 
site by the Waterfront Director who must have written permission from the New York State Department of 
Health.  Each participating camper must also have written permission by their parents to participate in any off 
site water activity.  Supervision for off-island swimming must be the same as during regular camp.  (See off-
site swimming section)  
 
Waterfront Director will determine whether unapproved swimming sites are appropriate for swimming.  For 
unapproved swimming site procedures - read below: 
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OUT OF CAMP SWIMMING AT UNAPPROVED SITES 

A. The Tapawingo Waterfront Director will determine whether unapproved swimming sites are 
appropriate for swimming.  Where possible, NYS Health Inspection Official will pre-inspect sites that 
are accessible.  Any sites that become a repetitive possibility for swimming during the camp program 
will be discussed with NYS Health Inspection Official for a possible inspection to be done by Health 
Inspection Official.    

 
B. WSI staff member will teach staff members to evaluate possible hazards in any body of water and limit 

access and activities as necessary.  Such hazards include waves, rip tides, currents, lightning, and 
winds.  Should such hazards be present at the time of the proposed swim, no swimming will occur at 
that site.   

 
C. A lifeguard will always be present and the appropriate ratio of swimmers to lifeguards will be required 

(no less than one lifeguard per 10 swimmers) at the time of any unapproved site swimming.  As far as it 
is possible, at sites where it is known in advance swimming will occur, WSI staff member will 
investigate site in terms of permanent, non-weather related hazards, to determine suitability of 
swimming site prior to group’s arrival.  During off-site swimming, no less than two staff members will 
be present at all times, no matter how few campers plan to engage in swimming in an unapproved site.  
No less than one lifeguard will always be present, and the ratio of 1 lifeguard to every 10 campers will 
be maintained.  Other staff member must be trained as an observer during swimming.   

 
D. A partner system will be managed in which partners are assigned prior to swim, and when whistle is 

blown by lifeguard, partners clasp hands of other partner and hold hands high until all campers are 
accounted for.  No diving will be allowed in off-site swimming. 

 
E. Buddy System:  One counselor will have a list of all the campers that are with her during the swim.  

Beside each name will be "IN" and "OUT".  When a camper enters the water, the counselor will check 
"IN" and when the camper exits the water, the counselor will check "OUT.”  The camper will need to 
verbally tell the counselor she is out of the water.   

 
F. Following checks will be made by lifeguard and/or WSI staff member present at site of proposed 

swimming area: 
 

1. Each camper that wishes to participate in off site swimming must be 12 years of age or older. 
2. Each camper that wishes to participate in off site swimming must be designated a swimmer per 

assessment conducted by the Waterfront Director of Tapawingo, with record of assessment on 
file at Tapawingo. 

3. Each camper that wishes to participate in off site swimming must have been previously trained 
on specific site rules, restrictions and hazards, prior to entering water.   

4. Staff must have a self-inspection form with them that will be checked off and submitted to 
Waterfront Director immediately following any unapproved site swimming.  These forms must 
be maintained on file at Tapawingo for review by local health department official.  Self 
inspection form will include: 
a. Proof that training specific to site has been properly conducted prior to swimming. Training 

must include: buddy system, emergency procedures, and explanation of safety precautions 
in relation to hazards specific to site. 
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b. Properly certified staff as well as proper ratio of staff to campers is present. 
c. Proper rescue equipment is present at site 

● Rescue tube and/or U.S. coast guard approved life jacket 
● Pocket face mask 

● Flotation devices to provide for the demarcation of the approved swimming area 

d. Rules have been explained and enforced.  Rules include: 
● No head first diving 

● No jumping into the water from cliffs, water flumes or rope swings 

● No swimming unless required supervision and equipment are provided 

● Swim only within designated area, as marked by flotation devices, buoys 

● Water depths should not exceed five feet 
● No swimming at night, or during thunderstorms 

● Avoid any marked hazards as explained by staff member 
● Buddy system is in use at all times of swimming 

e. Environmental checklist will be completed which will include a check of the following: 
I. Water quality and acceptable clarity – must be able to see the bottom or 4 feet below 

surface.  How to measure:  

● Place a measuring device, such as a weighted rope or a marked paddle or stick, 
into the water at various points within the designated swim area to determine if 
the marking is visible at a depth of 4 feet or greater.  

● Swim area is unacceptable if the marking is not visible at a depth of less than 4 
feet. 

II. No sharp drop offs or jagged rock bottoms, gentle bottom slope (no more than 1:8 
slope).  How to measure: 
● Measure a distance of 8 feet from the shoreline straight out into the water.  At 

that point, measure the depth of water.   
● Continue to measure the water depth at intervals of eight feet from the shoreline 

to the outer perimeter of the swimming area (outer perimeter must not exceed a 
depth of 5 feet). 

1 foot deep at 8 feet away from shore 
2 feet deep at 16 feet away from shore 
3 feet deep at 24 feet away from shore 
4 feet deep at 32 feet away from shore 
5 feet deep at 40 feet away from shore 

● Swim area is unacceptable if the water depth exceeds the depth for distances 
listed. 

III. No underwater obstructions 

IV. Water current is not hazardous. The current shall not exceed three feet per second.  
How to measure: 
● Staff will measure and mark a distance of 30 feet on the shoreline.  
● Drop a stick or other floating object into the water at the upstream point.   
● Using a watch, determine how many seconds it takes the floating object to travel 

between the two points for a distance of 30 feet.  Swim area is unacceptable and 
will not be used if less than 10 seconds.   

 
5.  Parents of campers have signed the form giving their permission for their camper to  

           participate in swimming at unapproved sites.  (See Release and Waiver Form) 
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 The Waterfront Director is required to complete a form that is submitted to the New York State 

Department of Health and reviewed by the Tapawingo Director PRIOR to any campers swimming at 
site. Any camper without a signed release form will be excluded from participation in any off-site 
swimming. 

 

INCIDENTAL IMMERSION 
Whenever a camper is getting in and out of a canoe, sailboat, or prior to water-skiing, be sure her life vest is 
securely fastened.  Be sure camper does not enter water where depth is not certain, and/or clarity is not good.  
Please also follow these procedures carefully: 
 
1. Be sure camper is supervised by a lifeguard certified staff member whenever she is in the water. 
2. Be sure camper keeps life vest securely fastened. 
3. Be sure camper is in water only for purposes of completing activity.  Do not allow swimming to take place 

during incidental immersion. 
4. Always be aware of the swimming level of your camper(s), both in and out of the water. 
 
If camper tips while in canoe and/or sailboat, or falls during water skiing or banana boating, follow above 
procedures in addition to the following: 
 
1. Inform camper to stay with boat  
2. Help camper safely to shore or other assisting boat. 
3. When camper enters assisting boat, be sure a Tapawingo staff member accompanies her back to the 

island. 
 
For immersion that occurs during a swimming class, be sure all non-swimmers stay in “Wading” area at all 
times. 
 
STREAM CROSSING 
Whenever a stream is to be crossed where there is no bridge or a camper comes in contact with water, and it 
is not a swimming activity, the following procedures must be followed by the Tapawingo staff member prior to 
the campers entering the water: 
 
1. Determine water depth and rate of current: Water depth can be determined with a long stick.  If depth is 

above the mid-calf of the shortest camper, and current is faster than 2 feet per second, stream should not 
be crossed at that point.  Staff should find a safer place to cross the stream either up or down stream.  If a 
safer location cannot be found without getting far off trail, stream should not be crossed.  To determine 
rate of current, mark off 10 feet on the bank of the stream.  Drop a stick in at one end and time the rate 
for it to pass the other end of the 10-foot distance.  If the stick crosses the 10-foot distance in 5 seconds or 
less, rate of current is dangerous. 

 
2. What is the clarity of the water?  If the water is not clear, and it is not clear as to how deep the water is, 

check the depth of the stream before crossing in order to better determine whether or not the stream is 
safe to cross.  If clarity is not good, and staff is unable to determine the water depth, find a safer place to 
cross stream. 
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3. When it has been determined that the group is ready to cross the stream, hike leader will cross with 
camper one by one until all are across.  Co-counselor or other staff member present will maintain a head 
count of all campers crossing, and re-count once all have safely crossed.  If at any time camper is missing 
during this procedure, staff members will conduct the lost camper and lost swimmer procedure as 
outlined in the staff guidelines. 

 
4. If at any time staff member(s) feel that stream is unsafe to cross, do not cross stream.  Find an alternate 

route around water, as long as it does not take group too far off trail to safely find trail on other side.  
Before taking alternate routes, be sure to clearly mark your path in order to safely find the trail again 
should you need to retrace your steps. 

 
SWIM AROUND THE ISLAND 
Swimming around the island will be conducted for the purpose of completing the Master’s Badge requirement 
for Swimming.  Camper completing the badge must swim around the island twice.   
Whenever we have an island swim, it will be as follows: 

1. One lifeguard and one rower per rowboat/canoe. Both will be staff members (lifeguards should help 
paddle on windy days while continuing to keep count of the swimmers in their care). 

2. No more than 6 campers will follow a rowboat/canoe around the island. 
3. In the event there is a need for a camper to stop swimming, she will swim to the island, under the 

direct supervision of the lifeguards in the rowboat/canoe, while the other swimmers tread water.  
Lifeguard in the boat will blow a whistle until a staff member comes to escort/care for that camper and 
bring her to main camp.  Once swimmer is safely secured on the island, rowboat/canoe will proceed 
with swimmers around island. 

4. Swimming will take place approximately 30 feet away from island shoreline, or as far away as is 
necessary for swimmers to proceed unhindered by rocks. 

5. Lifeguards will be posted around island at the following vantage points: 
a. Front dock area 
b. Off the Apache rocks 
c. Counselor devotion area (behind the dining hall) 
d. Rocks area 
e. Behind Chapel 

6. Boats will be spaced out a safe distance from each other. 
7. Buoys will be posted around the island for the island swim only. 
8. Walkie-talkies will be utilized for any emergency situation, and proper procedures will be followed. 
 

SWIMMING LESSONS 
Swimming lessons can be conducted only under the direct supervision of a WSI certified staff member.  A 
lifeguard must be present and on-duty during swimming lessons, and an additional lifeguard must also be on-
duty if other swimming is taking place.  Swimming lessons may be conducted by non-certified instructional 
assistants (NIA’s) who function under the direct supervision of a certified WSI staff member.  NIA’s must follow 
specific directions of WSI staff member, and must have demonstrated elementary rescue skills, which have 
been previously witnessed and documented by WSI staff member and/or Waterfront Director. 
 
WATERCRAFT ACTIVITIES 
During aquatic activities, the supervisor of said activities must have either lifeguard certification, or an 
instructor rating in the appropriate activity from a nationally recognized certifying body.  Staff member must 
also have documented skills and training in water rescue and emergency procedures specific to the location 
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and activity.  Program Director/Waterfront Director is responsible for providing opportunity to observe these 
skills and documenting them. 
 
At each separate boating and other aquatic activity site there must be at least one staff member who is first 
aid certified as well as CPR/FPR certified.  Instructor should have written documentation of her 
training/competency in that boating activity – evaluated and documented by the Program Director.    
Maintenance of canoes and sailboats must be closely monitored by lifeguard staff.  Any problems or concerns 
regarding boating equipment must be reported to Program Director immediately. 
 
Campers and Staff alike must ALL wear PFD’s when participating in watercraft activities.  
 
BARGE ORIENTATION 
During Cabin Announcements on Opening Day, counselors will give campers a brief orientation of how to 
properly load and unload from the barge, travel in the barge and what to do if the barge should: 
a. Catch on fire 
b. Get hit in the middle of the lake 
c. Get struck by lightning 
d. Get blown over by gale force winds 
 
If an emergency does occur while on the barge, please do the following: 

a. Staff must be aware of the location of all non-swimmers while on the barge.  Non-
swimmers will be wearing red wristbands.  Staff will need to locate non-swimmers once 
they have boarded the pontoon barge so they can act if an emergency does occur. 

b. All campers and staff members will be wearing PFD’s.  If need of exiting boat arises, have 
non-swimmers exit first, with a staff member in the water waiting to escort them away from 
the boat.   

c. If there is a fire, bring all campers to the front of the boat because the fire will usually occur 
in the back. 

d. Always follow the leading of the Marina Crew member driving the boat.   
Campers will also be reminded at this time of the importance of being on time for any boat leaving the island.   
 
Safety Rules for Barge 
a. Due to an increase in safety concerns with pontoon boats, ALL riders will be required to wear a PFD when 

riding the pontoon boat. There is no exception to this. Staff members will need to take this into 
consideration as they are loading and unloading their campers from the boat.  Please have campers 
organized so you will know the size of PFD for each camper as they load.  When possible, have the PFD 
ready for each camper as they enter the boat.  The Marina crew member should NEVER leave the dock 
until all campers and staffers have their PFD on and safely secured!  

b. Remain seated with your life vest on until a Marina Crew member tells you it is time to debark.  The 
Marina Crew member will say, "You may now exit the boat." 

c. No screaming on the barge. 
d. No leaning out over the water from the side rails. 
e. No pushing during loading and unloading. 

 
Performance Review of Lifeguards… 
The Waterfront Director and WSI will conduct performance reviews for each lifeguard and review those with 
her.  
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FOOD SERVICE STAFF MANUAL 
 

Meal Procedures (Every Meal) 
1. When waitresses arrive to set tables, make sure they have washed their hands. Direct them to the location 

for table settings. Have at least one place set for each table as a model. 
 
2. As the boat crew brings the bins into the pantry, open them and check items: which items are in each bin, 

and how many pans of each item there are. If something is missing or you think there is not going to be 
enough of some food item, first check with the boat crew to make sure they have brought in all the bins 
from the boat, and then call the Hill Kitchen at 548-4311 x235 RIGHT AWAY. If more food is needed, it will 
take the boat crew AT LEAST 20 minutes to go get it, so begin this process as quickly as possible. It will be 
easy to tell if some items are short, i.e. there are 50 hamburgers for 100 people. For others, as the summer 
goes on it can be determined if more food is needed by comparing how much was eaten in previous 
weeks. If needed, keep notes for items that are often a problem. After looking at overall amounts of food, 
make a decision about portion size for the first time through the line. Be prepared to announce this to 
campers. 

 
3. Any time there is a food problem for which the Hill Kitchen is called, you must document it with a 

description of the problem, action taken, and the initials of whomever (FSD/A) handled it. All 
communication with the Hill Kitchen should be done by the FSD, unless she is unavailable or on her day 
off, in which case FSA will take over. Jane Hebert is the executive chef in the Hill Kitchen. The FSD should 
establish a good line of communication with her from the beginning of the summer. 

 
4. All potentially hazardous food items need to be cooked to proper temperature. Temperature will be taken 

by Hill Kitchen staff when food comes out of ovens and recorded on their master temperature log sheet. 
The required temperatures for potentially hazardous foods are as follows: 130 degrees for roast beef and 
steak, 145 degrees for eggs, 150 degrees for pork, 158 degrees for ground meat, and 165 degrees for 
poultry. When food arrives, take temperature. If temperature is still above required cooking temperature, 
document temperature on master log sheet for our records. If temperature is below required cooking 
temperature, find documentation on tinfoil from Hill Kitchen and record on log sheet.  If the temperature 
cannot be found, call Hill Kitchen and ask for temperature that food was cooked to, then record this temp 
on log sheet.  If temperature is below 140 degrees for longer than two hours in the necessary holding/prep 
time, it is in the danger zone and must be reheated to 165 degrees.  Food may only remain in danger zone 
of above 40 degrees or below 140 degrees for a necessary holding period of 2 hours. (NYS DOH NYCRR 
Title 10 Section 14-4.50a). Food may need to be sent back over to Hill Kitchen for reheating. 

 
5. Remove covers and place food in warmer, along with proper serving utensils. Make sure food is kept hot 

by remaining in closed bins or warmer at all times. Once food is in warmers and everything is ready for the 
meal, FSD/A will go out onto the porch and announce what we are having, portion sizes, and then will pray 
or choose a counselor to pray. 

 
6. As cabins go through the line, both FSD and FSA will need to be in the kitchen: removing pans from the line 

as necessary and replacing with full ones, refilling condiments, pitchers, salad bar (lunch and dinner) and 
dealing with anything else campers may ask for. When all campers have eaten, FSD/A will tell the boat 
crew and admin staff members on the deck and/or in the office that they can eat. After ensuring everyone 
(including FSD/A) has gotten first helpings, the FSD/A can announce that seconds are available. FSD/A can 
now take turns going out to the deck and eating, or can wait until the end of the meal to eat. 
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7. Halfway through the meal, ensure that there are two containers, one with warm soapy water and one with 

warm rinse water, each with a few rags, out and available for campers to wipe down tables as they finish 
the meal. 

 
8. Throughout meal, keep an eye on garbage. When it gets full, take it out and replace bag, then tie up full 

bag and take it to garbage bin behind the dining hall. Cherokee counselors (sitting right by garbage can) 
and other staff will help with this as noticed. 

 
9. As campers bring leftover condiments and/or pitchers from their table, begin to put things away and clean 

up from meal. When everyone has eaten and the meal is wrapping up or has been dismissed, remove 
remainder of food from warmer.  Wrap any food to be saved for staff, mark GFFS and store in cooler. For 
everything else, cover any pans that still contain food with aluminum foil, and replace in carrying bins. 
Empty pans (with no liquid) can go into bins as is. The Hill Kitchen will take care of all food disposal and 
cleaning. Make sure to turn off the warmer as soon as there are no more pans in it. At this point, begin 
clean-up and preparation for the next meal.  

 
10. Kitchen should be spotless, orderly and fully stocked (including cupboards, under sink, on top of counters, 

floor, etc.) before you leave. Be sure to check juicer, cow, and paper supplies. 
 
11. PLAN AHEAD! Check supplies for next meal. Make sure we have everything we need and it is ready to be 

used. If not, call the Hill Kitchen right away to have it sent over with the next meal. 
 
Specific Meal Duties/Schedule 
In the morning there should be plates, cups, and napkins counted out on each table for waitresses, as well as a 
bowl of 5-6 assorted oatmeal packets on each table. Hike lunches for any cabin that is hiking should also be on 
their table. This should be done the night before. 
Breakfast Prep (7:20 am): 

● Fill a pot of hot water and brew a pot of coffee for counselors. If counselors want this earlier, they may 
do it themselves, or FSD/A can start it on their way to exercise, shower, etc. 

● Turn on buffet - always make sure it has water in it (at least 3 inches)! 
● Fill one pitcher of orange juice for each table and distribute (Don’t forget CIT’s on the porch). Fill about 

three-quarters full; the girls will usually not drink a full pitcher and a lot will be wasted – err on the side 
of conservatism, as waitresses can always fill up their table’s pitcher a second time. 

● Fill all the milk pitchers from the cow (milk dispenser). If no one is hiking/sleeping out, a few tables will have to 
share. 

● Wash and cut designated fresh fruit for breakfast (see menu) if not done the night before, and put out 
in large bowls on counter or end of buffet line (depending on space with condiments). 

● Get out needed condiments such as butter, ketchup, or cream cheese (see menu). Place on tables, 
counter and/or on end of buffet line. In general, items that most girls will want should be placed on 
tables or end of line to limit traffic as much as possible. Other condiments that only a few people may 
want can be left on the counter if space is tight on the line. 

● Prepare any bread (biscuits) for the meal in warmer pans. Go ahead and put in warmer to warm up, 
but rotate several pans through or bottom layer of pan will get very crispy. Do not microwave bread. 

● Follow meal procedures to serve meal 
Breakfast Clean-Up: 
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● Finish putting away any condiments and/or bread from breakfast. Leftover fruit can be saved as back-
up for the next day or labeled as GFFS. 

● Dump any extra milk/orange juice from returned pitchers, empty slop bucket (bucket next to trash for 
liquids), dump bins of sanitizer water used to wipe the tables, and check juice machine drip tray and 
dump if needed. 

● Fill sinks for washing. Wash all dishes according to 3-sink method. 
● Wipe down buffet line and sneeze-guard. Use pitcher to refill warmer bins with water if needed, then cover. 
● Wipe down cow, juice machine, and counter surrounding. 
● Restock cereal cart. 
 

Food Service Director and/or Assistant are in charge of checking and scoring cabins for cabin clean-up each 
day. This needs to be done during power hour. It is up to the FSD/A to determine how they will structure this: 
whether one person (traditionally the Food Service Assistant) will be in charge of checking cabin clean-up for 
the whole summer, the FSD/A will rotate weeks, or both will do it together. Whatever solution is chosen, it is 
important to maintain consistency in scoring. See description of cabin clean-up requirements and scoring 
sheet. 
 
Mid-morning work: 

● Finish cutting up any salad bar items that were not completed the night before. At all times salad bar 
should contain: lettuce, grape tomatoes(2), broccoli(2), green peppers(2), cucumbers(2), shredded 
cheese(2), croutons, goldfish crackers, bacon bits, cottage cheese, carrots, sunflower seeds, some kind 
of pasta/potato salad, and some kind of fruit salad/canned fruit. Specifics and/or additional items will 
be subject to ordering availability and at the discretion of Food Service Director/Assistant and the 
Assistant Director. Feel free to try new items! 

● All salad bar items should be in brown salad bar crocks, with the exception of lettuce, which goes in a 
large rectangular white bin. Prepare at least one extra bin of lettuce for each meal, cover and put in 
fridge, and always have extras of all cut items, such as cucumbers and green peppers. 

● Set out piles of plates, napkins, and cups on tables for waitresses 

● Restock silverware bins as needed 

Lunch Prep (11:20 am):  
● Turn on buffet 
● Put out salad dressing bottles on corner table by salad bar (keep refrigerated until right before lunch), 

and enough bowls for the meal 
● Set out soup crock and bowls on end of line if there will be soup with lunch 

● Set out any needed condiments on tables, counter, and/or end of line 

● Make sure cabin clean-up list is ready to be read, with cabins listed in order by score 

● Fill a pitcher with water for each table and set out 
● Prepare any bread (buns or tortillas) for the meal in warmer pans 

● At 11:30, fill salad bar with ice and set up salad bar items (keep dangerous foods in refrigerator until 
right before lunch) 

● Serve meal 
Lunch Clean-Up: 

● Finish putting away any condiments, salad dressings, and/or bread from lunch 

● Dump water pitchers (use to water plants on deck), slop bucket, table wash/rinse buckets, and juice 
machine tray if needed 

● Fill sinks and wash all dishes 

● Refill salad bar for dinner and put in fridge 
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● Drain water from salad bar into bucket, scoop out any remaining ice and toss into woods behind dining 
hall, wipe down salad bar and sneeze-guard 

● Wipe down buffet line and sneeze-guard. Use pitcher to refill warmer bins with water if needed, then 
cover 

● Wipe off corner salad dressing table 

Afternoon Work: 
● Set out piles of plates, napkins, and cups on tables for waitresses 

● Restock silverware bins as needed 

● Prepare sleep-out bin for that night and cook-out items for the next morning (see list of things it should 
contain). Have this prepared even if weather is unsure and the cabins may not be sleeping out – it is 
easy to simply use it for the next day. Sometimes cabins will not sleep out because of rain, but will still 
cook breakfast in the morning, so this should always be ready. In the event that a morning rain 
prevents cabins from cooking breakfast out, the program director will inform FSD/A of this ASAP, no 
later than 7:00, and FSD/A is responsible to immediately call the Hill Kitchen and inform them of the 
increase in number of people eating for breakfast. If an overnight hike returns in the middle of the 
night, program director will inform FSD/A if they will be joining everyone for breakfast or cooking their 
hike meal at the Camp-craft site. The same procedure in informing the Hill Kitchen will follow. 

● Prepare hike lunches for the next day (see list of things to include) 
● This time should also be used for additional food prep for specific dinners (i.e. Malaysian buffet) any 

additional daily duties (described in subsequent list), preparing for orders, or completing other random 
cleaning and/or maintenance tasks assigned by Assistant Director. It is also the time of day when FSD/A 
are most likely to have a little time to take a “rest hour” or other break from the kitchen.  

Dinner Prep (4:45 pm): 
● Turn on buffet 
● Put out salad dressing bottles on corner table by salad bar, and enough bowls for the meal 
● Set out any needed condiments on tables, counter, and/or end of line 

● Fill a pitcher with water for each table and set out 
● Prepare any bread for the meal in warmer pans 

● If dessert is something from our stock, prepare and begin to plate up. If dessert is coming with hot 
food, FSD/A will have to begin plating up dessert as soon as food comes in. 

● At 5:00 fill salad bar with ice and set up salad bar items 

● Serve meal 
Dinner Clean-Up: 

● Finish putting away any condiments, salad dressings, and/or bread from dinner. Extra dessert can be 
saved for GFFS if desired. 

● Dump water pitchers, slop bucket, table wash/rinse buckets, and juice machine tray 

● Take off juice machine nozzles, include nozzles and tray in dishes to be washed 

● Fill sinks and wash all dishes 

● As much as possible, refill salad bar tonight for lunch tomorrow. Salad bar needs to be rotated at the 
end of the day: this means when filling the crocks place new items on bottom of new crock, then pour 
old items on top so that old items will be eaten first the next day.  

● Drain water from salad bar into bucket, scoop out any remaining ice and toss into woods behind dining 
hall, wipe down salad bar and sneeze-guard 

● Drain water from  buffet line into bucket, clean any inside spills, wipe down buffet line and sneeze-
guard, re-plug and fill with water for morning, then cover 

● Wipe down cow, juice machine, and counter surrounding 

● Wipe off corner salad dressing table 
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Evening Work: 
● Finish preparing any hike lunches/morning cookout supplies and place on tables 

● Cut up fruit for breakfast 
● Make sure fruit baskets are full. This is on the list to be done by the cabin sweeping after dinner, but 

they will often run out of time or forget it. 
● Set out piles of plates, napkins, and cups on tables for waitresses 

● Restock silverware bins for waitresses as needed 

● Set out bowls with 5-6 packets of oatmeal on each table 

● Prepare any condiments for morning, if needed pull any breads from freezer and set on counter to 
thaw overnight 

● Check menu for next day and make sure there is enough of everything needed. If something is going to 
run out or something is missing that is needed, call the Hill Kitchen right away to have it sent over in 
the morning. 

● Make sure kitchen is spotless, all food is put away, windows are shut, and lights are turned off before 
you leave for the night. 

 
Additional Duties 
In addition to the responsibilities listed above, the Food Service Director and Assistant have a number of other 
duties.  
1. The kitchen and pantry area should be swept and hand mopped at least once daily 
2. The tables and chairs on the deck where admin staff, boat crew, and CIT’s sit should be wiped off 

whenever they are wet or dirty. 
3. The boxes on the porch need to be tied up and left for boat crew at least once daily, or whenever the bin 

gets full 
4. Plants on the deck should be watered daily 
5. Food for overnights needs to be packed. Overnights leave after rest hour on Tuesdays and Thursdays. 

Check with program director to make sure the overnight is going and whether they will need food for their 
guides. Have food packed for the overnight (see list of what is needed) by the end of 1st period on the day 
they are leaving. 

6. The walk-in cooler should be swept and mopped at least once weekly (Note: do not use chemicals in the 
walk-in – just hot water) 

7. The temperature of the walk-in cooler and milk cooler must be checked each day and recorded on log 
sheet with date and initials.  If temp is higher than 40 degrees, action must be taken immediately and 
noted on log. Contact the Director or Assistant Director to determine food damage. 

8. It is the responsibility of the FSD/A to put away any items brought over by the boat crew and left on the 
deck. This may include clean rags, clean sleeping bags, chemicals, and other items. This should be taken 
care of after every meal so bags do not clutter up the deck. 

9. FSD/A are responsible for making sure the island stays stocked with cleaning supplies, rags, toilet paper, 
paper towels, etc. Check the cleaning shed at least once a day to see what we need more of. Counselors 
may also inform FSD/A when they notice something is low. At least once weekly, before Saturday cleaning, 
consolidate bottles of cleaning supplies and send empty bottles over with boat crew to be filled and 
returned. Clearly label anything that is sent with boat crew as to where it is to go and whether it needs to 
be returned. For example, all bags of rags should read: “To Washing-tons. Please wash and return to 
Tapawingo.” 

10. The back washhouse should be checked over daily and cleaned once a week, usually on Saturday or 
Sunday. Put away any misc. items, clean sinks, stock with soap and bleach and check for general 
cleanliness. 
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11. FSD/A is responsible for making sure the water cooler on the deck stays full and stocked with cups. Check 
this periodically, especially on hot days, and refill with ice and water.  Clean this daily as well. 

12. FSD/A are also responsible for the cleanliness/orderliness of the attic. 
 
Special Days/Meals 
1. Pizza Night: One night each week is pizza night. Prepare salad bar as normal, but do not turn on or uncover 

buffet line. Set out a variety of soda types on the buffet line for waitresses to get for their cabin and a bag 
for empty cans by the trash can. When the pizza comes over from the Tee-Pee, have waitresses take one 
box each to set on their table. Announce to the girls that they have to partner with another table to come 
up and get a second box. Make sure to set aside sufficient amount for admin staff and boat crew. This 
meal is an easy set-up and clean-up and is usually done on Big Event night. 

2. Malaysian Buffet: This dinner is a lot of extra prep, but very popular. Do not prepare salad bar. Instead, 
prepare assorted toppings (see list) throughout the afternoon. Fill salad bar with these items and pull into 
main Fireside dining room across from the buffet line. Make sure to have backups of popular cut items, 
especially strawberries. Explain the meal to the girls, how to move through the line, and reiterate no 
switching of utensils and only one scoop of each topping the first time through. 

3. Friday Night:  
a. During 3rd and 4th period the CIT’s will be assigned to help decorate the dining hall and set the 

tables. The fruit baskets are taken off the tables and placed in the pantry/store, and the salad bowl, 
bread, and dessert are pre-set. 

b. Counselors are allowed to have hot chocolate, coffee, or tea, so make sure coffee is brewed and 
hot water and all the supplies are on the counter 

c. Boat crew members and other staff from COTW come over and serve this meal. When they arrive, 
orient them on the food handling policies, essentially emphasizing the need to wash hands and 
wear gloves at all times. Place plates on the end of the line for them to take and fill with food for 
the girls.  They must sign a document on their orientation and this must be handed to the Director 
after each week. 

d. FSD/A are responsible for announcing cabin clean-up winners during the award ceremony in the 
chapel on Friday night. Get creative! Write a song, dress up, etc. 

e. There is an ice cream party for the winner of cabin clean-up immediately following the award 
ceremony. Pull ice cream out from freezer ahead of time so it softens, and set up toppings in salad 
bar, along with bowls and spoons. 

4. Saturday: 
a. FSD/A are responsible for preparing cleaning buckets for all cabins on Saturday morning. Get 10 

buckets from cleaning shed, put in pink spray, orange spray, blue spray, gloves, and a copy of 
cleaning responsibilities sheet, and set out on deck. Pull down vacuums and blue bags of clean 
sheets (as these bags are brought over by the boat crew throughout the week, ensure they have 8 
sheets in each) from attic and place on deck with buckets. Have these out early, as some 
counselors will start cleaning before breakfast. 

b. FSD/A are in charge of supervising all cleaning within the Dining Hall and ensuring it is done 
properly. The list for cleaning on Saturday is found in the Closing Day section, and several 
counselors will be assigned to this area. 

c. Check with the Assistant Director to get the stayover schedule and specific responsibilities for the 
weekend. Stayover lunch is usually on the beach. Prepare needed food (get list from Assistant 
Director) and utensils to be picked up by admin. staff. Saturday dinner is usually at the Tee-Pee on 
the mainland, so no prep will be needed. Help out with stayover program as assigned and needed. 

5. Sunday: 



153 

 

a. Sunday breakfast and lunch will be sent over on Saturday to allow the boat crew Sunday morning 
free to attend church. Prepare for and clean-up after these meals, as well as continuing to 
participate in stayover schedule until counselors return from day off.  

b. During afternoon, FSD/A should prep for dinner and fulfill other food related responsibilities first, 
then be available to help with any other needs such as unloading luggage, leading tours, or 
anything else they may be asked to do. 

c. During dinner, the Food Service Director will be given a few minutes to give some dining hall 
announcements and rules for the week. Make sure to include the following:  

● getting quiet when someone is at the post 
● no one should come behind the Fireside sign above kitchen counter 
● the set-up of the buffet line and salad bar and how to go through it 
● the cow and the juice machine, cabin is allowed to fill ½ pitcher with juice at lunch and 

dinner after everyone has had at least one glass of water 

● red spigot for hot water for oatmeal 
● 2 cereals are allowed at breakfast 
● do not switch utensils – someone may be allergic! 
● purpose of slop bucket and where it is 

● if a table’s milk or juice is empty in the morning, ask other cabins before refilling so we 
don’t waste 

● let a counselor or FSD/A know if the trash can is full, don’t keep piling so it overflows 

● stack dishes so as to make as few trips to the trash can as possible (make this a competition) 
● the location of the recycle bins and trash bin behind dining hall, importance of tying all 

trash, not throwing in loose  
 
Ordering 
The Food Service Director is responsible for all ordering and making sure the needed food and paper products 
are always on hand. The best way to do this is to do a complete walk through of the kitchen and pantry, noting 
items that are low and need to be ordered. Double check this with a menu and make sure everything is 
ordered that will be needed before the next order comes in. Don’t forget items not on the menu, such as hike 
food and paper products. Fill out order sheet and give to Assistant Director to place order online. Orders from 
Sysco arrive on Monday, Wednesday and Friday mornings. Orders must be placed before 2pm on the day 
before to arrive on time.  
 
It is best to over order on things like paper products, as they will go quickly. Keep extra boxes up in the attic 
and always have more than you think you need on hand – a box of plates will go in a day and a half. 
 
Certain perishable items go bad quickly (ie grapes, strawberries, and mushrooms). Try to order these to come 
in as close to the day they’re needed as possible, to avoid them going bad. In doing the walk through while 
ordering, double check these items, even if there appears to be a full case, to see if they have gone bad and a 
new case needs to be ordered. 
 
As the end of the summer nears, be careful about ordering a full case of something of which we may only use 
a limited amount. It might be better to just go without this item or substitute a different one to avoid waste, 
depending on the specific item. Ask the Assistant Director when in doubt about a specific item. 
 
When an order comes in, the boat crew will bring the order sheet with it. Check to make sure everything on 
the sheet was delivered, indicate missing items, and give to Assistant Director to follow up and file. As a 
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double check, have your own order sheet and check off all items.  Orders often come in at busy times, but try 
to put away the order as soon as possible, as the pantry is small and gets cluttered very quickly. If order comes 
right at a meal time, recruit help from a few counselors to unload from the boat and immediately put away 
any refrigerated or frozen items. Put away the rest ASAP. 
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APPENDIX 
 

 
Radio Etiquette 

 
The following procedures must be strictly adhered to: 
 
Holding a conversation: 
 
Prior to beginning a radio conversation, please be sure all ongoing communications are completed.  Be sure 
both parties have “Cleared.” 
 
A conversation should be started by identifying yourself and the party you are attempting to reach.  
  Ex.  "Unit 15 to Unit 2" 
 
When a conversation is completed, both parties should close their communications by “clearing.” 
  Ex. "Unit 15 Clear" and "Unit 2 Clear" 
 
Please watch what you say over the radio.  Every person with a radio, any staff or guest within earshot of a 
radio as well as several people in town with scanners will hear all that is said.  When possible, use the assigned 
codes for maintenance problems.  If necessary, ask the second party if they are near a phone or can get to a 
phone and call them. 
 
Code Red/Yellow/Blue 
 
When there is an emergency, a "CODE" will be announced over the radio.  During a "CODE" you should not use 
your radio until the Code is cleared by the nurses.  Please refer to the information previously given you 
regarding your response.  You should know your responsibilities based upon your unit number.  Any person 
assuming work related responsibilities for these units should also be prepared to assume emergency 
responsibilities.   
Code Red = Ambulance 
Code Yellow = Fire 
Code Blue = Police 
 
Lost Child at COTW 
 
If a report of a lost child is announced over the radio, all personnel should drop what they are doing and join 
the search.  If a parent or guardian approaches you regarding a lost child, obtain the child's name, sex, age and 
clothing.  You should then put out a call to ALL UNITS stating that you have a LOST CHILD and provide the 
name, age, sex, and clothing information.  You should then stay with that person so they can be notified as 
soon as the child is found.  
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Tapawingo SOAPnote 

Subjective: (Record the following: Full name, age, location, date, time, detailed description of event, 

chief complaint, signs/symptoms) 

 
 

 
 
 
 

Objective:   
Head-to-toe exam: (Record abnormal findings describing each in detail. Include pain, specific location, 

swelling, motion, CSMs, etc.) 
 
 

 
 
 
 
  Vital signs: (use back of page as needed) 

Time        

Heart Rate        
Respiration Rate        
Level of Conscious        
Skin: Color, Temp, 
Moisture 

       

Med. History: (Give detailed info regarding: Allergies, Medicines, Pertinent Medical History, Last ins & 

outs, Events leading to injury) 

 
 
 

 
 
 

Assessment: (Numerically list each problem found in exam) 

 
 
 

 
 
 

 

Plan: (List care for each problem found and plan for evacuation. – continuing/hike out/get help – send 

copy of SOAP if sending for help) 
 
 

Name of counselor(s) providing care_____________________________Date______________ 
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Tapawingo Pre-Departure Van Checklist 
Van Number: ______ 

Before getting into van:   
  Walk around the van, check for dents/scratches. Report any, in writing, to Director upon 

returning. 
  Check for fumes, drips, leaks, or strange odors.  
After van is started:   
  Listen for unusual engine noises   
  Check all gauges and warning lights, oil pressure, temperature, and fuel 

  Check all switches   
  Test horn   
  Check fans and defrosters   
  Test windshield wipers and fluid  
  Check windshield condition   
  Check vents   
  Test brakes   
  Examine cleanliness and condition of interior (steps, floor, seatbelts, seats). Throw away any 

trash. 
  With the navigator, check brake lights, signal lights, headlights, and emergency flashers 

  Check inside and outside mirrors  
  Check to make sure vehicle is clear of all persons or dangerous material 

  Look under vehicle for fluid leaks  
  Check fluid levels   
  Check condition of tires, treads, air pressure, and any bulging or cracking 

  Check for first aid kit, reflectors, and fire extinguisher. These are required! 

    

 Name Signature Date 
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Camper Bathroom Checklist (before breakfast) 

What to clean M T W Th F 

Spray and wipe down the sinks with disinfectant.      

Spray and wipe down the mirrors with window cleaner.      

Spray and wipe down the showers with disinfectant.      

Spray and wipe down the shower curtains with disinfectant. Especially focus 
on the bottom of the curtain and make sure that the curtains are dry when 
you are done. 

     

Spray and wipe down the inside and outside of the toilets with disinfectant.       

Empty the treasure boxes and put in a new liner.      

Sweep the floor.      

Wipe down the floors with floor disinfectant using mop bucket and mop.      

Dry floor with large towels and feet as best you can.      

Empty trash can and put new liner in it.      

Disinfect trash can lid.      

Disinfect all door handles.      

Check the dirty rag bin. If it is halfway full empty it. Label the (halfway) full rag 
bag “To Washington’s Return to Tapawingo” and put it on the lodge porch 
(don’t put dirty rags in the kitchen). Put a new liner in the bin. Disinfect lid. 

     

Check the supplies and replenish/reorganize if needed. Inform FSD of what 
needs restocking. 

     

Take out lost and found and put it in the lost and found bin on the lodge 
porch. 

     

Sweep off porch.      

Counselor Initials (once it has been completed)      
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Camper Bathroom Checklist (5:00 PM) 

What to clean M T W Th F 

Spray and wipe down the sinks with disinfectant.      

Spray and wipe down the mirrors with window cleaner.      

Spray and wipe down the showers with disinfectant.      

Spray and wipe down the shower curtains with disinfectant. Especially focus 
on the bottom of the curtain and make sure that the curtains are dry when 
you are done. 

     

Spray and wipe down the inside and outside of the toilets with disinfectant.       

Empty the treasure boxes and put in a new liner.      

Sweep the floor.      

Wipe down the floors with floor disinfectant using mop bucket and mop.      

Dry floor with large towels and feet as best you can.      

Empty trash can and put new liner in it.      

Disinfect trash can lid.      

Disinfect all door handles.      

Check the dirty rag bin. If it is halfway full empty it. Label the (halfway) full rag 
bag “To Washington’s Return to Tapawingo” and put it on the lodge porch 
(don’t put dirty rags in the kitchen). Put a new liner in the bin. Disinfect lid. 

     

Check the supplies and replenish/reorganize if needed. Inform FSD of what 
needs restocking. 

     

Take out lost and found and put it in the lost and found bin on the lodge 
porch. 

     

Sweep off porch.      

Counselor Initials (once it has been completed)      
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Dining Hall Clean Up After Breakfast Checklist 

What to clean M T W Th F 

Pick up trash. If the trash bins are full, empty the bins and put new liners 
in. 

     

Sweep, move the benches to make sure you get all the nooks and 
crannies. 

     

Put any lost and found on the lodge porch      

Remove any stray items from tables and bring to the kitchen.      

Turn off the lights as you exit.      

Counselor Initials (once it has been completed)      

 
Dining Hall Clean Up After Lunch Checklist 

What to clean M T W Th F 

Pick up trash. If the trash bins are full, empty the bins and put new liners 
in. 

     

Sweep, move the benches to make sure you get all the nooks and 
crannies. 

     

Put any lost and found on the lodge porch      

Remove any stray items from tables and bring to the kitchen.      

Turn off the lights as you exit.      

Counselor Initials (once it has been completed)      

 
Dining Hall Clean Up After Dinner Checklist 

What to clean M T W Th F 

Pick up trash. If the trash bins are full, empty the bins and put new liners 
in. 

     

Sweep, move the benches to make sure you get all the nooks and 
crannies. 

     

Put any lost and found on the lodge porch      

Remove any stray items from tables and bring to the kitchen.      

Turn off the lights as you exit.      

Counselor Initials (once it has been completed)      
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Office and Store Cleaning Checklist 

What to clean M T W Th F 

Vacuum offices, including Director’s office.      

Wipe down office surfaces with disinfectant.      

Wipe down office door handles with disinfectant.      

Wipe down office windows with glass cleaner.      

Wipe down store surfaces with disinfectant.       

Wipe down store door handles with disinfectant.      

Wipe down store windows with class cleaner.      

Sweep Store.      

Mop store floor with floor sanitizer and dry.      

Sweep store porch.      

Empty store trash can and put new liner in trash bin.       

Counselor Initials (once it has been completed)      

 
Chapel Cleaning Checklist 

What to clean M T W T
h 

F 

Sweep the chapel and the porch.      

Vacuum the runner.      

Disinfect surfaces and doorhandles (don’t use any cleaner on the 
piano)! 

     

Make sure there are no stray items sitting on the piano and that it is 
covered and plugged in. 

     

Empty garbage and put new liner in it.      

Make sure the chapel is in proper order (benches straight, books put 
away, doors closed, lights off) 

     

Straighten up archery closet.      

Sweep archery closet.      

Straighten up props closet.      

Sweep props closet.      

Sweep stage.      

Wipe off dry erase board.      

Water the flowers in front of the chapel and along the gravel walk.      

Counselor Initials (once it has been completed)      
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Craft Cabin and Infirmary Cleaning Checklist 

What to clean – Craft Cabin M T W Th F 

Cover all paint cups with Saran wrap.      

Rinse all brushes completely.      

Disinfect all tables inside and outside the crafts cabin.      

Disinfect all chair and stack on tables.      

Sweep craft cabin thoroughly.      

Empty craft cabin indoor trash cans. Replace the can liner and take 
boxes to the Lodge porch. 

     

What to clean - Infirmary      

Vacuum the infirmary waiting area.      

Empty infirmary trash and put new liner in.      

Fill up the water jug with ice water. Make sure there are enough cups.      

Disinfect surfaces.      

Disinfect door handles.      

Counselor Initials (once it has been completed)      

 
Garbage and Sweep Porches 

Garbage M T W Th F 

Take an empty trash bag and walk around the island picking up 
microtrash. 

     

Take out trash and replace trash can liners from the cans outside 
Shoshone, Crafts Cabin, Chapel, Lean-to, and Lodge Porch. 

     

Empty recycles behind Dining Hall as bags get more full.      

Break down boxes and tie them up.      

Counselor Initials (once it has been replaced)      

Sweep Porches      

Sweep lodge porch.      

Sweep director’s cabin porch.      

Sweep office porch.      

Sweep director’s office porch.      

Water plants in front area with the hose. Put the hose back 
properly. 

     

Counselor Initials (once it has been completed)      
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Clean Back Wash-House and Organize Sheds 

Back Wash-House M T W Th F 
Finish any dishes with 3-Sink Wash Method      

Straighten up back wash house. Return any stray items to their proper 
location. 

     

Disinfect back wash-house sinks.      

Sweep back-wash house interior and porch.      

Lock the back wash-house.      

Counselor Initials (once it has been replaced)      

Organize Sheds      

Organize trip sheds.      

Sweep interior of trip sheds.      

Alert Program Directors in writing if any gear is missing or broken.      

Counselor Initials (once it has been completed)      

 
 
 
Location of Checklists: 

1. Camper Bathroom Checklist: Front of the chemical cabinet in bathroom. 

2. Dining Hall Checklist: Above the fire extinguisher. 

3. Office and store: In the office above the fire extinguisher and in the store above the fire extinguisher. 

4. Chapel: Posted above the hymnals on the door. 

5. Craft cabin/Infirmary: In the crafts cabin, by the desk. In the infirmary near door. 

6. Garbage/Sweep porches: In pantry above the brooms. 

7. Clean Back Wash-House and Organize Sheds 


