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Girl Guides of Canada - Nova Scotia Council

CAMPING ADVISORY COMMITTEE

KWAH-EE CAMP WORKING GROUP ROLES

Position Description

Draft July 16 2010

Girl Guides of Canada - Guides du Canada (GGC) is a movement of girls and women that challenges members in their personal development and empowers them to be responsible citizens.

Purpose
To manage and host the winter and summer Provincial Standing Camps for Guide and Pathfinder age members delivering a high standard of camping experience for all. 

Accountability

Provincial Camping Adviser & Kwah-ee Committee Chair
Overview

Summer Kwah-ee provides an opportunity for Adults to mentor and provide support to Pathfinders and Ranger age girls in their efforts to develop and expand on their leadership skills through supervision of Patrols, at a summer weeklong camp(s).  1st and 2nd year Pathfinders work as Patrol Shadows, working along with and learning from her Patrol Leader. 2nd, 3rd year Pathfinders and Rangers are Patrol Leaders who take on the responsibility for supervising a patrol of six girls for a week.

The weekend winter camps are residential with a focus of being comfortable while learning skills for a different season.
While there are specific roles that adult members are assigned, all Kwah-ee adult staff are responsible to assist with the following:

· Setting up tents for the campers, Patrol Leaders and Shadows and Staff.
· Attending a staff meeting to finalize activities. 

· Carrying out the prearranged schedule. Often the schedule has minor changes due to weather and other circumstances. 
· The staff assists the campers with carrying out the daily duty roster. 

· Attending nightly staff meetings to review the day and to prepare for the next day’s activities. 
· Assisting Patrol Leaders and Shadows with nightly duty. 

· Providing a safe, fun camping experience for the campers. 

· Assisting with break down 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 

· Program Guider
· Float Guider
· Quartermaster(s) 
· Junior Quartermaster
· First Aider

Youth:
· Patrol Leader / Shadow

Position Descriptions

Responsible Guider 
Purpose: To Be Added

Pre-Camp: 

· To assist with pre-camp planning meetings

· To assist with development of camp programs

Camp: 

· To prepare the 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 Kwah-ee Committee Chair immediately

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

· To ensure completion and distribution of Camper Activity Report

· To facilitate staff meetings as required

· To distribute and ensure night security schedule

· 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 Kwah-ee Committee Chair

· To assist the Kwah-ee Committee Chair with staff evaluations

Specific Qualifications: 

· To hold the OAL

Program Guider
Responsible to: Responsible Guider
Purpose: To assist the Responsible Guider and other staff members in planning and implementation of the program at the Kwah-ee camp.

Pre-Camp:

· To attend the pre-camp planning meeting

· To assist the Responsible Guider with pre-camp preparations 

· To assist the Responsible Guider with planning camp program 

· To be responsible for planning and acquiring material needed for crafts, games, adventure and program activities which have been deemed necessary, remaining within allotted camp budget 

Camp:

· To ensure that a happy, positive learning environment is being created for each camper 

· To implement and supervise designated activities 

· To assist other staff when necessary 

· To be aware of health and safety of all campers and staff 

· To assist with care and maintenance of camp equipment and the camp facility 

· To report damage to or failure of equipment or facility to the Responsible Guider
· To attend staff meetings as require


Summer Kwah-ee only: 

· To be responsible for supervising two Patrol Leaders and their patrols 

· To assist and relieve Patrol Leaders as required 

· To participate in night security duty 

Post Camp:

· To oversee and assist, if necessary, designated patrols upon leaving camp 

· To assist with closing of the campsite 

· To prepare evaluations and reports as required by the Responsible Guider
Float Guider
Responsible to: Responsible Guider

Purpose: To assist the Responsible Guider and other staff members in planning and implementation of the program at the Kwah-ee camp.

Pre-Camp: 

· To attend the pre-camp planning meeting

· To assist the Responsible Guider with pre-camp preparations

· To assist the Responsible Guider with planning camp program

· To assist with the planning and acquiring of material needed for crafts, games, adventure and program activities which have been deemed necessary, remaining within allotted camp budget

Camp: 

· To ensure that a happy, positive learning environment is being created for each camper 

· To assist Program Guiders as required

· To implement and supervise designated activities

· To assist the Responsible Guider, Quartermasters, or First Aider when necessary

· To be aware of health and safety of all campers and staff

· To assist with care and maintenance of camp equipment and the camp facility

· To report damage to or failure of equipment or facility to Responsible Guider 

· To attend staff meetings as required

Post Camp: 

· To oversee and assist if necessary upon leaving camp

· To assist with closing of the campsite

· To prepare evaluations and reports as required by Responsible Guider
Specific Qualifications: 

· Hold the OAL

Quartermaster(s) (working as a team)
Responsible to: Responsible Guider
Purpose: To plan healthy camp menus and to maintain a high standard of cleanliness in the storage, preparation and distribution of food


Pre-Camp:

· To attend the pre-camp planning meeting

· Begin preparing camp menus at the pre-camp planning meeting

· Prepare the final camp menu taking into consideration any food allergies of campers and 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

Camp:

· Prepare, with assistance, camp meals, including all staff meals

· Prepare, with assistance, patrol box ingredients

· 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 food and supplies following camp to Responsible Guider
· 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 or her delegate

· Prepare any other reports as required by Responsible Guider
Specific Qualifications: 

· Strong knowledge and practice of food handling and preparation

· Good knowledge of the Canada Food Guide

Junior Quartermaster
Responsible to: Quartermaster(s)
Purpose: To assist the Quartermaster(s) in planning healthy camp menus.
To maintain a high standard of cleanliness in the storage, preparation and distribution of food

Pre-Camp:

· To attend the pre-camp planning meeting

· To assist the Quartermasters in preparing the final camp menu taking into consideration any food allergies of campers and staff

· To assist with any pre-camp food preparation

· To complete other pre-camp duties as required by the Quartermasters

Camp:

· Be in kitchen ½ hour prior to meals

· Assist with preparation of camp meals as required

· Post all menus

· Ensure patrol boxes are properly prepared and replenished daily

· Renew patrol ice-packs

· Measure and distribute food to Patrol Leaders for patrol cooking

· Assist with patrol box preparation and maintenance

· Supervise patrol food storage 

· Refill drinking water jugs

· Fill dishwater jugs at end of all meals

· Maintain cleanliness in the kitchen and food storage area

· Communicate with Quartermasters on low amounts of items needed for grocery run

· Attend staff meetings as require

· Post Camp:

· To assist with distribution of left over food and cleaning supplies

· To assist with closing all food related areas

· To prepare reports as required by the Quartermasters

First Aider
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 prepare a report for each Patrol Leader listing any health conditions and/or allergies for each girl in her patrol

· To alert the Quartermasters of any food allergies

· To ensure that proper accident forms are available

· To advise the local hospital and arrange for a local doctor to be aware of our presence at camp

· To prepare several books and games to occupy campers and a sleeping bag, if needed, in case of illness or homesickness

· To pick up Provincial First Aid Kit and purchase any supplies necessary to replenish it, keeping within First Aid budget, in consultation with Responsible Guider
Camp:

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

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

· To set up a First Aid station

· To ensure ALL personal medication and personal health forms are kept in locked container provided by Kwah-ee Management Team

· To administer and record ALL medications and treatments given at camp on H.3 and H.4 forms

· To check daily for cleanliness of patrol areas, grease pits and sleeping areas

· To check daily on the personal hygiene of campers and staff

· To set up and monitor a recyclable station at camp

· To report all health and safety hazards and situations not up to standards to the Responsible Guider 
· To be in attendance at all waterfront sessions

· To attend staff meetings 

Post Camp:

· To ensure that the First Aid area is clean

· To report depletion of supplies within the Provincial 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

· To prepare a final Health Report of the camp and forward it to the Responsible Guider
· To return First Aid Binder to Responsible Guider
Specific Qualifications: 

· Hold a Standard First Aid or higher qualification

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

Team Roles: Youth
Patrol Leader / Shadow
Responsible to: Responsible Guider and Designated Program Guider

Purpose: To be responsible for supervising a patrol of six girls for a week at the Kwah-ee camp.

Pre-Camp:

· To attend the pre-camp planning meeting

· To write a welcome letter to each girl in designated patrol

· To make a patrol banner

· To prepare a name tag for each member of the patrol

· To plan several activities for free time, patrol time and rainy days

Camp:

· To create a happy, positive learning environment for each girl 

· To be aware of any health problems and/or any food or environmental allergies for the girls in your patrol

· To supervise your patrol at all times unless otherwise arranged

· To attend to the well being of members of your patrol by ensuring the cleanliness of patrol area, sleeping quarters and ongoing personal cleanliness

· To be responsible for overseeing, along with your patrol, one of the following duties: wood and water; garbage and recycling; cleaning of lats; ground sweep; flag break; and campfire

· To participate in night security as required

· To be aware of correct usage of camp equipment and report any problems immediately to the Responsible Guider
· To attend staff meetings as required

Post Camp:

· To assist girls in packing and leaving camp

· To ensure that patrol area is clean

· To assist with closing of the campsite
· To be prepared to report on week 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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