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Girl Guides of Canada - Nova Scotia Council

CAMPING ADVISORY COMMITTEE

QUEST WORKING GROUP ROLES

Position Description

Final Dec 2010

Mission

Girl Guides of Canada-Guides du Canada enables girls to be confident, resourceful and courageous, and to make a difference in the world.
Purpose
To manage and host the Provincial Quest Camping experience Pathfinder and Ranger age members delivering a high standard of camping experience for all. 

Accountability

Provincial Camping Adviser & Quest Management Committee Chair
Overview
Quest is an adventure style camping challenge weekend that is available to all members aged 12 – 15 years at the time of the event, which is usually held annually in the Fall.

Members participate in teams of 4 girls and go on a Quest completing various projects along the way.  Projects challenge the Team’s abilities in reasoning, leadership, teamwork, and endurance and are scored appropriately. 

While there are specific roles that adult members are assigned, all Quest adult staff are responsible to assist with the following:

· Attending a staff meeting to finalize activities. 

· Carrying out the prearranged schedule. Often the schedule has minor changes due to weather and other circumstances. 
· Attending nightly staff meetings to review the day and to prepare for the next day’s activities. 
· Providing a safe, fun camping experience for the campers. 

· Assisting with breakdown of camp and assuring that campers leave with all their belongings

· All staff must possess:

· Enjoyment in working in a camp setting with young people and adults

· Good organizational and communications skills

· Ability to delegate

· Good team building skills

· Positive and flexible attitude

Team Roles:

Adults:
· Responsible Guider 

· Assistant Responsible Guider

· Registrar
· Site Coordinator
· Kitchen / Quartermaster
· Security Coordinator
· Security Staff
· First Aid Coordinator
· First Aiders
· Project Coordinator
Position Descriptions

Responsible Guider 
Responsible to: Quest Management Committee Chair ???
Purpose: Coordinate Quest camp event for Nova Scotia Girl Guides. 

Pre-Camp: 

· To assist with pre-camp planning meetings

· To assist with development of camp programs

Camp: 

· To prepare Safe Guide paperwork.

· To supervise set up of the camp

· To be aware of and ensure all health and safety measures are met for all campers and staff

· To develop and implement plans for emergency procedures

· To be responsible for the care and maintenance of camp equipment and the camp facility

· To report damage to or failure of equipment to the Quest Management Committee Chair immediately

· To supervise and assist with the implementation of the camp program

· To facilitate staff meetings as required

· To continuously evaluate the camp program and staff

Post-Camp: 

· To oversee the closing of the campsite

· To prepare any written evaluations requested by the Quest Management Committee Chair

· To assist the Quest Management Committee Chair with staff evaluations

Assistant Responsible Guider 

Responsible to: Responsible Guider
Purpose: Assist with the coordination of the Quest camp event for Nova Scotia Girl Guides. 

Pre-Camp: 

· To assist with pre-camp planning meetings

· To assist with development of camp programs

Camp: 

· Act as responsible Guider, assuring compliance with Safe Guide in the event that the Responsible Guider is unable.
· To supervise set up of the camp

· To be aware of and ensure all health and safety measures are met for all campers and staff

· To develop and implement plans for emergency procedures

· To be responsible for the care and maintenance of camp equipment and the camp facility

· To report damage to or failure of equipment to the Quest Management Committee Chair immediately

· To supervise and assist with the implementation of the camp program

· To facilitate staff meetings as required

· To continuously evaluate the camp program and staff

Post-Camp: 

· To oversee the closing of the campsite

· To prepare any written evaluations requested by the Quest Management Committee Chair

· To assist the Quest Management Committee Chair with staff evaluations

 Registrar

Responsible to: Responsible Guider

Purpose: To be responsible for the Quest Team Registrations.

Pre-Camp:

· To attend the pre-camp planning meeting
· To review all guidelines as outlined in Safe Guide
· To liaison with Provincial Office regarding registrations.
· To prepare receipts for all Team Registrations received 
· To contact, where necessary, Team Contact Guiders for clarification in missing paperwork
· To review, update and maintain Team Registration package information and forms.
· To update Responsible and Assistant Responsible Guider weekly regarding Registration status 
· To prepare Team registration packages
· To ensure all Health Forms are securely delivered to First Aid Coordinator prior to the beginning of the event
· To provide full participant listing to Responsible Guider, Assistant Responsible Guider, Security Coordinator, and First Aid Coordinator
· To immediately advise Responsible Guider in the event Safe Guide requirements have not been met by any Team Registration
Camp:

· To set up and staff Team Registration area prior to Team arrival

· To advise Responsible Guider any changes in Team Registration

· To report all health and safety hazards and situations not up to standards to the Responsible Guider

· To attend staff meetings

Post Camp:

· To ensure that the First Aid area is clean

· To report depletion of supplies within the First Aid Kit to the Responsible Guider

· To assist with closing of the campsite

· To prepare a final Team Registration Report of the camp and forward it to the Responsible Guider

· To return Team Registration Binder to Responsible Guider

Qualifications:

· Must be 19 years of age or older at time of camp

Site Coordinator 
Responsible to: Responsible Guider

Purpose: To be responsible for the overall team site set up.

Pre-Camp:

· To attend the pre-camp planning meeting
· To review all guidelines as outlined in Safe Guide
· To assist in site selection for event
· To visit event site prior to camp
· To prepare a site plan
· To review Event Emergency Response Plan and assist in its revision when required.
· To make Responsible Guider aware of any site requirements.
· To ensure that the needs of staff, teams and projects are met with event site.
· To obtain all Team site markers
· To assist in recruiting site team as required
· Arrange for Site Signage as determined by planning team
Camp:

· To adhere to ALL guidelines as outlined in Safe Guide

· To set up site signs as required

· To set up team sites prior to Team Registration

· To check regularly on Team sites to ensure are safe

· To check regularly on site facilities to ensure are clean and clear of debris, mess, etc.

· To report all health and safety hazards and situations not up to standards to the Responsible Guider

· To attend staff meetings

Post Camp:

· To ensure that the Team site area and facility is clean

· To report depletion of supplies to the Responsible Guider

· To assist with closing of the campsite

· To return all site markers to Responsible Guider

· To prepare a final Site Report of the camp and forward it to the Responsible Guider

Qualifications:

· Be able to delegate and follow instructions
· Must be 19 years of age or older at time of camp

Kitchen / Quartermaster 
Responsible to: Responsible Guider

Purpose: To plan and prepare a healthy menu for core staff during a two day outdoor camp in accordance with Canada’s food guide and allergies noted by staff.

Pre-Camp:

· To attend the pre-camp planning meeting
· Begin preparing camp menus prior to the pre-camp planning meeting
· Prepare the final camp menu taking into consideration any food allergies of staff
· Estimate quantities of food and cleaning supplies required at camp
· Prepare a grocery list necessary for camp
· Prepare menus for posting at camp
· Purchase groceries as economically as possible keeping within the camp food budget
· Complete any necessary pre-camp food preparation
· Arrange for deliveries of food and supplies as required 
· Keep a running record of total food cost with receipts
· Remain in contact at all times with the Responsible Guider regarding menu, grocery list, allergies (and preferences), and other issues as they arise.
· Communicate with Quartermaster team regularly with updates on planning team decisions.
Camp:

· Prepare camp meals for staff

· Keep a station stocked with water, coffee and tea for staff throughout the event as agreed to insure all staff can stay hydrated 

· Oversee proper storage of food and fluids

· Maintain cleanliness in the kitchen and food storage area

· Replenish supplies as necessary

· Report damage to or failure of equipment to the Responsible Guider 

· Attend staff meetings as required

Post Camp:

· Forward all remaining non-perishable food and supplies following camp to Provincial Office

· Oversee closing of all areas used by the Quartermasters

· Prepare a financial statement for all food and cleaning supplies, forwarding all receipts and money to Responsible Guider 

· Prepare any other reports as required by Responsible Guider

Qualifications:

· Good organizational and communications skills
· Ability to delegate and follow instructions
· Strong knowledge and practice of food handling and preparation
· Sound knowledge of the Canada Food Guide

Security Coordinator
Responsible to: Responsible Guider
Purpose: To be responsible for the overall safety of the camp.
Pre-Camp:

· To attend the pre-camp planning meeting
· To review all safety guidelines as outlined in Safe Guide
· To review arrival and departure schedules for staff, teams and project groups.
· To make Responsible and/or Assistant Responsible Guider aware of any safety/security concerns related to the facility and site.
· To develop a security schedule for the event.
· To review Event Emergency Response Plan and assist in its revision when required.
· To plan for a security station and schedule for it to be staffed.
· To arrange for security vests to be available for all security staff.
· To recruit qualified security personnel to staff security station while projects are being run; and any additional times as determined by planning team.
· Communicate with security team information from planning team.
Camp:

· To adhere to ALL the safety guidelines as outlined in Safe Guide

· To ensure the safety of the camp.

· To be a liaison with Responsible and/or Assistant Responsible Guider and Team/Project Guiders regarding any safety issues.

· To set up security station

· Coordinate and adjust as required Security Schedule.

· To ensure arrivals and departures are recorded throughout the event as required.

· To report all security issues to the Responsible Guider and/or Assistant Responsible Guider.

· To attend staff meetings

Post Camp:

· To ensure that the security area is clean

· To assist with closing of the campsite

· To prepare a final Security Report of the camp and forward it to the Responsible Guider

· To return Security Binder to Responsible Guider

Qualifications:

· Ability to be calm in emergency situations
· Good organizational and communications skills
· Ability to delegate 
· Must be 19 years of age or older at time of camp

Security Staff
Responsible to: Security Coordinator

Purpose: To be responsible for the overall safety of the camp.
Pre-Camp:

· To attend the pre-camp planning meeting with Security Coordinator
· To review all safety guidelines as outlined in Safe Guide
· To review all schedules with Security Coordinator.
· To review Event Emergency Response Plan.
Camp:

· To adhere to ALL the safety guidelines as outlined in Safe Guide

· To be ready to report to duty no later than 5:30pm Friday.

· To ensure the safety of the camp.

· To ensure arrivals and departures are recorded throughout the event as required.

· To report all security issues to the Security Coordinator, Responsible Guider and/or Assistant Responsible Guider.

· To attend staff meetings

Post Camp:

· To ensure that the security area is clean

· To assist with closing of the campsite

Qualifications:

· Ability to be calm in emergency situations
· Must be 19 years of age or older at time of camp

First Aid Coordinator
Responsible to: Responsible Guider

Purpose: To be responsible for the overall health and well being of the camp, including the campers, staff and facility.

Pre-Camp:

· To attend the pre-camp planning meeting
· To review all health and safety guidelines as outlined in Safe Guide
· To review all health forms prior to camp, ensuring all errors or omissions are corrected
· To contact, where necessary, parents of campers or staff to clarify medical conditions
· To make Responsible and Assistant Responsible Guider aware of any health conditions and/or allergies of any adults or girls attending Quest.
· To alert the Quartermasters of any staff food allergies
· To ensure that proper incident and medical forms are available
· To review Event Emergency Response Plan and assist in its revision when required.
· To advise the local hospital to be aware of our presence at camp
· To plan for two first aid stations including blankets, cots, and any supplies required.
· To pick up First Aid Kit from Guide House and purchase any supplies necessary to replenish it, keeping within First Aid budget, in consultation with Responsible Guider
· To recruit qualified first aiders as outlined in Safe Guide to staff two first aid stations while projects are being run; and any additional times as determined by planning team.
· Communicate with Staff first aiders information from planning team and create schedule for camp.
Camp:

· To adhere to ALL the health and safety guidelines as outlined in Safe Guide

· To ensure the well being of all staff by being aware of their physical and emotional condition

· To be a liaison with team and project first aiders to ensure supplies and forms are available for their use.

· To set up two First Aid stations

· Coordinate First Aid Schedule and ensure both first aid stations are staffed.

· To ensure ALL personal medication and personal health forms are being kept secure by Team First Aiders or Team Contact Guiders

· To ensure that ALL treatments given at camp are recorded on OA2a and OA2b forms

· To check regularly on the staff and first aid stations

· To report all health and safety hazards and situations not up to standards to the Responsible Guider

· To attend staff meetings

Post Camp:

· To ensure that the First Aid area is clean

· To report depletion of supplies within the First Aid Kit to the Responsible Guider

· To assist with closing of the campsite

· To return all medications and health forms to campers and staff upon departure and discuss any incidents and/or issues with parents at pick-up

· To prepare a final Health Report of the camp and forward it to the Responsible Guider

· To return First Aid Binder to Responsible Guider

Qualifications:

· Hold a Standard First Aid or higher qualification
· Accessible via email
· Must be 19 years of age or older at time of camp

First Aiders 

Responsible to: First Aid Coordinator and Responsible Guider

Purpose: To be responsible for administering first aid assistance from 11 am to 11 pm Saturday

Pre-Camp:

· To communicate with First Aid Coordinator

Camp:

· To adhere to ALL the health and safety guidelines as outlined in Safe Guide

· To maintain the First Aid station when scheduled

· To record ALL medications and treatments given at from 11am to 11pm Saturday on OA2a and OA2b forms

· To check on teams and project personnel to ensure they are keeping hydrated while on duty

· To report all health and safety hazards and situations not up to standards to the First Aid Coordinator or Responsible Guider

· To attend meetings if required

· To ensure that the First Aid area is clean

· To report depletion of supplies within the First Aid Kit to the First Aid Coordinator

· To assist with setting up first aid stations if on duty at that time.

· To assist with closing of the first aid station if on duty at that time.

· To ensure the First Aid Binder is secure at all times while on duty

Qualifications:

· Hold Emergency First Aid or higher qualification
· Must be 19 years of age or older at time of camp

Project Coordinator 
Responsible to: Responsible Guider 

Purpose: To be responsible for establishing Projects for Quest. 

Pre-Camp:

· To attend the pre-camp planning meetings
· To review all guidelines as outlined in Safe Guide
· To review, update and maintain all project registration and information packages.
· To recruit Projects for the event
· To receive all Project registration information.
· To communicate with Quest Registrar to ensure that all required Safe Guide forms are received for adults and girls working on projects.
· To contact, where necessary, project staff to clarify requirements and project information
· To review Event Emergency Response Plan and assist in its revision when required.
· To make Responsible and Assistant Responsible Guider aware of any situations regarding project adults or girls attending Quest.
· To alert the Quartermasters of any accommodations required for Project groups.
· To provide listing of all Project staff (girls and adults) prior to beginning of event to Responsible Guider and Security Coordinator
· To prepare Project site map (location where projects will be set up)
· Complete a camp visit prior to camp, if possible

· To alert Security Coordinator listing of late or alternate arrivals and departures

Camp:

· To ensure all Project group sites are marked

· Staff a Project registration area for groups to register and obtain packets

· Facilitate meeting with Project staff at beginning of camp

· Provide sufficient score sheets to all projects for event

· To assist in monitoring Project area during Project event times

· To close Project area and assist Security in ensuring all girls are no longer in the project area

· To check regularly on the projects

· To report all health and safety hazards and situations not up to standards to the Responsible Guider

· To attend staff meetings

Post Camp:

· To ensure that the Project area is clean

· To report any equipment requirements to the Responsible Guider

· To assist with closing of the campsite

· To collect all Project evaluations and return to Responsible Guider

· Forward project registrations to Responsible Guider

· To prepare a final Project Report of the camp and forward it to the Responsible Guider

Qualifications:

· Must be 19 years of age or older at time of camp



Term of Office
The term of office will be as outlined by the By-laws of Girl Guides of Canada (a three-year term with a possibility of a two-year extension). The time required for the work of the position varies considerably; approximately 2 - 5 hours per week, on average, will be required.  
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