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General _______________________________________________

PURPOSE:  A Mission of Discovery, Friendship and Teamwork, the Wisconsin National Guard Youth Camp helps educate campers about the Wisconsin National Guard and the military.  It familiarizes campers with parents’ roles as military members, and orients them with training sites and equipment.  Youth Camp helps to form support networks with other National Guard and military youth that build lasting relationships.  It promotes a positive attitude toward the military.


VOLUNTEERS:  Volunteers must complete the Youth Camp status form indicating what status they will be in for Youth Camp.


Adults (both civilian and military), in a volunteer status, are placed on Invitational Travel Orders (ITOs) without reimbursement for travel and per diem.  Volunteers will sign a volunteer agreement and be covered for liability and tort claims under Chapter 8, Title 10 USC, section 1588.  Campers of adult volunteers are assured a slot in the Youth Camp in case attendance is limited.


Military personnel may volunteer to assist in an approved duty status.  The parent unit is responsible for any orders required if in a military status.

YOUTH PARTICIPANTS
:  

AGE:  Campers must be age 8 by the first day of Youth Camp and no older than 17 years of age.  Youth 18 years of age are not authorized to participate as a camper but may participate in any of the other volunteer positions except with the 14-17 year old age group.  Birth certificates are required for all first time applicants as part of the application process.


 All campers must have a military sponsor to participate in Youth Camp.  Any military member may sponsor campers wishing to attend.   

SPECIAL NEEDS:  


All efforts are made to accommodate special needs children.


HEALTH:

All campers must be in good health as of the first day of Youth Camp.  Campers with a fever or active illness will not be allowed to attend Youth Camp.  Campers requiring special diets or medications must make prior arrangements and medical volunteers will screen these applicants to ensure we can support the special needs.  All campers will be medically screened during registration upon arrival to Youth Camp.  See Appendix A for complete medical information.

SAFETY:


All activities are age appropriate.  Standard safety briefings are conducted prior to all activities.  The Operations Director is the primary safety manager for Youth Camp; however, all personnel should stop any unsafe act immediately.
Youth Camp Command and Control_____________________



The Youth Camp Executive Committee is responsible for ensuring all Youth Camp policies and procedures are followed.  The chain of command and executive committee responsibilities are outlined as follows:
Executive committee members are responsible for their individual areas of expertise, to include staffing of subordinate positions from available volunteers.  Executive committee members should contact those top performers, from past Youth Camps, to ensure participation of trained, reliable volunteers.

Each executive committee member will submit an after action review (AAR) at the conclusion of Youth Camp.  This AAR will include the names of personnel in their areas of responsibility who deserve awards.  Executive committee members will give written comments to the Youth Camp Director outlining the reasons for nomination for awards for each award nominee.
Each executive committee member is responsible for the distribution of committee directives to subordinates.

Committee members will ensure volunteers are fully utilized.  Volunteers not needed by an activity should be turned over to the control of Administrative Director as a volunteer pool to meet other requirements.

Director
 


The Youth Camp Director is responsible for the overall organization, planning, and execution of Youth Camp activities.  The Director serves as the chair of the Executive Committee.  The following personnel will assist the director:

State Family Program Director  (SFPD)  

· Reports to the Youth Camp Director

· Serves as the full-time point of contact for Youth Camp coordination.  Acts as the liaison between Youth Camp and Family Program volunteers and the Adjutant General, State of Wisconsin 

· Serves as advisor to the Executive Committee

· Prepares Invitational Travel Orders for non-military personnel and military personnel not in a duty status
· Responsible for the non-appropriated funds used to support Youth Camp activities

· Certifies statement of duty for volunteers in a paid status

· Serves as liaison with JAG on legal issues 

· Serves as liaison with Chaplain on religious issues

· Provides administrative support to Youth Camp
· Publishes Youth Camp handbooks

· Plans after action and appreciation luncheon for executive committee
Youth Camp Command and Control_____________________
Executive Director (XO)

· Report to the Youth Camp Director

· Serves as Director’s alternate command and control

· Acts as the liaison between Youth Camp and Family Program Director 

· Responsible for management and oversight of the executive committee

· Works with Administration Director to assign campers and volunteers to color groups and positions
Administrative Director
  (S1)  

· Reports to the Executive Director

· Works in conjunction with the Assistant Youth Camp Coordinator  to ensure applications are entered in database

· Coordinates for Chaplain support

· In conjunction with the Executive Director assign campers to appropriate age group and color group

· In conjunction with the Executive Director assign volunteers to appropriate position  

· Maintains all Youth Camp records for volunteers and campers

· Maintains and updates database at Youth Camp with any changes that occur during the Youth Camp
· Maintains volunteer records, orders and other administrative data

· Prepare camper and volunteer packet for distribution at Youth Camp registration that include attendance sheets (2) and schedules for age-groups.

· Mail assignment postcards

· Mail Youth Camp Handbook and Volunteer Handbooks to all Youth Camp participants

· Tracks to ensure all volunteers receive appropriate Youth Camp training

· Conducts security checks on all Youth Camp volunteers prior to Youth Camp
· Conducts routine office administrative functions such as publishing reports and schedules, making copies, and other administrative functions

· Overall responsible for registration, ceremonies and award certificates and public affairs

· Orders T-shirts and helps in color selection

· Responsible for publication of Volunteer and Youth Camp Handbooks

· Registration responsibilities for Youth Camp include:  setup and preparation, ensure adequate workers are available for registration and that these workers are trained and have needed equipment/information for registration  


Registration  

· 
Reports to the Administrative Director & serves as primary assistant to the Administrative Director

· Ensure all volunteers and campers review forms and are processed at registration in a timely manner

· Prepares graduation certificates and packets
· Prepares out-processing plan 
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Assistant Youth Camp Coordinator 

· Reports to the Administrative Director during Youth Camp

· Responsible for collecting Youth Camp applications and assists in entering application information into the database
· Maintains financial records for all donations, fees and expenses other than non-appropriated funds  

· Makes deposits in a timely manner

· Responsible for writing checks for all expenses, can sign Youth Camp checks
· Completes all awards for processing submitted for Youth Camp volunteers

· Processes certificates of achievement, recognition awards for volunteers and donors, and thank you letters to volunteers

· Provides administrative support to Youth Camp

Public Relations


 Director 

· Reports to the Administrative Director

· Provide photographer and videographer a good schedule to ensure there is a variety of photos from all groups

· Prepares news releases, starting as soon as application process closes and completes not later than one week after Youth Camp
· Prepares  follow-up articles for At Ease, BAM and a release for unit newsletters

· Prepares and publishes Youth Camp newsletter within 30 days of Youth Camp 


Security Director


  (S2) - See Appendix D

· Reports to the Executive Director

· Responsible for the overall safety of all campers and security of the Youth Camp Area.

· Monitors traffic flow through the Youth Camp areas

· Ensure safety of campers during on and off load of vehicles and while moving on the ground during Youth Camp thorough monitor and direction of traffic

· Coordinates with installation for required support and emergency operations


Logistics Director (S4) - See Appendix C
· Reports to the Executive Director
· Directly responsible for Transportation and Supply & Services
· Ensure proper licensing of all drivers

· Prepares dog tags for all campers

· Allocates and assigns billeting

· Coordinates all logistical supplies

· Prepares loan lease agreements with units

· Ensures buildings are cleared at end of Youth Camp 

· In conjunction with Operations Air conducts coordination with Volk Field for drawing of buildings, supplies and training areas
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· Arranges for supplies and issues required supplies to activities personnel or counselors as needed

· Maintain accountability for supplies

· Responsible for ensuring campers transportation arrives and departs on time

· Work with security to ensure safety of campers while loading and unloading vehicles

· Assign drivers for all required vehicle operations


Dining Facility Manager

· Reports to the Logistics Director

· Represent the primary staff at all scheduled meetings.

· Select Meal options

· Coordinates with base dining facility

· Coordinates with dining facility for ordering of all food and supplies

· Ensure safe food handling following all appropriate regulations
· Prepares snacks for daily distribution to age groups

· Prepares food for transport to field sites

· Prepares and follows a dining facility schedule

· Assigns staff to work shift operations 

Operations Director  (S3)    

· Reports to the Youth Camp Director 

· Primary responsibility operational planning, utilization, and training

· Directly responsible for synchronizing resources

· Primary Safety Director for Youth Camp, conducts risk assessment and safety briefings

· Ensures all volunteers have appropriate licensing to support activities

· Develop training plans and schedules

· Conduct coordination and primary oversight for Counselors, Activities, and Drill Sergeants


Assistant Operations (S3) 

· Principal assistant to the Operations Director, providing input and recommendations to the Operations Director
· Conducts coordination with Volk Field for drawing of buildings, supplies and training areas

· Prepares plans, schedules, and training documents

· Plans and requests aviation assets

· Primary liaison for Air National Guard

· Assists other staff with operational matters
Age Group Head Counselor (8-10),  (11-13),  (14-17)
· Reports to the Operations Director 

· Represent the primary staff at all scheduled meetings 
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· Responsible for morale, welfare, and safety of campers and volunteers assigned to the age group 

· Build team cohesiveness among adults assigned to their areas of responsibility (i.e., Medical, Activities, Drill Instructors)
· Plans and coordinates with the activities director for appropriate age group for all activities pertaining to organization, training, and operations of the age group

· Provides guidance and professional support to counselors in the accomplishment of their duties

· Responsible to adhere to training schedule and ensure campers are handed off at each activity, on time to appropriate activity personnel 
· Responsible for coordination between age group activity director, drill sergeants and all counselors in the age group.  Ensure the activities match up with the training schedule and can be accomplished within the time specified.  (If modifications to the schedule are needed they can be made “On the spot” with proper coordination.)  BE FLEXIBLE!
· 
Ensure that all counselors have adequate rest time during Youth Camp
· Ensure snacks are delivered to campers and counselors. (This should be coordinated with logistics to ensure the dining facility has them ready for pick up and delivery by log personnel.)

· Ensure all staff in the age group have received appropriate training
Be available to Counselors, Activities Personnel and Campers.  Supervise your counselors but let them do their job.  It is your job to ensure Youth Camp is Safe, Fun and Well Run.  Your Counselors are responsible for the hands on portion of Youth Camp conduct.  Well-trained staff with clear guidance will almost always make for a fun and safe camp.  If you should find yourself in the unfortunate situation of “Counseling the Counselor” be fair but firm.  You are in charge and you are responsible.  Conduct yourself accordingly.  While the job can be demanding it is also one of the most fun and rewarding jobs at Youth Camp.
Age Group Head Activities (8-10), (11-13), (14-17)
· Reports to the Age Group Head Counselor and Operations Director for support

· Primary assistant to the Age Group Counselor serving as alternate command and control

· Responsible for ensuring all activities are age appropriate
· Plans, coordinates, supervises, and participates in activities pertaining to the age group

· Ensures all activities are properly staffed and set up in ample time to support the activity schedule
· Assigns activities personnel prior to Youth Camp to each activity ensuring proper coverage and training for safety of all involved

· Responsible for the morale, welfare, and safety of campers and volunteers during each activity
· Ensure all supplies for activities are drawn from supply and set up prior to campers arrival at location.  Return all activity supplies to Logistics and report losses or broken materials.

· Run the activity ensuring the involvement of all youth
Youth Camp Command and Control__________________________

· Principle executor of training activities for the Head Counselor and Operations Director
· Provides guidance and professional support to activity personnel in the accomplishment of their duties
· Develop rotational plan for activities in age group

· Medical Director


 - See Appendix A
· Reports to the Executive Director
· Responsible for the overall review of participants medical conditions
· Screen all applications for medical conditions and meet with each parent of a camper who has  medical condition or is taking medication

· Responsible for the control of all medications 
· Review food allergies of campers and inform counselor and medical staff working with that youth
Fund Raising Director

  

· Reports to the Executive Director

· Publishes and distributes letters to potential donors
· Keeps the Executive Committee informed of all donations 

· Passes any donations received on to the Assistant Youth Camp Coordinator
· Maintains records of all donations 
· Publishes and sends thank-you letters to all donors and provides recognition to donors
· Assists with the ordering and tracking of Donation Awards

Youth Camp Organization Chart




The Crisis Response Team will consist of the Youth Camp Director, Operations Director Army and Air, the Executive Director, the Director of Security and the Medical Director.  Other volunteers with specialized skills/expertise may be called upon as necessary in dealing with a crisis.

Volunteers – Youth Camp depends on You_______________

Drill Sergeants

· Reports to the Operations Director

· Responsible for morale, welfare and safety of campers assigned to the color group

· Develops esprit de corps, cohesion, and military discipline in the color group
· Trains campers in military customs and courtesies
· Trains campers in drill and ceremony
· Maneuvers campers to training events
· Discipline is NOT the responsibility of the Drill Sergeants
Lead Counselor (one in each color group – assigned by Head Counselor) 
                     see Appendix F for additional information on counseling guidelines
· Reports to the Head Counselor

· Responsible for morale, welfare, and safety of campers assigned to the color group
· Primary liaison between counselors, campers, and Head Counselor

· Provide guidance and  support to other counselors in color group  in the accomplishment of their duties

· Develop rotational plan for counselors in color group
· Integrates support resources into the color group training activities

· Ensures that color group adheres to the training schedule

Counselor – see Appendix F for additional information on counseling guidelines
· You are the parent, friend, advisor, and director for this weekend.  That means you are the person in charge.  Your duty is to assist campers in having a safe, fun, learning experience.  Youth Camp IS for the campers.  The exciting thing is, even if you have never been a parent, you can be a great member of our volunteer team.

·  Reports to and follow guidance from Head Counselor for age group and Lead Counselor for Color Group
· Responsible for morale, welfare, and safety of campers assigned to the color group
· Ensure all campers are involved in the group activities
· Ensures that color group adheres to the training schedule

· Primary liaison between campers and lead counselor
· Serve as lead counselor’s alternate command and control
· Stays with campers  in billeting
Activity Personnel

· Reports to and follow guidance from Head Activity Director for age group

· Responsible for ensuring campers  have proper supervision at all activities
· Responsible for morale, welfare, and safety of campers and volunteers while participating in activity

· Executes activities in training plan

· Coordinate with Head Activities to ensures resources are available at all training events 

· Set up and conduct assigned activities according to the schedule
· Participates in training events
Volunteers – Youth Camp depends on You______________

 Administrative Personnel – see Appendix B
· Works with SFPD to put together packets for each camper.  These packets will include a T-Shirt, dog-tags, and billeting information
· Responsible for certificates and awards for final ceremony
· Aids in the collection of applications, entering information into database
· Aids in compiling volunteer and camper packets for distribution at registration
· Verifies that youth who attended Youth Camp have awards and certificates for final ceremony
· Provides administrative help to Executive Committee
· Ensures Family Program supply carts are maintained
Medical  - see Appendix A for additional medical information
· Report directly to the Director of Medical
· Assigned to a color group for the Youth Camp duration

· Responsible for administering and monitoring medications
· Responsible for the overall monitoring of physical condition of campers and volunteers in 

· your assigned color group

· Must have current CPR and first Aid certification

Security – see Appendix D for security standard operating procedures
· Responsible for overall security of camp area
· Responsible for traffic control

· Operate shifts providing 24 hr security during Youth Camp
Dining Facility (cooks)
· Report directly to the dining facility manager

· Works in shifts to prepare meals for all Youth Camp participants


Youth Camp positions for volunteers are assigned based upon experience and Youth Camp needs.  
Volunteers are responsible to their respective director and must keep them informed of their activities.

Volunteers are not permitted to accompany their camper (i.e., the camper that they are the parent or guardian of) through Youth Camp activities/functions, unless the Youth Camp Director identifies compelling need.  
You will not be assigned to a group with your children.


Volunteers should expect to work a minimum of ten-twelve hours per day.
Volunteers – Youth Camp depends on You______________



The ratio of counselors to campers is one counselor to three youths (1:3 ratio) for the 8-10 age group, and one counselor to four youths (1:4 ratio) for the 11-13 age group and 14-17 age group.   Same-sex counselors will stay in the barracks with the campers in the evenings, to ensure supervision.  No adult will be left alone at anytime with one youth.

All volunteers and visitors will conduct themselves in a professional manner at all times in the Youth Camp area.  Smoking is prohibited in the Youth Camp area.


Alcoholic beverages will not be consumed in any Youth Camp area and volunteers are strongly encouraged to refrain from alcohol for the weekend.  Any volunteer appearing to be altered or smell of alcohol will be asked to leave Youth Camp. 

No controlled substances are allowed at the Youth Camp.  Campers or volunteers found to be in possession of controlled substances will be turned over to the local police for proper action.  Any violations of this rule will result in immediate and permanent expulsion from the Youth Camp.

No weapons are allowed except for those authorized by regulation to carry weapons, such as military police.

Remember ….. Have FUN!   



And Let the Kids Have Fun!!!
Appendix A    Medical __________________________________
Medical volunteers are required to stay in the barracks at the Youth Camp site from Friday evening through completion of Youth Camp on Sunday.   

Aid bags with supplies are issued; however, if medics have their own, they are encouraged to bring it.

It is encouraged that all medical volunteers review FM 21-10 Field Hygiene and Sanitation as a reference for preventive medicine measures.  

Registration
All campers are required to go through medical screening as part of registration.  Nurses, physician’s assistants and medics will conduct this medical screening.  Parents will verify emergency notification information upon registration.  Camp director will contact parents in case of an injury or other emergency.

Medications

Medical volunteers will dispense and log all medications.  During registration, medical volunteers must approve parental permission for the campers to self-medicate.  This includes both prescriptions and over-the-counter medications.  During the Youth Camp, medical volunteers will use medical forms provided to document any illnesses or injuries.
Responsibilities 


Medical volunteers are responsible for the following duties:


( 
First aid administration if needed and assuring safety is being practiced at all times
· Dispensing medications per handbook


(
 First aid education


(
 Personal hygiene education with inspections for younger age groups prior to bed times  


( 
Ensure all volunteers have adequate break time


( 
Monitor campers for weather related injuries


(
 Report all incidents to the Youth Camp Medical Director


(
 Document all incidents, using the appropriate forms, in the campers' files    


( 
If an incident occurs that requires transport to a civilian medical facility, the Youth Camp 

 Medical Director will be notified and will make the arrangements.  A Youth Camp medical volunteer will travel with the camper to the Emergency Treatment Facility. The Youth Camp Director will notify the parent of any incident with their child.


Medical 

First aid will be rendered and if required, we will transport the sick or injured person to a civilian medical facility.  Parents are responsible for all medical decisions once at the medical facility and for payments other than immediate first aid.


Personal  


Some campers may become homesick, wish to return home, or engage in unacceptable behavior.  Should this occur, we will contact parents to make arrangements for early transportation home.  Campers who become homesick may phone their parents (collect) to try to relieve the homesickness.


Medical Support by Volunteers other than medical staff

Medical volunteers are available at all times.  Should an injury occur, contact the medical volunteer immediately.  Injuries include such items as scrapes, abrasions, punctures, cuts, chapped skin, sprains, and breaks.
  Youth Camp has an excellent record of being relatively free of injuries.  Please help us continue this good record.  If no one is available, use common caution in treating the injury yourself.


1.
  Use a suitable barrier when treating any injury involving body fluids.  A suitable barrier includes:  unbroken skin, latex gloves, plastic bags, victim’s own hand, space blanket, gauze pads, articles of clothing.

2.   Wash hands thoroughly with soap and running warm tap water after working with any blood or soilage, even if gloves have been worn.

3.   If running water is not available, remove blood and soilage with a wet towelette and use waterless foams or rinses in order to clean the skin.

We want all our volunteers to be as safe as possible from possible contaminants.  Remind your campers to report any injury that they have to you.  Encourage them not to treat each other but to allow the medical volunteers to treat any injury.  Personal protective equipment (gloves, masks, eye shields) will be available at Youth Camp. 

Treat all blood or body fluids as potentially infectious.  Protect yourself and the campers.

Ticks


All of Wisconsin has the potential for the deer tick and lyme disease.  The deer tick is half the size of the normal tick we see.  It is orange-brown with a black spot near its head.  Identification of this tick is important since the common tick is not a carrier of lyme disease and can safely be removed without fear of contracting lyme disease.  A deer tick must be attached to the body for a period of time before infection can occur and many deer ticks do not carry the infection.


The best prevention of exposure to ticks is to cover as much of the body as possible with clothing tucked into boots, socks, trousers, long sleeved shirts, etc., to prevent the tick coming into contact with the skin.  Light colored clothing is better to wear since it will be easier to see the ticks on light colored cloth.


Apply tick/insect repellent to pants, socks, and shoes, and avoid brushing against vegetation.


Tell campers to let the counselors know if they find anything, they consider a tick.  

Tick Protocol
1. In the event a tick is found attached to a camper or volunteer, with tweezers and as close to the skin as possible, attempt to pull the tick off.

2. Do not burn the tick or cover the tick with vaseline
3. If unable to remove, seek a medical volunteer.

4. Lyme disease symptoms take three days to one month to appear.

Symptoms are:
· Fever 
· Headaches 
· Stiff and painful neck
· Aching muscles
· Tiredness
· Bulls-eye rash

If any of these symptoms occur together, visit your nearest health care provider.




Heat: Prevention is the best cure.  If the temperature is too excessive and the campers are lively, give some shady time-out periods to allow all to cool down.  Force the campers to drink fluids.  This is especially important at the obstacle course.  Make the camper take a drink of water after every run through the course.  It is better to be safe in hot weather.

Wearing hats helps reduce heat injuries too.  Clothing appropriate to the activity is necessary.  Be sure the campers are dressed for the day’s activities or at least have the proper clothing along for each activity.  Sunscreen is a must.
Heat Exhaustion:  Symptoms:  cool, clammy sweaty skin and muscle cramps.  Dizziness, fatigue, vomiting and diarrhea MAY also occur.  Temperature will be near normal.  First Aid:  Move victim to a cool place, have victim lie on back with feet elevated, and sponge with cool water.  Provide half glass of water every 15 minutes.  Notify your group’s medic, as well as the Youth Camp Medical Director.
Heat Stroke:  
Symptoms:  Very high temperature, hot dry skin, NO SWEATING.   Confusion and slurred speech may also be present.  First Aid:  Lie victim down in a cool place, cover victim with cool damp towels to lower, body temperature.  Give water.  Notify your group’s medic immediately, as well as the Youth Camp Medical Director.
Appendix B  Administration____________________________

Registration will take place on the first day of Youth Camp. Please make every effort to arrive during schedule registration times listed in Youth Camp Handbook


Campers


Registration for campers will consist of the following steps:


(
 Parents review Youth Camp application for any changes


(
 Medical volunteers meet parent and camper to review health form


(
 Parent/guardian designates person to pick up child and provides phone numbers where they can be reached while their child is at Youth Camp

(
 Campers receive information packet, T-shirt and name tags


(
 All campers and volunteers attend Youth Camp Welcome and Orientation, on the campgrounds (see schedule for exact time and location) 


Volunteers


Volunteer registration is a simple procedure of signing in and receiving an information packet and T-shirt.  Room assignments and keys will be issued.  Volunteers with medical issues should notify their group’s medic or the Youth Camp Medical Director.

Campers are released to their parent or other designated adult on the last day of Youth Camp.  At the end of Youth Camp, campers will not be released to anyone other than the 
person designated in writing by the parent at registration.

Identification is 
required. 


If departing Youth Camp early, all volunteers and campers will out-process through the admin office prior to leaving, unless the immediate health or welfare of the individual is of concern.  The volunteers aware of the departure will then notify the office of the Administrative Director on their behalf.

Parents   


Counselors are responsible for their campers for the whole weekend.  

Many parents attend the Youth Camp as volunteers.  Sometimes parents want to take their camper to do “family time.”  It is difficult to say no to a parent, yet you must remind them that the Youth Camp experience includes some separation from the parent.  Remember, campers are not allowed to leave their color group without a counselor’s permission.  Then, their buddy/wingman must go with them.



Parents are not allowed in the barracks to help their campers this weekend.  If a camper has special needs or a parent has special concerns about their camper, please encourage them to communicate to you directly or to a head counselor.



Homesick children are allowed to contact their parents by telephone.  If the child remains homesick and wishes to leave Youth Camp, that can be arranged.  We encourage you to help out a homesick camper.  This experience is not frequently seen.

Appendix C  Logistics Support__________________________




Billeting is provided to all volunteers, both military and civilian.  Volunteer room assignment and keys are issued at registration, lobby of Volk Meeting and Lodging Center, BLDG 475.  Volunteers must clean and out-process from their barracks prior to Sunday morning activities.  Volunteers must turn in keys prior to Youth Camp departure and are responsible for lost keys. 



The dining facility provides meals to all volunteers and campers.  Meals served include supper Friday evening, breakfast, lunch, supper, on Saturday and breakfast on Sunday.  Also provided are 2-3 snacks per day.  Medical volunteers will review food allergies of campers.  We will accommodate special needs for diets when possible.



Military transportation is used throughout the duration of the Youth Camp.  Ensure all campers receive a safety brief from the drivers or safety officer prior to loading any military vehicle.  Any transportation in a cargo vehicle requires an adult to be sitting in the rear seat on each side.  All personnel must remain seated while the vehicle is moving.  Ensure the driver has properly blocked the vehicle prior to unloading.
 Appendix D  Security SOP _____________________________

WISCONSIN NATIONAL GUARD YOUTH CAMP

SECURITY STANDARD OPERATING PROCEDURES (SOP)

PURPOSE:  The mission of the Security Director and security staff is to ensure a safe and secure environment for campers and staff.  Events take place at various locations on Ft. McCoy as well as Volk Field.  It is the responsibility of the security staff to ensure all campers and staff arrives at their destination safe and on time.  Specific security staff tasks/missions include:

· Security Director makes appropriate liaison contact with Ft. McCoy/Volk Field.

· Security Director establishes schedule and briefs security staff.

· Traffic Control in the Youth Camp area, to include perimeter streets.

· Security of Youth Camp area and common areas around buildings.

· Parking control to ensure that unattended vehicles are not parked on the side of the roadways.

· Accompany campers to events and monitor for safety of all campers and staff.

· Maintain liaison with Range Control, monitoring any pending weather warnings.

MISSION STATEMENT:  “The Youth Camp Security Director and staff shall ensure the safest Youth Camp environment for all campers, volunteers and support staff, while not diminishing from the fun and exuberant atmosphere fostered by Youth Camp staff”.  

CONCEPT OF OPERATIONS: 

a.   Security Director shall attend the pre-Youth Camp meetings as a member of the Youth Camp Executive Committee.  Security Director will ensure that an appropriate number of volunteers are assigned to the security team.  Approx. 20 security staff is required to ensure all tasks required at Youth Camp are accomplished.

b.   Security Director will arrive in the morning of the first day of Youth Camp and ensure security office is established in preparation for security staff.

c.   Security Director will have a meeting of all security staff and designate assignments for the weekend, distribute appropriate schedules and familiarize the staff with the basic concept of Youth Camp.

d.   Security staff should be prepared to be reactive to changes.  All Youth Camp staff will make contact with security personnel for answers to questions.  Questions will include:

(1)   Where do we go next?

(2)   How do we get there?

(3)   What time do we need to be there?

(4)   Where is ______ ?

e.
  Security staff is expected to maintain a very professional atmosphere.  The campers see you as a responsible person who is tasked with their safety.  Horseplay, joking around, poor language will only void staff of the credibility that comes with the position.

Appendix D  Security SOP _____________________________

TASK/CONDITION/STANDARDS:  


Task:

  Security Director makes appropriate liaison with Ft. McCoy/Volk Field.
Conditions:
  Upon confirmation of Youth Camp dates, building numbers and headcount, contact is made with Ft. McCoy Police Department and Volk Field Security Office.

Standards:
  All necessary coordination with installation staff was completed prior to arrival.

Sub-tasks:
  Coordinate with Ft. McCoy Police and advise them the Youth Camp Area of Operations (AO) for Ft. McCoy.


Coordinate with Volk Field Security and advise them the Youth Camp Area of Operations (AO) for Volk Field.


Make contact with Ft. McCoy Range Control Operations.   Range Control can provide updates and weather data for severe weather approaching Ft. McCoy.


Coordinate any street or road closure as may be needed.


Provide your Bldg. & telephone number as the POC for security or parking issues.


Hand receipts traffic cones from Police Department as needed.


Attend Youth Camp Executive Committee meetings at designated time.


Task:

  Security Director establishes schedule for security personnel 




and provides welcome brief to all security staff.


Conditions:  
New security personnel have arrived to provide support for Youth 




Camp, activities personnel are requesting security support for 




the various age group activities.

Standards:  
Security staff is assigned to each age group for activities.  
Security staff is assigned to conduct continuous 24-hour operations.  Security staff is assigned to conduct support at Volk Field during hours of darkness.

Sub-tasks:
  Complete and post security assignments, ensuring that each age group has a designated security person that stays with that designated age group for the duration of Youth Camp.

Provide each security person with a schedule of events for their respective age group and ensure familiarity of the Ft. McCoy and Volk Field area, where the events will take place, and how to get there.
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Complete and post security assignments, ensuring two security personnel are assigned to the Youth Camp grounds roving patrol during hours of darkness.

Complete and post security assignments, ensuring one security person is assigned to the Volk Field AO during hours of darkness.

Conduct a briefing for all security personnel to ensure that each person is familiar with the mission and responsibilities of the security section.

Ensure all security personnel have attended the mandatory Youth Camp Orientation/Training session.




Complete and post a sign-in/sign-out roster for all security personnel.

Complete and post a roster of where each security person is staying while at Ft. McCoy (WMA, BOQ, volunteer housing etc.).




Assign radios as needed.

Ensure all security personnel are familiar with the Youth Camp Executive Staff.

Familiarize all security staff with the Youth Camp building assignments, male/female quarters, operations, logistics, and medical.


Task:

  Traffic Control in Youth Camp area, to include perimeter streets.

Conditions:  
During camper registration and pick-up, with traffic congestion 




in the area, as well as routine traffic on the streets, implement 




appropriate safety devices and procedures to ensure all campers, 




staff & family members safety.


Standards:  
Appropriate security personnel and traffic warning devices are in place

providing safe vehicular and pedestrian traffic flow.   

Sub-tasks:  
Emplace traffic cones in center of main roadway to slow common traffic.

Provide three traffic cones as necessary for security of area while loading/unloading campers from vehicles, closing the street to vehicle traffic during loading and unloading operations.

Limit vehicle parking on the roadside to 5-minutes.

Provide two security staff to ensure safe pedestrian traffic across roadway during times of registration and camper pick-up.
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Ensure no vehicle parking on the grass or overnight alongside buildings.


Task:

   Security of Youth Camp area and common areas around buildings.

Conditions:
  Over 600 campers and staff have arrived for Youth Camp, ensure a safe and secure Youth Camp environment, protects campers and staff from both internal and external challenges.  Provide a 24-hour security presence, with the ability to react to unwanted visitors, medical emergencies, family emergencies and severe weather.

Standards:  
Provided a roving security detail to monitor occupied and non-occupied buildings, prevented the loss of property, maintained telephone contact with Range Control in the event of threatening weather.

Sub-tasks:   
Assign two-person detail for roving guards in Youth Camp area to ensure there are no unauthorized people in the area, and that no campers are outside their respective building roving guard perform duty between  2200 – 0600 hrs.

Check military vehicles to ensure they are secured when not in use.



Monitor 24-hour emergency telephone in case families are attempting to contact Youth Camp for family emergencies.


Maintain a security office to ensure all campers and staffs have a POC for overnight emergencies.


Maintain a roster of the Executive Committee and medical personnel, listing their respective sleeping area in case late night contact is needed.


Ensure location of both camper and staff registration files are known in case personal information is needed for overnight emergencies.


Make recommendations to Youth Camp staff in regards to hazards, (i.e. bee nests, stumps, pot holes) ensure proper marking of it for safety off all campers and staff.


Provide traffic control and assistance with campers’ loading/unloading trucks.


Make fire checks of buildings, identify and eliminate any hazards.

Task:
  Parking control to ensure vehicles (military & civilian) are not parked on streets or near buildings.

Conditions:  
Over 300 volunteer staff have arrived at Youth Camp.  All vehicles must park in designated areas.
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Standards:
 Youth Camp staff is informed as to the location of the designated parking areas for both military and civilian vehicles.  All vehicles, with the exception of ambulances are secured in designated parking areas.  Staff is reminded during Executive Committee meetings to ensure vehicle operators do not park along side any streets or near buildings.

Sub-tasks:  
Request parking signs from Volk Field as needed.


Advise all Youth Camp staff of designated parking areas for military vehicle and civilian vehicles

Ensure military vehicles are secured when not in use.

Task:
  Accompany campers to events and ensure safety at all times.
Conditions:  
Counselors have directed campers to their scheduled activities, truck transportation is waiting on the streets for loading campers.  Activity staff is on site to receive campers for the scheduled event.

Standards:
  Campers have been safely loaded onto trucks and taken to the designated activity area.  Campers are unloaded and safely participate in the scheduled activity, are loaded back onto trucks and transported to the next activity or back to the barracks.

Sub-tasks:
  Emplace traffic cones area placed as needed while loading and off-loading campers to ensure safety.


Assist in the loading and unloading of campers from trucks.


Ensure campers receive safety briefing from designated truck drivers.


Ensure appropriate safety nets ropes, straps are in place prior to departure of trucks.


Assist truck drivers; be prepared to give directions to the various training sites.


Ride with or follow designated color groups to the designated activity, assist with parking the trucks in a safe area and the unloading of campers.


Observe safety at all times en-route and during the event.


Be familiar with the event schedule to ensure that groups do not fall behind, advise when necessary if changes are needed.
ADMINISTRATION:  Security Director shall ensure the status of all security staff, i.e. STA, AT, ADSW AGR on pass etc.  Ensure all staff provides information on the security staff roster so staff can be located during the night if needed.  Ensure all security staff sign-
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in and register, issuance of a black T-shirt and cap will designate you a member of the security staff.

LOGISTICS:
  In order to properly support Youth Camp operations, security staff will need several items.  The following is a list, not all-inclusive, of items that should be requested or brought to Youth Camp.  

· Butcher block & paper

· Felt tip markers

· 24 radios

· Flashlights/chem-lights

· Masking tape

· Bug spray

· Traffic cones

· Engineer tape

· Two cots for night shift

· Security baseball hats (ordered prior to camp)

CONCLUSION:  
Security staff is required to be knowledgeable with every facet of Youth Camp.  All Executive Committee members and security personnel will carry radios.  Become familiar with all the scheduled activities for your assigned age group, be familiar with the location of each event and have the ability to direct drivers and counselors to that location. 
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Make Youth Camp as safe for the volunteers and campers as possible.  Everyone is involved in safety!  Any volunteer can stop horseplay among both volunteers and counselors at any time.  Consistency is key here.



Whenever there is an accident involving either injury or property damage, no matter how small, report it to the security volunteer.  In case of personal injury, get medical attention first.  Then report the incident.



A safety briefing is given at each activity site and with each type of activity equipment.  Help campers pay attention to these briefings.  They are essential for a fun, injury-free, Youth Camp experience.



Halt an activity and report any condition or practice that you feel may cause personal injury or damage to equipment.  Do not operate equipment that you feel is not in safe operating condition.  Report this to a security volunteer.



Return all equipment in good working order.  If there is any problem with the equipment, turn it in for repair or replacement.  Any prescribed safety and personal protective equipment should be used when required.



Obey all Volk Field rules and regulations, signs, markings and instructions.  If you don’t know, ASK!



All activities are age appropriate.  








The Wisconsin National Guard Youth Camp is sincere in its desire to conduct all operations in the safest manner possible.  Compliance with the general safety rules listed below will assist us in achieving this objective.  These rules are the minimum guidelines for working safely and conducting an accident and injury-free Youth Camp.  Continued safety awareness and cooperation in prevention and loss control is a vital part of the volunteers’ job.  It is the volunteers’ duty and responsibility to apply these and all accepted standards to the daily conduct and activities of Youth Camp.



All volunteers will ensure that unsafe and inappropriate activities are stopped immediately.


1.  Whenever you are involved in any accident that involves personal injury or property damage, no matter how small, the incident must be reported to the security volunteer.  In case of personal injury, obtain proper medical assistance first.


2.  Stop the activity and report immediately any condition or practice you think might cause personal injury or damage to equipment.


3.  Do not operate equipment that, in your opinion, is not in safe operating condition, and report it to the security volunteer.  Do not use equipment and do not let campers use equipment before conducting necessary safety briefings on the proper use of item(s), i.e., canoes, rafts, etc.
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4.  All prescribed safety and personal protective equipment should be used when required and maintained in safe working condition.  Turn in unsafe equipment for repair or replacement when there is the slightest doubt that it will perform adequately or safely.


5.  Obey all Fort McCoy and Volk Field rules, governing regulations, signs, markings, instructions and speed limits.  Be particularly familiar with those that apply to you in your area of responsibility in regard to campers.  If you don’t know, ask!


6.  Horseplay cannot be tolerated; inform campers to avoid distracting others and to be courteous.


7.  All activities will be conducted only after the safety briefing is completed and all campers understand.  Volunteers will do practice demonstrations of all potentially hazardous activities prior to allowing the campers to participate.


8.  Return all equipment to its proper place; pick up after yourself; don’t leave debris or personal belongings anywhere that someone else will have to clean up, or where they may be injured tripping over them!


9.  The use of drugs, alcohol and tobacco products are prohibited by campers and volunteers in or near any Youth Camp areas.

 
10.  Campers will use the “Buddy/Wingman System” throughout the Youth Camp.  The counselor will initiate and use the Buddy/Wingman System.  All campers will stay close to their “Buddy/Wingman” at all times and pair up immediately when a volunteer initiates a “Buddy/Wingman Call”.  Youth will keep counselors informed of their whereabouts at all times and will not leave the area without permission, even to visit with a parent who is also at the Youth Camp.  


11.  Security volunteers will brief the Emergency Procedures System (EPS).  All volunteers should understand the use of the EPS in the event an emergency condition arises.


12.  Campers and volunteers will wear proper and appropriate clothing at all times, to include footwear.  Some activities require wearing of special clothing and the volunteers will ensure that campers adhere to the proper wear, i.e., ear plugs, life jackets, etc.


13.  Whenever campers are transported, they will stay well away from the vehicle until the counselor or volunteer tells them to board.  No rough play on or near vehicles is allowed.  The vehicle will not move without the counselor/volunteer checking to be certain there is no one left behind or standing within the vicinity of the vehicle.
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Barracks safety is as important as safety at activities.  Rough housing around in the barracks cannot be tolerated. 

Remind campers that floors become unsafe when wet from either rain water being tracked into the barracks from outside or from drippy shower takers.  

Just watch for unsafe practices of the campers and gently remind them to be safer.



Final reminder:  Counselors control the doors when in barracks at night.  That means no camper is allowed outside the barracks without a counselor.  No visitors are allowed in the barracks at night, not even parents. 




There will be a practice fire drill with all campers and volunteers on the first night of Youth Camp.  A safe location to meet will be designated away from the barracks. Everyone will proceed to that area in an orderly manner.  Counselors will count heads.  If anyone is missing, report it to a Head Counselor or security volunteer immediately.  They will conduct a search.  Do not leave the campers.  Maintain a calm manner.  The campers need to be reassured that everything is being done to address the emergency.


Fire issues at any other time will be handled by the Security Director.  If there is an unsafe condition involving fire, obey all directives given by Youth Camp security for the safety of all volunteers and campers.



No horseplay is tolerated around the campfires.  Those who misbehave are not allowed to participate in the campfire activity.  Turn them over to the Head Counselor for removal from the activity.




The Security Director is responsible for making reasonable emergency shelter plans for youth.  All volunteers will be made aware of emergency plan.  Volk Field or Fort McCoy activates the severe weather notification process should it be necessary.  The Youth Camp Director, Operations Director, or Security Director notifies all security volunteers of the alert.  Security volunteers direct Youth Camp volunteers and campers in the procedures to follow.



If there is a lightening storm, no waterfront or pool activity will occur.  The beach and the pool are closed.  Campers and volunteers will return to the main Youth Camp for an alternate activity.
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Activities for the Youth Camp will continue unless weather presents a safety or health hazard to the youth.  Contingency plans are available to move activities indoors 
should weather become inclement.  The Operations Director will conduct a risk assessment to determine safety of event.



On Friday night, each group will either pick or be assigned buddies/wingmen.  If there are not enough campers to pair evenly, one group can be composed of three buddies/wingmen.  These buddies/wingmen are mated for the duration of the Youth Camp.    



Everything is done with the buddy/wingman.  Campers will travel to all activities with their buddy/wingman.  They will participate in all activities with their buddy/wingman.  If they need to return to the barracks after mealtime, they will wait for their buddy/wingman to return together.  

Buddies stay with buddies at all times.  If one needs to use the bathroom, the other will go with and use it too, or wait outside.  Never let buddies/wingmen act separately; they are a permanent team.



Counselors will conduct buddy/wingman checks periodically throughout the day to be sure the buddies stay together.



The waterfront and swimming pool are to be enjoyed by both campers and volunteers.  Of course safety is everyone’s main concern.  It is necessary to obey all water safety instructions.  
The counselor on shore will continue to monitor his/her color group and their waterfront activities.  Activities volunteers will assist in waterfront supervision.  

If a weather emergency arises, all waterfront and pool activities cease and campers and volunteers will go to a place of safety.



Both campers and volunteers must obey lifeguards and waterfront volunteers.
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First off, BE ENTHUSIASTIC!  The right frame of mind sets the
 
tone for the weekend.  You are not the heavy.  You get to have fun this weekend, too.  You’re the advisor/supervisor.  Have fun at Youth Camp and stay within Youth Camp’s guidelines and directives.


Second, show interest in your campers as individuals.  Learn their names quickly.  You will find out shortly after meeting them whom may be the challenging campers, testing the boundaries.  Many of them will become your “buddies” for this short time.


The campers are here to have a fun weekend.  Some of them may be a bit apprehensive about attending.  Remember, their vision of Volk Field and military life comes from their military parent.  Not all military experiences expressed by guard members are good ones.  Your camper may come with invalid assumptions.


Next, try to get each camper involved with the group.  Some will be the quiet types with great ideas.  Some will try to take over.  The campers will develop their own leadership order just like any other group.  Make sure leadership is not overbearing or bullying.  Every group needs leaders and followers.  You can tell by watching your campers who will need a little encouragement to participate fully.


Be a good listener.  Give each camper an opportunity to speak with you.  There will be some campers you will enjoy immediately.  Other campers will take a bit of energy to get to know.  Some may even annoy you.  Just mellow out and remember Youth Camp is only two days.  Anyone can survive two days with children.


Be consistent handling the rules.  Show no favoritism.  The Buddy/Wingman System is always an area of contention.  Each camper must stay with his/her “buddy/wingman” for the whole weekend.  It makes it easier for you to know who is missing or not, and it is good discipline for campers to follow this directive.  After all, we are trying to give them a glimpse of what military life is like.
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You are the hero and guide this weekend.  If you have fun, the campers have fun.  If you are excited and enthusiastic, so are the campers.  If you are interested in them, they will respond to you.  It’s not hard to assist campers in having a good time!  Just give them your best!
That’s it.  The whole job of being a counselor in eight easy steps.  The key issue is to watch your campers at all activities and in the main Youth Camp.  If the campers know you are watching them, everyone will have a safe, fun, Youth Camp experience.



Horseplay – pushing, shoving, tripping, wrestling, throwing stones or other items, threatening other campers with bodily harm, yelling obscenities, being disruptive at events, talking when they should be listening.  Basically, any behavior that could cause injury to the camper or to others, and rudeness, is horseplay in action.  If you expect good behavior from your campers, you get it.  If each volunteer has the same expectations, Youth Camp will be the best ever. 


Day Pack Items:


(
Emergency supplies:  bandages, snack food – candy bars, hard candy, crackers (these are for emergency; snacks are provided), water


(
Field Guidebooks:  trees, birds, plants, etc. (one copy per color group is OK, coordinate with your co-counselors)


(
Some activity to keep campers busy during “hurry-up-and-wait” times:  cards, group games, craft activity like knots, treasure hunt, postcards, etc.


(
Flashlight


(
Field glasses (binoculars)


(
Schedule of activities


(
This Volunteer Handbook

(
Names of your campers


(
Paper and writing supplies

· Whistle:  to get their attention and as an emergency signal (be creative with your 

whistle to give your group a unique sound, ideas include duck calls, slide whistles, etc.)

In Progress Review

Butcher block will be in each barrack.  Let the campers evaluate the Youth Camp each evening.  Encourage them to express their likes, dislikes, and even wishes for next year.

downtime






The Head Counselor together with the lead counselor will provide you with a rotational schedule to sleep in the barracks.  Each building will have a minimum of two adults.  You may choose to spend both nights with the campers if you wish, let the lead counselor know.
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There will be a rotation schedule applied to counselors.  Two counselors will remain with the group with the third counselor “off duty” for a while.  Rotation will occur during meal times.  Off time is mandatory for counselors.

We want you in top form when you are with the campers.  We know your “downtime” is important for you to enjoy Youth Camp.


Head Counselors roam the Youth Camp late each night to see if you can use assistance in settling your charges for bed.  Please let them help you.


Other Situations:  There may arise an emergency with a camper that requires special action.  Notify your Head Counselor immediately.  The Youth Camp Director, Head Counselor, Medical, and/or Chaplain will be dispatched to help handle the situation.


Should you become aware of a situation you do not feel comfortable handling, please tell your Head Counselor or the Youth Camp Director.  We have a crisis intervention team set up to handle these situations.  Do not leave your other campers unsupervised.  Send a buddy/wingman pair to get help if no one else is available.


Should you find that a counselor is acting in an inappropriate manner, contact your Head Counselor with your concerns.  Harassment is always a concern.  If you or your campers are uncomfortable with a situation, contact your Head Counselor.  If you find that you cannot get along with one of your co-counselors, let your Head Counselor know.  We want this Youth Camp experience to be good for you too.  If you are not happy with being there, the campers know and are not happy.  Remember, you are the role model for the Youth Camp experience.  Just have fun and be safe.
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Explain the Buddy/Wingman System.  Have each camper choose a buddy/wingman at this time.  Write down your buddy/wingman pairs.  The camper they choose to buddy/wingman with is their buddy/wingman for the whole Camp, no switches made later.


Go over the tick check issue.  And relay the Youth Camp rules that follow.


1.  
Campers must stay with their color group at all times.  If a camper must leave the group for any reason, he/she must check in with their counselor and leave the group with their buddy/wingman.  No one goes anywhere alone.

2.  
Campers may never leave the barracks after lights out.  Campers should settle down to sleep soon after lights out.  Youth Camp days are full.


3.
  Campers are responsible for the cleanliness of their barracks.


4.
  Should any camper need assistance and their counselor is unavailable, the camper may ask another volunteer to assist them.  Only talk to Youth Camp volunteers.  Stay away from strangers.


5.
  Campers can be dismissed from Youth Camp if rules are disobeyed.


6.
  Alcohol, drugs, tobacco, and weapons are forbidden.


7.  
There is no horseplay.  Avoid distracting other campers and be courteous.


8.
  You must obey all Fort McCoy / Volk Field rules and regulations, signs, markings, and instructions.  

9.  
Proper footwear will be worn at all times.  Proper clothing should be worn to all activities.


10.  
When using transportation to an activity site, campers board the truck or bus when told to do so by their counselor.


11.  
Campers will raise their hands grasping their buddy/wingman whenever a “Buddy/Wingman Check” is called by the counselors.


12.  
Campers are supervised by all volunteers.




·  Campers must pack all their belongings Sunday morning and 
move them to designated area.

·  The barracks is swept and garbage removed by the campers
·  Clean bathrooms prior to departing the building for the days activities.
·  The barracks are locked after inspection.[image: image2.png]
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Be enthusiastic.





Get to know your campers’ names.





Watch your group for horseplay (defined later).  Stop it immediately!  Be consistent.





Watch other groups for horseplay.  You can stop any camper’s poor behavior, at any time.  Sometimes they will try to sneak behind their own counselor’s back.





Maintain safety.





Sometimes campers do not want to be touched by you.  It’s called harassment whenever the camper or another counselor is uncomfortable with your behavior.  Harassment will not be tolerated.





NEVER BE ALONE WITH A CAMPER.  It is in your best interest to have other people around when you are with children.





Have fun!








Helpful Hints  





Barracks Meeting Friday night 





Barrack Cleaning 
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