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Welcome to the inaugural summer session of Education Stations’ Campus KIDS!  We are anticipating a fun-filled, action-packed summer and are happy to have you as part of our team for the next eight weeks.  This summer you may expect to be challenged, and recognized, as an employee and a role model.  If you apply consistent focused effort, you may also expect to grow and gain new skills that will serve you well across your lifetime.  The mentorship model advocated by Education Stations requires a willingness to both teach and learn.  You will be asked to keep an open mind while leading and while trying new skills.
As Campus KIDS Staff, we hold the primary responsibility of the safety and general wellbeing of all our students.  This includes physical safety as well as social and emotional security, with an emphasis on making sure each child has fun!  In becoming a mentor/group leader/coordinator/teacher for Education Stations’ Campus KIDS, you are undertaking a critically important role on campus and in the Melrose community.  Carrying out your role with commitment and purpose will benefit you, the students, your fellow staff, the Melrose community and beyond.  With time, the ripples of your effect may be seen globally through the future endeavors of our youth. 

On the following pages, we have laid out the mission, goals and objectives, and standards and guidelines that you as a mentor/group leader/coordinator/teacher will be expected to abide by and fulfill during each day of programming.  The contents of this handbook are your responsibility to know and carry out.  While training covers the content herein, you will still need to read this document carefully.  Ask a supervisor for clarification if you are not certain of any content.  Employees are expected to act as professional and responsible individuals, and to uphold the standards and mission of Education Stations.  

We believe in you, and want you to succeed.  Your experience as a Campus KIDS Employee will be largely determined by your commitment, energy, and attitude toward teaching and learning.  Are you ready to challenge yourself, connect with others, and guide students in all sorts of enriching endeavors?  We are glad to have you onboard, and thank you in advance for your part in making this a memorable summer!

Sincerely,

Joseph F. Casey

Heather Josephson 


Arianna Miliotis

Joseph F. Casey

Dr. Heather Josephson

Arianna Miliotis

Superintendent 

Program Director


Head Site Coordinator

 PURPOSE
Campus KIDS is summer enrichment programming for elementary students in an educational setting.  The acronym KIDS stands for Kinesthetic and Interesting Days of Summer.  “Kinesthetic” refers to the tactile, hands-on and physical body-moving type of recreation Campus KIDS program focuses upon.  The term “interesting” denotes the curiosity and learning which activities are intended to elicit.  The “days of summer” are the precious few which Campus KIDS will help students fill with fun and fond memories.      
Mission 

Education Stations and Campus KIDS strive to help children have healthy, happy and successful lives.
Philosophy

Melrose Education Stations and Campus KIDS provide balanced enrichment programming in a fun and familiar environment, encouraging development of the whole child. The enrichment program schedule supports student needs for both free play and structured recreational activities. Education Stations promotes students’ social, intellectual and physical skills through an array of carefully designed activities. 

Students naturally grow, given a culture of opportunity, empowerment, creativity and camaraderie.  Staff at Education Stations’ strives to provide just such an environment.  Employees are taught to trust in the power of students developing good choice-making capabilities. The organization’s activities and policies support the premise that students are capable of learning and displaying skills that support a healthy and successful life.  Education Stations strives to be a useful and integrated part of the Melrose community.

Education Stations helps equip students for success by emphasizing resiliency and meta-cognitive training (goal-directed thinking, learning and behavior). Students with strong resiliency and meta-cognitive skills are more likely to overcome setbacks, think effectively and organize themselves to reach goals in life. These skills are interactively taught and practiced in play-based activities throughout the program.  Staff actively model resiliency and meta-cognitive skills while scaffolding students for success.

Campus KIDS Goals
· Enhance students’ recreational, intellectual, social and physical skills by offering a variety of interactive enrichment activities in a supportive environment. 

· Teach students how to be positive, responsible and contributing members of society.

· Provide safe, reliable and caring supervision during non-school hours.

Mentorship Model

The Melrose Education Stations’ Campus KIDS strives to support and connect all students and employees through a mentorship paradigm.  Campus KIDS is intended to provide an atmosphere of community teaching and learning, where everyone has an opportunity to gain skills and encourage others to do the same.  Students, local high school juniors, seniors, college students and developing professionals learn valuable leadership and teamwork skills that instill beneficial intrapersonal assets such as responsibility, problem-solving, communication, initiative, self-awareness and achievement. 
The plan of Campus KIDS programming is to teach the importance of positive relationships, pro-social behaviors and sound health practices to the students, adolescents, young adults, developing professionals and teachers of the Melrose community.  The foundational premise of Camp KIDS is that the knowledge, skill, and behaviors learned in enrichment environments have the potential to generalize to a variety of other domains such as school, community, and family.  Exposure to a community mentorship model is intended to encourage interest and talent in the field of education, propagating a cycle of goodness for all.
Mentorship Goals
· Provide staff with the meaningful role and responsibility to lead youth in the community.

· Instill leadership and personal qualities that will be carried forward into other life domains, benefitting each individual’s interaction with society, school, peers, family and themselves.
· Build significant and positive relationships, self-esteem, community and social investment by giving opportunities for youth and employees to serve and share personal strengths.  
· Cultivate interest in public education, and build aptitude for life-long teaching and learning.
STAFF STANDARDS
1. Conduct.  Education Stations’ mentors and group leaders act as role models and set examples in all that they say and do.  Appropriate conduct, language, and dress is expected and required of mentors, group leaders and all staff.  Students look up to staff, and will naturally idolize and imitate actions and attitudes.  Staff should give themselves, the students and parents something to be proud of by behaving appropriately, responsibly and with class.  Being consistent in the decision to conduct one’s self with pride and professionalism is very important, even when no one is listening or watching.
2. Obvious rules.  Staff need calm and clear minds when working with children.  The use of alcohol, tobacco and drugs is strictly prohibited when employees are involved with any activity associated with Education Stations.  Staff members will be immediately terminated if apparently under the influence of any controlled/illegal substance.  Termination will also result from bringing alcohol, tobacco and drugs onto the job.
3. Preparedness and Responsibility.  Employees of Education Stations are expected to:

· Arrive on time, at least 5 minutes before the shift begins.

· Wear appropriate attire, see dress code details below.

· Embrace and display a positive and participatory attitude.
· Call Campus KIDS’ phone line and leave a clear message if you are going to be absent or late, giving as much notice as possible.  If staff will be absent or unavailable for a scheduled shift, they must contact Camp KIDS line at least two days prior to the shift.  If employees are ill or otherwise suddenly unable to complete a scheduled shift, they must call at least two hours before the shift begins.  In the event of an emergency, staff is still expected to call at the earliest possible time and leave a message indicating the situation.  Failure to call in appropriately as outlined above may result in termination.
· Know their own work schedule.  This schedule will be provided two weeks prior to the scheduled work week.  Report any changes in availability for shifts to direct supervisors.   
· Inform supervisors of any disciplinary procedures, behavioral issues, injuries or unusual situations that have been addressed.  Employees should immediately refer problems or questions that they feel unable to handle.  
· Properly complete think-time sheets, behavior reports, injury reports and parent communication sheets according to policy.
· Do their best to fulfill responsibilities.  Employees are accountable for knowing their role and carrying it out fully.    
· Contact a supervisor if uncertain in any way (i.e. schedule, responsibilities, next steps, etc.) 
4. Dress Code.  In order to work for Campus KIDS, staff must report for shifts wearing the Campus KIDS T-shirt, without exception.  If a staff member comes to work without a Campus KIDS T-shirt, they may buy an additional T-shirt, if available.  Every day employees must wear sneakers/gym shoes with closed heel and toe, and be ready to run and play actively with the students.  Staff may choose to wear shorts or pants.  If staff members would like to wear shorts, the length must fall below their longest fingertip when arms are resting flat along the side of their body.  Regardless of whether staff chooses to wear shorts or pants, their lower hemisphere clothing must be equipped with average sized pockets on both the left and right sides.  As part of Campus KIDS positive behavior support system, staff will be carrying small stones.  Each pocket must be able to hold about 10 small stones.  Be sure clothing fits, covering adequately so that undergarments are not visible at any time.  For safety reasons, all types of earrings, facial jewelry and necklaces are not allowed to be worn at work.  Staff is required to wear a watch, and not rely on a cell phone for the time.  As part of the Campus KIDS uniform, you will be given a hat to wear if you should desire.  Campus KIDS hats are the only headgear admissible while involved with Education Stations’ activities.  Wearing a Campus KIDS hat is optional, but wearing any other hat is not.  Please adhere completely to the dress code and do not test these requirements, as staff members will be sent home and possibly dismissed.
5. Effort and Energy.  During camp, staff should essentially be focused on where they should be, what they need to do, and how to give their best effort when working with students and fellow staff.  Staff is expected to be committed to the philosophy, values and goals of Education Stations and Campus KIDS. The attitude and enthusiasm of employees should directly reflect the positive and participatory nature of the program.  Remember staff members are representatives of Campus KIDS.  The positivity and energy staff exudes will transfer directly into the effectiveness of campus activities and children’s fun.  While supervisors do not expect staff to naturally be having the best day, employees do need to put on their best game face and communicate optimism and liveliness to students.
6. Teamwork. During each day of activities, staff will be working with a wide variety of people both from inside and outside the program.  Campus KIDS employees are expected to act as part of the team to maintain the safety, fluidity and fun of summer activities.  Communication is the key!  Supervisors  expect all team members to work together and communicate with one another about the goings on, both good and bad.  Communication and interaction among staff should always be respectful, considerate, and focused on problem solving.  To use the familiar adage: “Treat others as you’d like to be treated” – this goes for students, staff, outside contractors, parents and all other individuals with whom employees come into contact during camp.  Again, staff is setting an example for both the students and the community.  Act as an exemplary representative of the program.
7. Daily role and routine.  Each week of camp, students are grouped and assigned to be with a specific group leader and one to two mentors.  A group will typically consist of 10-15 students.  Group leaders and mentors will bring their groups around to travel through activities on campus.  Staff is responsible for the safety and wellbeing of their students at all times.  Modeling participation and an open attitude for students is of central importance.  Full participation in all activities is required.  If students are up and running around while playing a game, so should the group leader and mentors.  If students are resting and having snack, then that is the time for staff to do the same.  Active circulation among students is required to provide adequate supervision, check-ins, and early intervention with any issues that may arise.  Sitting down or chatting with other staff will always be secondary to the ongoing activities and interests of assigned students.
Group Leader: Professionalism, leadership, organization, energy and enthusiasm are expected each day at work.   Group leaders are primarily responsible for their group as a unit.  They are accountable for both the students in their assigned group, as well as for the mentors working on their team.  A basic requirement for the group leader position is to be over 18 years old, and consequently a developed sense of judgment and foresight are required to keep the group running smoothly.  Role model behavior, leadership, delegation, giving directives, assignments, feedback and consequences will be part of a group leader’s daily requirements.  The group leader is responsible for promoting a fun, safe and inclusive atmosphere within their group.  This positive social climate will allow everyone to participate fully in the many exciting experiences and activities of summer.  
Mentor: Mentors will be assisting the group leader in keeping the group safe, happy and on-track with their behavior.  Mentors will help by transitioning students through the daily campus activities including drop off and pick up, specialty activities (taught by campus teachers), free time, swimming, snack time, lunch time, nature excursions, outside entertainment, field trip etc.  Mentors are expected to show initiative, looking for needs and filling them.  Mentors are to help their group leader by carrying out assignments or requests, and seeking direction when unsure of how to be the most useful.  Mentors help promote a fun, safe and inclusive feeling in their group. During specialty lessons, you will be expected to assist students and staff as designated by the teacher.  Superior teamwork, listening skills, patience, problem solving abilities and critical thinking will be required of you to successfully fulfill your role at camp. 
8. Teaching.   Teaching or leading activities is a part of every employee’s job.  Campus staff should know how to carry out activities with their students.  The following three steps are to be used when employees introduce or conduct a game or activity.
1. Gather and Focus

To begin any activity, the first essential step is to acquire the attention of the group.  In order to do this, staff must gather students together, and focus them on the speaker. 
2. Explain and Model

The next step in running an activity is to TELL (explain) and SHOW (model) the group how to do it.  Explaining activities in short, simple steps, followed by a physical demonstration of each step is the best way to get the message across.  If appropriate, put all the steps together quickly to show the whole sequence.  This way, both verbal and visual learners have a chance to comprehend what they are expected to carry out.  
3. Questions and Check

Before students start the activity, insure their understanding.  After completing steps 1 and 2, ask students if they have any questions.  Holding questions off until the end is important, so that students get a whole and quick explanation.  Taking questions prematurely will fragment the directions and generally prove repetitive and time consuming.  After taking any questions from the students, check students’ understanding.  Ask students basic comprehension questions regarding the steps or goals of the activity or game.  Use a few targeted open ended questions, requiring students to provide key information or words to prove understanding.  Do not ask, “Do you understand?”, as anyone can answer “Yes”, regardless of their actual grasp of the activity or level of attention through the explanation.  If students can successfully answer question(s), then they are ready to start the activity. 
**Note** if a game/activity is being presented that some students are very familiar with, involve them in the explanation in a controlled way.  Lead them to contribute very specific information like, “So after I get the ball, what is the next thing I do?” or “Who can tell me quickly the objective of this game?”
9. PE/Cooperative Games.  Physical activity, group inclusivity, and teamwork are essential to happy and healthy students, good practices on campus, and summertime fun.  At times you will be responsible for leading physical activity games or a “Move and Groove” session for students.  Employees are expected to become familiar with the games attached to this handbook so they may comfortably carry them out with a group of students.  Use the above protocol for directing and carrying out these games.  Although gym/games may not be one’s favorite activity, staff is expected to demonstrate control over their attitude and demonstrate flexibility, effort and energy in carrying out all campus activities.
10. Improvise.  If an activity or game is not working, or the kids are not having fun, staff needs to adapt or improvise to improve the situation.  Employees need to ask themselves, “does the pace or difficulty need to change?” Add, change or remove rules, steps, directions or skills.  Mix up the aforementioned variables that compose the activity.  If an activity or game does not work the first time around, do not give up and sit by idle.  Improvising is not only a suggestion on campus, but a requirement.  Staff is expected to carefully watch activities as they unfold, noting students’ reactions and participation levels.  Observe what elements are working well, and what might be changed to enliven the activity/game.  Be creative and think divergently about how to adapt the current activity to maximize involvement and fun!  Be flexible and use critical thinking skills to problem solve.  Do not be afraid to connect to the fun-loving child within and use that perspective to know what to change in the game or activity.  Use imagination!  Asking students to reflect on the process afterwards will be helpful in allowing staff to better understand their target audience.
11. Chain of command. Each group of students is typically supported by one or two mentors and a group leader.  The direct supervisors of mentors are group leaders.  Group leaders report to coordinators, who oversee all groups.  Coordinators are directly supervised by the Head Site Lead.  The Program Director is the direct supervisor for the Head Site Lead.  Additionally, the Program Director is responsible for, and responsive to all employees.  If an issue arises and support, advice or backup is required, employees are to first refer to their direct supervisor.  
Issues employees should to bring directly to Dr. Josephson include: 
· Any concern for the safety or well being of students or staff, including themselves.   These issues may include but are not limited to suspicions of abuse or neglect, a hostile environment, breaches in policy and procedure, unhealthy conditions.
· A question or problem that the employee has first addressed with their direct supervisor, but has not been resolved satisfactorily.  Staff should bring issues to the Program Director if they have already brought an issue to their direct supervisor, and they require further clarification, information, or a second opinion.
· Any issue an employee does not feel comfortable addressing with their direct supervisor, regardless of the reason.  








12. Feedback.  Feedback is an important part of the effective functioning of Campus KIDS.  The mentorship model is set up to provide a direct supervisor who can guide employees with questions and professional development.  Everyone needs feedback to learn and to improve. Thus, supervisors give clear and honest feedback on a regular basis.  Employees are expected to put their best effort into performing at a consistently high level, and feedback will likely reinforce due diligence.  Employees will be asked to work on specific goals and try new skills during the course of their summer employment.  These assignments or target areas are intended to facilitate personal and professional growth.  While the success of staff is anticipated, poor performance is grounds for dismissal.  Campus KIDS supervisors also expect employees to give feedback about program practices and alternative ideas that might work better for students/staff.  Problems or issues can only be addressed once they have been brought forward, so please share.  Employee feedback is important to the growth of the program.
13. Payroll.  Mentors compensation will be $8 per hour.  Group leaders will be paid $13 for each hour worked.  Mentors and group leaders will be paid weekly.  Each pay period ends on Friday, and will be paid approximately two weeks later.  Checks will be mailed to the employee’s address of record.  For questions regarding payroll checks, please see the Administrative Coordinator.  

14. Sign In/out.  Employees should budget commute time to arrive 5-10 minutes early for every shift.  Report to the main office to sign in.  When responsible for children, attentive supervision is essential.  The interest and engagement of Campus KIDS employees needs to be squarely on students, rather than being distracted by the use of cell phones/electronics.  Cell phones, ipods and other electronic devices are required to be deposited when employees sign in.  When staff signs out for the day, they may then pick up electronic devices.  Alternately, employees may choose to leave phones/electronics at home or in their car.  If staff needs to make an urgent phone call during the course of their shift, they may request permission to use the office phone.  Family members may reach staff in the event of an emergency/urgent situation by calling (781) 979-2147.  Campus KIDS employees send the message that they are fully invested in being present with students by giving their full attention.  Using cell phones/electronics in any capacity (texting etc.) during a shift is grounds for dismissal.        
· Contacts and communication.  Employees are responsible for communicating information to their direct supervisor or the Campus KIDS office line as appropriate.  Mentors are to report any information regarding student discipline, incidents or special circumstances to their group leaders.  Group leaders, in turn, are to relay any significant information regarding the happenings of the day or student occurrences to a coordinator on duty.  The coordinators are to communicate any information, needs, questions or unresolved issues to the head coordinator or director on site.  
The morning and afternoon shifts will overlap briefly and leaders are to touch base daily at transition time.  Issues that have been appropriately addressed or resolved do not need to be transferred up the chain of command, assuming proper documentation has been carried out.  Group leaders transferring out are responsible for conveying any significant or relevant information/questions about happenings with specific students regarding health, injury, behavior etc. to the afternoon group leader who is assuming responsibility for that student.  The afternoon group leader is then responsible for follow up beyond 12 noon, and be the one who will have face to face contact with parents/guardians.  


If a question or issue is brought to the attention of an employee (by student/ parent/other staff):

1 Respond calmly and with respect, validating the person’s (stated or underlying) concern

2 Assess nature and urgency of the issue and decide necessary action: 



a) take over and resolve 


b) facilitate between parties (usually done with children)

c) dismiss or redirect 

d) refer to, or collaborate with senior staff

3 Document as necessary

Below are the main numbers you will need to know for the duration of camp.  Please remember the proper channels of communication and go to your direct supervisor with most issues. 

	Name
	Position
	Phone Number
	Email

	Ambulance, Fire, Poison, Police etc.
	EMERGENCY
	9-1-1
	ANY EMERGENCIES
FIRST DIAL 911

	Kristina Copithorne
	Head Summer Nurse
	
	kcopithorne@melrose.mec.edu

	Attendance Line

(staff and student)
	Admin Coordinator
	781-462-3271
	educationstations@melrose.mec.edu 

	Campus KIDS 
Main Line
	Admin and Head Coordinator
	781-979-2147
	educationstations@melrose.mec.edu

	Heather Josephson
	Program Director
	781-858-9138
	hjosephson@melrose.mec.edu


15. Emergency Procedures. 
Injuries/necessity of medical intervention.  A nurse will be available to support students and address health issues.  Any injury or event requiring first aid or further attention should be reported via the “injury/health report form”.  Group leads are responsible for nurse referrals, being sure forms are properly completed, and a copy is given to parents/guardians at pick up.  The original injury/health report form is to be filed on site.  Parents/guardians will be contacted if an injury warrants immediate dismissal or early pickup.  In the event of a serious injury/medical condition an ambulance will be called and the student transported to the nearest medical facility for treatment.  The student’s parents and pediatrician are to be immediately notified.

Allergies/Significant Conditions
The rosters will list students’ allergies and any significant conditions or restrictions that require staff vigilance.  Medical/psychological diagnoses and special conditions will be listed as well.  All staff responsible for supervision of a particular student must be aware of any special conditions and how to properly address specific student needs.  In addition to being on the roster, this information should be shared at the staff meeting before shifts begin.  The safety of students is the top priority at all times.  Staff must be know and monitor each students’ special needs, and ask a supervisor if ever uncertain.
Campus KIDS is a peanut-free environment.  Staff, parents and students are asked to be conscientious that the food they bring and serve is free from peanuts and potential peanut residue/contamination.  Staff is to be alert to food exposure issues at all times.  All staff are required to exercise the universal precautions covered in training when dealing with bodily fluids.  All staff who received training in orientation are required to administer an Epi-pen if the need arises.     
16. Preventing and addressing abuse and neglect 

Staff respect and listen to students while setting appropriate limits and understanding personal situations that influence each student.  Staff is to maintain confidentiality of students and their families.  Staff is prohibited from using overtly negative or controlling forms of discipline including but not limited to:

( 
Physical punishment, spanking, or other corporal means 

( 
Humiliation, intimidation, disparaging remarks/names or other forms of verbal abuse
( 
Sexual or explicit language, behavior, contact or exposure

( 
Neglect

( 
Depriving students of bodily necessities (access to snacks, drinks, and bathrooms)

( 
Disciplining a student for soiling or wetting themselves

( 
Using deceit or abusing their position of authority in any way

Additional policies of Campus KIDS intended to prevent and address abuse and neglect include:

· 
Employees are never to be behind closed doors while alone with a student.
· 
All activities and staff interactions with children should be observable and able to be 
interrupted by another staff member “popping in” at any point in programming.
· 
In general, staff should avoid one-on-one situations/contact with a student.  If an exception 
either of the two preceding policies is necessary or should occur, the incident must be 
immediately documented by the employee(s) involved by filling out a “Policy Breach” form. 

· 
Campus KIDS’ staff structure promotes an open and proactive atmosphere through 
assigning clear supervisory roles and responsibilities.  

· Group leaders and mentors are teamed to jointly supervise the same group of students    
· Generous staffing encourages supervision of both students and other staff.  Campus KIDS adheres to a low student to staff ratio, usually at 6:1 and never to exceed 12:1

· Coordinators circulate among groups and spontaneously check groups across campus.
· “Line leaders” and “sweepers” are assigned when moving groups.  A staff member is to be posted at the front and at the back of the line with students in the middle.  When moving groups of students a line is to be formed, with adults leading and ending 

· 
If a staff member suspects a student has been, or is being abused or neglected by anyone 
(another minor or adult) they are to report immediately to the program director.
· 
The program director will report to DCFS any suspected cases of abuse or neglect.

· 
All licensed educators are required to file directly with DCFS.

· 
Anyone who suspects childhood abuse or neglect may directly file a report with DCFS.

17. Preventing and addressing bullying and antisocial behavior.  Cultivating an inclusive culture of kindness is the program’s best line of defense against unkind, bullying and antisocial behaviors. 
· Campus KIDS employees must be rigorously supportive of the mission to create an atmosphere of camaraderie and emotional safety.  Staff must be proactive and responsive to intervene if unkind, bullying or antisocial behavior is observed or reported.  The response of adults and mentors to children’s unkind or inconsiderate behaviors is critical.  By responding swiftly and consistently, staff shows all students that the rules will be followed, and everyone may feel safe.  Every staff member is responsible to demonstrate to students the respectful types of behaviors that are expected, and follow up faithfully when unkind, bullying or antisocial behavior is demonstrated.  Employees are absolutely expected to act on student reports or complaints to ensure the Campus KIDS environment is friendly and comfortable for everyone.  
· Clear rules and consequences are set and followed.  See the discipline section of this handbook.  Students are directly taught the rules/consequences at Campus KIDS, and they are reviewed daily.  If students act in an unsafe, unkind, disrespectful or irresponsible manner that may violate the dignity and rights of other children they will be immediately removed and the incident documented and processed with the student(s), their parent(s).
· Activities that develop group identification and belonging are practiced regularly, like gathering times and open circle exercises.  Team-building and cooperative games help reinforce the inclusive culture of kindness at Campus KIDS.  Staff and students are encouraged to behave as team to which everyone belongs and contributes.    
18. Evaluation rubric. During each week of camp, staff will receive feedback on their performance from supervisor(s).  Below are the five criteria by which employees will be evaluated using a 0-3 rating scale.  The definitions of each number grade are outlined below.  In general, employees are expected to maintain a 2 rating in each criterion and strive for 3s.  Consistent 1s will result in evaluative discussions with supervisors, probation, and likely dismissal from camp.  0s will always result in immediate job termination. Please ask a supervisor if you have questions about the evaluation process. 
Evaluation Scales and Rubric

	
	3
	2
	1
	0

	Preparedness
	Arrives at work 5-10 minutes before shift, dressed in campus t-shirt, sneakers, and pants/shorts with pockets, Has a smile and positive attitude, ready for the day!
	Arrives at work on time to shift, prepared for camp. 
	Arrives at work around start of shift or late. Lacks 1 or more necessary items for camp. Unprepared for day.
	Does not arrive at work. Fails to phone in absence or tardiness. 

Means for dismissal.

	Leadership/

Responsibility
	Goes above and beyond designated responsibilities. Shows exceptional leadership skills. Sets an example for students and staff.
	Fulfills all responsibilities. Shows appropriate and sufficient leadership skills.
	Fulfills some required responsibilities. Demonstrates occasional leadership skills.
	Does not show leadership skills or take on appropriate responsibilities. Disrespectful towards other staff members or students. Means for dismissal.

	Teamwork

(Communication)
	Indispensible team player. Always willing to help out and fill in where necessary. Resourceful and efficient communicator. Knows what needs to be done and how to achieve its completion.
	Able to work adequately with Campus KIDS team. Competent and effective communicator.
	Has trouble working in a team setting at times. Communication skills have room for improvement.
	Unable to participate in team atmosphere. Shows no communication skills. Means for dismissal.

	Effort

(Commitment)
	Demonstrates 110% effort in all tasks and activities. Knows/owns/lives Education Stations’ Campus KIDS philosophy and mentorship/group leader role. Outstandingly committed to values and goals of our program.
	Displays satisfactory effort in day-to-day activities. Committed to philosophy, goals and values of Education Stations’ Campus KIDS.
	Lacks effort in daily tasks. Shows little commitment to Education Stations’ Campus KIDS philosophy, goals, and values. 
	Shows no effort in tasks or activities. Lacks commitment to values and ideals of Education Stations’ Campus KIDS. Means for dismissal.

	Energy

(Attitude/

Enthusiasm)
	Carries out responsibilities with an amazingly positive attitude and exuberant enthusiasm! The kind of person who exudes positivity and everyone wants to be around.
	Maintains energy throughout shift. Is positive and enthusiastic during all activities and transitions. Smiles frequently.
	Lacks liveliness or interest during shift. Going through the motions. Negative attitude.
	Completely lacks energy and enthusiasm in any or all activities. Means for dismissal.


19. Rules & Discipline. The Melrose Education Stations protects the rights and dignity of all students while encouraging a fun and cooperative atmosphere.  Staff members are expected to model professionalism positive communication and behaviors with one another, students, parents and the general public.  Staff members are responsible for monitoring, encouraging and correcting behaviors to ensure all students to follow the rules.  At the beginning of the day, review and discuss the following rules students.  Review the rules again before large transitions, like the afternoon regrouping or going on field trips.  See review below.
As a member of Campus KIDS, I promise to follow the rules:

1.
Be safe: stay with the group, be in control of your body, and keep everyone protected
2.
Be kind: say/do things that help others, encourage good feelings and build the community

3.
Be respectful: follow directions, recognize everyone’s rights, and be positive in attitude/words
4.
Be responsible: do my personal best, think about my choices, be a good group member

Education Stations’ Campus KIDS is a place for learning, fun and friends.  I can help solve problems if they come up.  I know that my job is to tell a staff member if I feel hurt or unsafe.  I will tell a staff member if I see someone acting unkind or unsafe.  I know that all kids and staff are expected to follow the same rules.
If I break the rules, I’ll use the new chances each day to make better choices.  Every day is a fresh start.
	Infraction
	Staff says
	What staff will do…
	What I will do…

	Minor


	“This is your warning”
	Staff will tell me what behavior needs to change, and tell me what I should be doing instead.  Staff will talk with me privately, help me name better choices and make a plan to fix the problem and move forward.
	I will realize that it is time to pay more attention to my behavior and do better.  I will use my plan and make better choices.  I will try harder to think about and follow the rules.  

	After one minor 

OR 

Just one significant
	“Time for a pause”
	Staff will ask me to leave the group and complete a check-in sheet.  Later they will help me understand what I need to do to get back into the group.
	I will think about what happened and fill out the sheet honestly.  After we talk, I will do what is asked so I can be with the group and do fun activities.  

	Severe
	“No more chances today”
	Staff will give me a safe area to stay in, away from the group until I am picked up.  They will talk with my parent(s) and I will not be allowed to come to my next scheduled day(s) of camp.
	I will understand that I can’t participate in any more games/activities the rest of the day.  I will talk with my parents about how to make better choices when I come back next time.


I do not get any warnings if I do something serious like hurt someone, disrespect adults, use foul language, intimidate/bully others, leave the group or disrespect school property.   I will have to take some pause time right away and do a check-in sheet.  If I break the rules, I may not be able to participate in activities the rest of the day, and possibly miss my next day at Campus KIDS.  My parents do not get their money back for a suspension day, and staff decisions are final.  I know these rules are to help everyone have a fun and safe time.  I understand all the rules, and what will happen if I break them.  I agree to follow the rules and behave in a safe, kind, respectful and responsible way.

When employees need to follow up on misbehavior, they should always put on their discipline CAP.

C=
Calm-use a low and even tone, keep very neutral and never yell/demonstrate angry body language

A=
Affirmative-focus on how to correct the situation, better choices and the belief they can do better

P=
Private-give students the dignity of receiving corrective feedback away from peers and others
20.  Positive Behavior Support System.  Each day mentors, group leaders and coordinators will set a goal for how many positive messages they can send over the course of an hour.  The purpose of sending positive messages is to build rapport and reinforce students for following the rules and showing pro-social behaviors.  Affirmative comments, encouragements, statements of belief in students or optimism, praise and other friendly gestures such as a thumbs-up or wave are all considered to be positive messages.  The minimum number of positive messages expected in an hour is five, and there is no maximum!  At sign-in, employees set their daily goal for number of positive messages per hour, take the corresponding number of smile stones and place them in their left pocket.  The small smooth rocks are called “smile stones” because the employee will naturally smile when delivering the positive message, and the message will likely encourage the receiving student to smile as well.  After each positive message sent, the employee will take one smile stone from their left pocket and deposit the pebble into their right pocket.  This process is repeated for every positive message sent, and by the end of the hour employees should have an empty left pocket, and a full right one.  Group leaders are responsible for taking tallies each hour for themselves and the mentors in their group.  Coordinators will self monitor.  After the hourly tally is taken all stones are moved back to the left pocket to start another hour of positive messages.  All tallies are submitted to the administrative coordinator daily.    
In order to PAC students’ days with great behaviors, management needs to take place on a minute-to-minute basis.  Staff are expected to carry out the following steps every minute of every day.

P=
Positive ratio - maintain a ratio of 4 positive interactions/comments for every 1 
corrective or negative statement. 

A=
Acceptable choices- share control with students so they may make frequent small decisions 
or choose preferences.  All given options should be acceptable and convenient for staff.  


Using a closed set of options “Do you want to A or B?” is better than asking open questions.


C=
Consistency- all staff adhere to the same expectations and discipline code for students. 


Each time a student breaks a rule, the predicable consequence should follow.  Employees 


must consistently uphold rules and Campus KIDS practices to teach students the limits.

Social Conflict Resolution Technique 
(Teach students to use this for self-advocacy in non-threatening or small peer issues)


T=
Tell them to stop



A=
Ask them again



G=
Get a grown


Problem-Solving Technique



S= 
Stop



T=
Think



A=
Act



R=
Review

21.  Contact with parents and public.  As a representative of Education Stations, the importance of presenting with a positive and friendly demeanor cannot be overstated.  Staff must make every effort to genuinely express our pleasure that students have joined the group.  Use proactive and friendly interpersonal skills to make students feel welcomed and parents feel assured.  All staff are be expected to do the following:

· Welcome students by name and acknowledge them as they approach at drop-off.  

· Greet parents when they approach.  Make eye contact and smile.  

· Tell parents and students the high-point of the day, or a fun expectation they can look forward to in the schedule.  Ask the students what they want to do that day.  

· Set up a positive expectation and voice it regularly.  Find an affirmative phrase like: “We’re going to have an awesome day”, “Today is going to be a blast”, “Let’s do it!”

· Learn and use the names of students, immediately.  This is a basic requirement.

· Share a positive detail of the day with parents at pick up, notice something personal.

By agreeing to take a position with Campus KIDS, employees undertake the responsibility of all rules, regulations, and guidelines within this handbook.  Staff agrees to honor the mission, philosophies and strive toward the organizational goals.
Summer Sessions 2010


		Actual Work Week					Pay Date


Week 1=	June 21-25		Brazilian Bonanza		July 9 


Week 2 =	June 28-July 2		Hawaiian Hoopla		July 16


Week 3=	July 5-9		Shanghai Shindig		July 23


Week 4=	July 12-16		Boston Bash			July 30


Week 5=	July 19-23		Panama Party			August 6


Week 6=	July 26-30		Mardi Gras Madness		August 13


Week 7=	August 2-6		Sicilian Celebration		August 20


Week 8=	August 9-13		Jamaican Jamboree		August 27
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