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History of Congressional Schools
Congressional School was founded by Evelyn and Malcolm Devers in the fall of 1939 as a
private day school. After six months, the school’s enrollment of three, four, and five-year-olds,
housed in a five-room house in the Westover Hills section of Arlington, had grown to 40
students. Within a year, the school moved to the Yeatman home at 3155 North Pershing Drive
in Arlington and expanded to include grades 1-4.
During the summer of 1942, the estate of General George Patton on Ft. Meyer Hill at 1401 North
l2th Street, Arlington, was purchased. The facilities were expanded, and over the next 15 years,
enrollment increased to include students from preschool through eighth grade. A second
campus opened in Alexandria in the mid-1950s at 500 West Windsor Avenue to house students
in preschool through fourth grade.
Ground was broken in February 1959, and construction of a junior-senior high school facility
began on 40 acres on Sleepy Hollow Road in the Falls Church section of Fairfax County. The
new school was ready for occupancy that fall by students in grades 4-12. The Alexandria
property was sold, and children in preschool through third grade moved to the Ft. Meyer
School.
In February 1960, a devastating fire destroyed the Ft. Meyer School. All children except the
preschool were moved to the Sleepy Hollow Road campus. Within a week of the fire, parents
and friends of the school had refurbished outbuildings at the Devers’s property at 600 South
Carlyn Springs Road in Arlington for use by the preschool. Construction of an elementary
building on the Sleepy Hollow Road campus began that summer, and by the fall of 1960, all
students in preschool through twelfth grade were at the present campus. The first high school
class graduated from Congressional School in June 1960.
In 1979, Congressional School was reorganized by William W. Devers as The Congressional
Schools of Virginia, a nonprofit corporation governed by a Board of Regents. In 1985, the Board
of Regents resolved to focus its resources on the Lower and Middle Schools population and
phased out the high school. Two years later, in 1987, the Infant and Toddler Center was opened.
The Congressional Schools of Virginia is presently composed of three divisions:
Early Childhood Programs
Bright Beginnings (Ages 0 – 3)
Preschool and Kindergartens
Lower and Middle Schools (Grades 1 – 8)
Congressional Camp
Great Adventures Division (Ages 3 – 5)
Primary to Senior Divisions (Rising 1st – 9th Graders)
Travel Camps, Specialty Camps, and Athletic Camps (Rising 1st – 9th
Graders)
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Dear Congressional Camp Staff Members,
Welcome to a summer of adventures! Whether you are new to our Congressional family, a
“lifer,” or somewhere in between, you will find many opportunities to share, facilitate, and
grow this summer. We will carry on cherished Congressional Camp traditions and introduce
new ones.
From Great Adventures to Day Camp, Specialty Camps, and Travel Camps to Athletic Camps,
we are all part of one staff, one summer program. If it’s one week or eleven weeks, we each
have the opportunity to make a positive impact on campers’ lives. With strong, consistent
support of one another, an open exchange of ideas, and a constant eye on safety and fun, we can
perpetuate an atmosphere in which everyone—campers and staff alike—can feel comfortable
challenging ourselves and, as equally important, just being ourselves.
Janet Marsh, Congressional Schools of Virginia staff members, Congressional Camp alumni and
I welcome you. Welcome!
Sincerely,
Dan O’Neil
Director of Co-Curricular Activities
Camp Director
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Mission Statement

The mission of Congressional Camp is to develop and encourage the personal, physical and
intellectual growth of each child entrusted to its care. To that end, we seek to:
Provide a fun, safe, and stimulating environment in which children can develop physically,
creatively, socially and emotionally;
Foster a climate which emphasizes the values of citizenship, service, personal responsibility,
self-discipline and respect and compassion for others;
Challenge campers with interactive and age-appropriate activities;
Provide safe, secure facilities and supervise all camp activities with an outstanding and
well-trained staff;
Maintain a structure and philosophy which assures attention to the unique needs of each
child;
Take advantage of the many opportunities afforded by the diverse character of the Summer
Programs, the outdoor environment and the surrounding metropolitan area;
Acknowledge each child’s special gifts and contributions.
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Section 1

CONGRESSIONAL
SCHOOLS and CAMPS
EMPLOYMENT POLICIES
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Employment Policies
Accuracy of Employment Applications
It is the policy of the Congressional Schools to fill vacancies with the most suited applicant
available. All applicants are required to complete an Application for Employment to be
considered for a position with the Schools. Should The Congressional Schools of Virginia
determine that an applicant has misrepresented any material fact on an employment
application; such misrepresentation may be grounds for rejecting the application or immediate
termination of employment.

Americans With Disabilities Act and the ADA Amendments Act
The Americans with Disabilities Act (ADA) and the Americans with Disabilities Amendments
Act, known as the ADAAA, are federal laws that prohibit employers with 15 or more
employees from discriminating against applicants and individuals due to their disabilities and
require that, when needed, providing reasonable accommodations to applicants and employees
who are qualified for a job, with or without reasonable accommodations, so that they may
perform the essential job duties of the position.
It is the policy of The Congressional Schools of Virginia to comply with all federal and state
laws concerning the employment of persons with disabilities and to act in accordance with
regulations and guidance issued by the Equal Employment Opportunity Commission (EEOC).
Furthermore, it is our policy not to discriminate against qualified individuals with disabilities in
regard to application procedures, hiring, advancement, discharge, compensation, training or
other terms, conditions and privileges of employment.
The school will reasonably accommodate qualified individuals with a disability so that they can
perform the essential functions of a job unless doing so causes a direct threat to these
individuals or others in the workplace and the threat cannot be eliminated by reasonable
accommodation and/or if the accommodation creates an undue hardship to the school. Contact
the Human Resource department with any questions or requests for accommodation.

Benefits
All 12-month employees are also considered employees of the Congressional Schools of Virginia
and, as such, receive all benefits listed on pages 25-29 in the Congressional Schools Employee
Handbook.
Seasonal employees are eligible to enroll in the school’s 403b savings plan by contacting
our Human Resources Director. Seasonal employees are not eligible for any other school
or camp benefits, but are eligible for workers compensation through the Virginia Workers’
Compensation Act.
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Confidentiality
During the course of the summer, you will have access to and/or gain a considerable amount of
information about campers and their families. Please use discretion in sharing this information. It
is all too easy for a chance remark to be overheard and shared in the community. Children’s full
names should not be used off campus.
The following guidelines address confidentiality for campers and staff personal health records.
The list is numbered for purposes of reference and not in any other particular priority.
1. Disclosure of personal health information of a child to a parent will be held to the
minimum necessary to obtain the health and safety of the individual.
2. Personal health information may be disclosed in the course of the application process
and may include the Camp Director, Camp Nurse, and Executive Director.
3. Specific medical information may be shared with limited camp staff as may be necessary
and will be regarded as confidential.
4. Privacy practices are reviewed annually with all camp staff.
5. Personal health information will be securely stored.
6. Access to the personal health information is restricted to selected staff for the benefit of
the minor.
7. When requested in writing by the parent/guardian, the health form for a minor may be
shared with another school or camp.
8. Congressional Schools and Camp respects the fact that medical and personal information is
confidential. Under Section 30-2-4 of the Fairfax County Code, the schools are required to
report a number of diseases that have been identified by the U.S. Center for Disease
Control, the Commonwealth of Virginia, and the Fairfax County Director of Health. This is
in the interest of the general public health or obtaining data on the effectiveness of
immunizations. Individual privacy will be respectfully maintained to the extent possible.
9. Any information, permission to give medication, or emergency authorizations received
by fax communication or other electronic means, will be regarded as confidential.

Criminal History/Sex Offender Background Checks
Virginia code § 22.1-296.3 requires all applicants who accept employment be submitted for a
criminal background check. This excludes all applicants who accept employment and are
considered minor age (under the age of18) in which those criminal records are legally sealed.
The Congressional Schools of Virginia will conduct a background check on all new employees
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over the age of 18 upon beginning employment and again every 3 years. This check must show
no felony convictions and no convictions for any crime involving sexual misconduct, child
abuse, or moral turpitude. If this check reveals that the applicant does not meet the criteria for
employment, the individual will be terminated.

Disciplinary Process
Proper employee behavior is necessary for the efficient operation of The Congressional Schools
of Virginia. When employee behavior is counterproductive or is not in the best interest of the
Schools and/or its students, disciplinary action will be taken (with the exception of gross
violations, which may result in immediate termination). Employees are expected to conduct
themselves at all times in a professional and positive manner.
Employee Behavior
The following conduct is prohibited and will subject the individual involved to immediate
disciplinary action, up to and including termination of employment:

A. violation of the Camp’s rules, regulations, requirements, and policies;
B. failure to abide by standards of conduct, performance and behavior reasonably expected
by the Camp;

C. conduct which results in the employee being convicted of a felony or an lesser crime or
any offense involving the property of the School or its subsidiaries or affiliates;

D. engagement in any dishonest or fraudulent activity;
E. conduct which results in injury or impairment to or endangers the School or Camp’s
reputation or standing in the educational community;
F. reporting to work under the influence of alcoholic beverages and/or illegal drugs and
narcotics or the use, sale, dispensing or possession of alcoholic beverages and/or illegal
drugs and narcotics on School premises;
G. possession of firearms or other weapons on School premises;
H. insubordination or the refusal by an employee to follow management’s instructions
concerning a job related matter;
I. fighting or assault on a fellow employee or any other individual while on School
property;
J. theft, destruction, defacement, or misuse of School or Camp property or of another
employee’s property;
K. falsifying or altering any Schoolor Camp record or report, such as an application for
employment, a medical report, a time and attendance report, an expense report, or
purchase order; or
L. failure to abide by safety and security policies
The previous examples are illustrative of the type of behavior that will not be permitted, but are
not intended to be an all-inclusive listing. Any questions in connection with this policy should
be directed to the Director of Business Operations.
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Disclosure/Use of Information
Camp employees may not use Congressional Schools and Camps’ directories, mailing lists, or
other sources of official school information to solicit contributions or business on behalf of
themselves or any other individual or organization.

Diversity
The Congressional Schools of Virginia is committed to fostering, cultivating and preserving a
culture of diversity and inclusion. The collective sum of the individual differences, life
experiences, knowledge, inventiveness, innovation, self-expression, unique capabilities and
talent that our employees invest in their work represents a significant part of not only our
culture, but our reputation and school’s achievement as well.
We embrace and encourage our employees’ differences in age, color, disability, ethnicity, family
or marital status, gender identity or expression, language, national origin, physical and mental
ability, political affiliation, race, religion, sexual orientation, socio-economic status, veteran
status, and other characteristics that make our employees unique.
Congressional’s diversity initiatives are applicable—but not limited—to our practices and
policies on recruitment and selection; compensation and benefits; professional development
and training; promotions; transfers; social and recreational programs; layoffs; terminations; and
the ongoing development of a work environment built on the premise of gender and diversity
equity that encourages and enforces:
•
•
•

Respectful communication and cooperation between all employees.
Teamwork and employee participation, permitting the representation of all groups and
employee perspectives.
Employer and employee contributions to the communities we serve to promote a greater
understanding and respect for the diversity.

All employees of Congressional have a responsibility to treat others with dignity and respect at
all times. All employees are expected to exhibit conduct that reflects inclusion during work, at
work functions on or off the work site, and at all other company-sponsored and participative
events.

Governance
The Congressional Schools and Camp is a non-profit, tax-exempt organization, operating under
the direction of a self-perpetuating Board of Regents. The policies of the corporation are made
by the Board of Regents. The day-to-day operation is carried out by the Executive Director who
is responsible for carrying out the policies of the Board of Regents and reports directly to the
Board. The Camp Director is hired by and reports directly to the Executive Director.

Grievance Policy
The School and Camp believe in open communication between employees and management. If
an employee has a suggestion or concern, the Camp wants to know about it. Generally, an
employee will get satisfaction by discussing the matter informally with his/her immediate
supervisor.
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However, for complaints that cannot be resolved informally between an employee and his/her
supervisor, or if an employee is dissatisfied with the decision of his/her supervisor, the
employee may reach out to the Camp Director, Human Resources Manager, or the Executive
Director and share a written statement with a proposed solution. If further review is required,
the Human Resources Manager or Executive Director will conduct the appropriate
investigations and/or hearings and advise the employee of the findings and conclusions.
This policy is intended to lead to resolution of employee grievances by all interested parties
working together. In consideration of the availability of this procedure, employees are expected
to follow it before resorting to other courses of action.

Harassment Policy
Everyone associated with The Congressional Schools and Camp, whether employee, volunteer,
or member of the Board of Regents, has the responsibility to maintain the highest standards of
conduct and moral behavior. Conduct in violation of these standards by anyone associated with
the Schools will not be tolerated, and will subject the violator to appropriate disciplinary action,
which may include dismissal. Supervisors who either condone or fail to act to correct such
inappropriate behavior when brought to their attention also may be subject to disciplinary
action. Congressional Schools is committed to ensuring that the work environment is free of
forbidden harassment and other unlawful discriminatory practices.
This policy will be binding on all individuals connected with the Schools or camp including all
employees, volunteers, and members of the Board of Regents.
The School will not tolerate harassment in the workplace in any form or in any manner.
Prohibited Harassment - In General
In general, harassment is any verbal or physical conduct that denigrates or shows hostility or
aversion toward an individual or that of his/her relatives, friends, or associates, and that:
(1) has the purpose or effect of creating an intimidating, hostile, or offensive working
environment; or (2) has the purpose of or effect of unreasonably interfering with an individual’s
employment opportunities. Harassment includes (1) epithets, slurs, negative stereotyping, or
threatening, intimidating, or hostile acts and (2) written or graphic material that denigrates or
shows hostility or aversion toward an individual or group and that is placed on walls, bulletin
boards, or elsewhere on the employer’s premises or circulated in the workplace, either
physically or electronically.
Sexual Harassment
Sexual harassment, in particular, consists of, among other things, (1) verbal remarks of a sexual
nature, including those made as part of any purported humorous conduct, (2)sexual flirtations,
propositions, or requests for sexual favors (3) physical touching of any kind, and (4) the open
display or unsolicited showing of nude or sexually explicit photographs.
Sexual harassment exists when (1) submission to such conduct is made, either implicitly or
explicitly, a condition of continued employment, (2) submission to or rejection of such conduct
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is used to make employment decisions about an individual, (3) such conduct creates a hostile or
intimidating work environment so that it interferes with the individual’s work performance.
Complaint Procedure and Discipline
Harassment can be by a supervisor, co-worker or, in some instances, a member of the public.
Any person who believes that he or she has been subject to harassment should report it
immediately either to their supervisor or, if they would feel more comfortable, to one or more of
the following individuals: the Executive Director, the Camp Director, and/or the President of
the Board of Regents. All complaints of harassment must and will be investigated promptly.
Complaints of harassment will be kept confidential to the extent possible.
If the aggrieved person believes that the response to their initial complaint of harassment is not
sufficient, and/or that additional action by the School is needed, a written complaint of the
conduct complained of should be made within 15 days to either the Executive Director or the
President of the Board of Regents. Upon receipt of such written complaint, the Executive
Director or the President of the Board of Regents will conduct a preliminary investigation
immediately to determine whether it warrants further review by a panel. If further review is not
warranted, the findings and recommendation for appropriate action will be submitted to the
Board of Regents within 15 days.
If further review is deemed appropriate, within 15 days of receiving the written complaint, the
Executive Director or the President of the Board of Regents will convene a panel to hear the
complaint. The findings of the panel and a recommendation for any appropriate disciplinary
action or relief for the complainant and alleged harasser will be submitted to the President of
the Board of Regents. Upon receipt of the findings from the preliminary investigation or from
the panel, a Board meeting will be called within one week or as quickly as the majority of the
members of the Board may be convened to consider the report and decide appropriately. The
decision of the Board of Regents is considered final and will be implemented immediately.
Any employee making a good faith complaint of harassment to the Schools under this policy
will not be subject to any form of retaliation by the School. Persons who engage in harassment
(or retaliation for a complaint of harassment) are subject to discipline, up to and including
immediate termination from employment.

Hiring Process
Congressional Camp is an equal opportunity employer. The camp does not discriminate based
on race, age, sex, nationality, religion or sexual orientation. Our Junior Counselor and CIT
programs are meant to assist future leaders in developing their skills as professionals. As such,
we keep these staff at a 20% proportion of our counselor population, to ensure proper
supervision and training.
Seasonal Staff
All interested seasonal applicants are required to apply online at www.congocamp.org. Once
the application has been received, the Camp Office will contact new inquiries for employment
to schedule in-person interviews. New and returning candidates that meet the camp’s
qualifications will be extended offer letters for positions. Upon signing and returning the offer
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letter, the position is considered staffed, barring any additional information that may arise
through background checks and clearances.
Every seasonal employee is required to annually submit a sworn disclosure agreement, and
agree to a state police and Child Protective Services’ record check. New seasonal employees
must provide phone numbers for two references, with a minimum of one professional reference
from a previous employer. If references are unable to be reached within 2 weeks, the camp
administration may require the employee to provide written references, with a minimum of one
professional reference from a previous employer.
Year Round Staff
All 12-month employees are given an annual contract. Every three years, employees are asked
to submit new sworn disclosure agreements; likewise state police and child protective services
records are checked in three year intervals. The Human Resource Director is responsible for
keeping all records up to date.

Marketing
The very existence of an independent school depends on conscientious marketing. Every faculty
and staff member plays an integral part in the marketing of Congressional’s programs.
Marketing includes informal channels of communication such as Camp newsletters, notes and
presentations, conferences, bulletin boards, program displays, and classroom and hallway order
and decor. Marketing involves the recruitment of new students and campers and the retention
of current students and campers. Professional attire and a pleasant demeanor are essential
components of marketing for a solid enrollment. It is the responsibility of all faculty and staff to
ensure that all informal marketing channels always reflect positively on Congressional’s
mission, curriculum, and programming.
The School, Camp, campus, and buses need to be presentable and welcoming to families at all
times. The relationship between an independent school and its clients is a voluntary one. A key
factor in keeping that relationship strong and positive is to follow the golden rule—every
faculty and staff member should offer and perform services as if they were on the receiving
rather than the delivery- end of the transaction. Quick and consistent response to
parent/guardian concerns is mandatory.

Payroll
Pay periods are from the 1st to the 15th of the month and from the 16th to the last day of the
month. Payroll checks will be issued on the 10th and the 25th of the month from September
through the following August. If a payday falls on a Saturday or Sunday, paychecks are
distributed on the preceding Friday. If a payday falls on a holiday, checks are distributed the
preceding workday.
Employees who would like direct deposit to a financial institution should contact their
immediate supervisors.

Personnel Files
Employee personnel files are the property of The Congressional Schools of Virginia. Employees
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are eligible to review the contents of their personnel file by coordinating such requests through
their immediate supervisors. All staff members must keep information about their addresses
and telephone numbers current. Notify supervisor and the Human Resources Manager of any
change.

Outside Activities
Any statement, action, or activity that may hold the School and Camp’s reputation to disrepute
or subject the Schools and/or Camp to negative connotation in the marketplace will be basis for
discipline and dismissal.

Personal Electronic Devices
Should a personal situation arise when the possession of such a device on school grounds
becomes necessary, the employee must secure special permission from the Camp Director.
Congressional Camp staff may not use cell phones for any purpose at any time while on duty or
in public areas on campus during the camp day, including extended hours. While on duty, cell
phones must remain concealed and may not be worn on anyone’s person. Cell phones may
only be used on campus while off duty, and, even then, only in designated areas on campus.
Should a personal situation arise when the possession and use of a cell phone outside of the
guidelines above becomes necessary, staff must secure special permission from their immediate
supervisor.

Personal Property
Congressional Camp does not allow pets (such as dogs, cats, etc.) on campus without prior
approval from the Camp Director. This is a safety precaution for the children and horses on
campus. Congressional Camp is not liable for cars and other vehicles on campus. It is suggested
to lock your car doors and park in only the approved parking spaces. Any other personal
property on Congressional’s campus is the owner’s responsibility to care for and limit use.

Professional Appearance
All faculty and staff of The Congressional Schools of Virginia and Camp have a direct impact on
the image of our schools and day camp. Employees are expected to represent positive role
models to our students and campers. Appearance contributes in large part to the image or
impression formed by parents and visitors to our campus. With this goal in mind, the following
appearance guidelines have been established for employees.
1. All camp staff members are expected to wear a Congressional Camp staff shirt and name
tag every day.
2. Khaki shorts are part of the uniform for the first day of a session. Pants and shorts must be
worn at waist height and secured. Short shorts are prohibited. No overly revealing or tight
clothing is acceptable. Staff members must wear closed-toe shoes, except where their duties
may prohibit them from doing so (i.e., pool). Watches are strongly encouraged.
3. Exposed body piercings, except in the ears, are prohibited. Jewelry from exposed piercings,
other than in the ears, must be removed while the employee is on campus. Piercing may
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pose a safety risk to both employees and students/campers. Additionally, they provide
distractions, which are not conducive to the image and environment school and camp
administration wish to promote.
4. No exposed tattoos are permitted. Employees with tattoos must have them covered at all
times while on campus.
This list is not exhaustive; staff should direct any questions regarding appearance guidelines to
their supervisor.

Social Media Policy
The Congressional Schools and Camps respects the right of employees to use social media and
networking sites, as well as personal websites and blogs, but it is important that employees’
personal use of these sites does not damage the School and Camp’s reputation, its employees, or
its students or their families. Employees should exercise care in setting appropriate boundaries
between their personal and public online behavior, understanding that what is private in the
digital world often has the possibility of becoming public, even without their knowledge or
consent. The Camp strongly encourages all employees to carefully review the privacy settings
on any social media and networking sites they use and exercise care and good judgment when
posting content and information on such sites.
Employees are accountable for their postings and other electronic communications that are jobrelated -- particularly online activities conducted with a school e-mail address, or while using
school or camp property, networks, or resources, or while discussing camp-related activities.
Congressional computers, laptops, iPads, and other electronic devices are for business and
educational use only. No Congressional equipment may be used to access personal social media
sites.
Adult behavior is used as a model by our students, and serving as a role model is a critical
aspect of our work at Congressional. Because social media activities may be visible to current,
past, or prospective students, parents, colleagues, and community members, employees must
exercise appropriate discretion when using social networks (even for personal communications)
when those communications can reflect on their role at camp.
Additionally, employees should adhere to the following guidelines, which are consistent with
the Camp’s workplace standards on harassment, conduct, professional communication, and
confidentiality:
• An employee should not make statements that would violate any of the Camp’s policies,
including its policies concerning discrimination or harassment;

•

Inappropriate postings that may include discriminatory remarks, harassment, and
threats of violence or similar inappropriate or unlawful conduct will not be tolerated
and may subject you to disciplinary action up to and including termination;

•

An employee may not disclose any confidential information of the School or Camp, or
confidential information obtained during the course of his/her employment, about any
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individuals or organizations, including students and/or their families.

•

An employee may not initiate or accept social media relationship requests (also known
as “friend” or “contact” requests) from current campers of any age or former campers
under the age of 18. Use professional discretion when “friending” alumni 18 and over.

•

Please recognize that many former campers have online connections with current
campers (including younger siblings and underclassmen friends), and that information
shared between recent alumni is likely to be seen by current campers as well.

•

Employees are discouraged from “friending” parents of current or prospective campers,
due to the inherent conflicts of interest that this may raise

•

Employees are asked to use good judgment when making and/or accepting “friend” (or
“connection”) requests to or from camp colleagues. All employees are particularly
encouraged to use caution when making “friend” requests of their supervisor or
subordinates -- due to the potential for both parties to feel pressured to accept the
request, potentially impacting the work relationship (as well as raising conflict of
interest, unequal treatment, discrimination, or similar concerns).

•

Employees should remind all other members of a network of their position as an
educator whose profile may be accessed by campers and other members of the school
and camp community. Please ask them to monitor their posts to your network
accordingly. This includes being “tagged” in photos on the sites of friends or others,
especially where the photos may imply activities not appropriate for viewing by
students and other community members.

•

As a vibrant, diverse community, we encourage active engagement in a range of
activities, intellectual pursuits, causes, and the like—including social, political, religious,
and civic-oriented groups, blogs, etc. At the same time, an individual’s right to
participate in these groups must be balanced with the school and camp’s right to
manage public communications issued in its name or on its behalf. When posting
messages to blogs, employees may not state or imply their connection to the school or
camp in any way without the prior written consent of the Executive Director.

•

Employees are not permitted to use the school’s logo, trademarks, official photographs,
and all other intellectual property or proprietary materials in any personal postings.

If the Camp believes that an employee’s activity on a social networking site, blog, or personal
website may violate the Camp’s policies, the Camp may request that the employee cease such
activity. Depending on the severity of the incident, the employee may be subject to disciplinary
action. Congressional prohibits taking negative action against any employee for reporting a
possible deviation from this policy or for cooperating in an investigation. Any employee who
retaliates against another employee for reporting a possible deviation from this policy or for
cooperating in an investigation will be subject to disciplinary action, up to and including
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termination.

Substance Abuse Policy
The Congressional Schools and Camps is committed to maintaining a drug and alcohol-free
workplace and to administer, in good faith, a policy designed to ensure that our business
activities are conducted in an environment free from the use or sale of any legal or illegal
substances by all employees.
It is Congressional Schools’ responsibility to provide a safe and productive workplace. As a
result, substance abuse within the workforce will not be condoned. The cost in human and
economic terms dictates that every effort to operate in a drug and alcohol-free environment is
made.
In recognition of the importance of this matter, The Congressional Schools of Virginia’s policy
regarding drugs and alcohol is as follows:
1. The use, possession, distribution, manufacture, or sale of alcoholic beverages or illegal drugs
while on the Schools’ premises is absolutely prohibited. Compliance with this prohibition
will be strictly enforced. This prohibition does not apply to the legal consumption of
alcoholic beverages, which are approved by the Executive Director to be served at a Schoolsponsored event.
2. The use, possession, distribution, manufacture, or sale of illegal drugs will result in
immediate administrative suspension, investigation, and disciplinary action, which may
include termination of employment.
3. Employees must notify their supervisor or the Executive Director by the next work day of
any conviction under a criminal drug statute for violations occurring on or off the Schools’
premises.
4. Employees in safety-sensitive positions will be subject to random alcohol and drug testing
before, during, or after the employee’s performance of their duties. A safety-sensitive
position is any position requiring a current Commercial Driver’s License (CDL) for the
performance of one’s duties.
5. Compliance with this policy is a condition of continued employment.
The Congressional Schools of Virginia recognizes drug and alcohol dependencies as illnesses
and supports rehabilitative efforts that will reasonably assist employees when such assistance is
conscientiously sought and a desire for rehabilitation is evident.

Smoking
Smoking is prohibited throughout the campus.
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Technology
The use of technology, including computers and tablets, are an integral part of some Specialty
Camps’ curriculum. These counselors are responsible for planning for the use of technology as a
learning and teaching tool.
Problems with computers and other technology devices should be promptly reported to the
technology staff.
Policy on Acceptable Use and Integrity for Users of the CSOV Computer Network
The Congressional Camps provides computer equipment for the benefit of the entire camp, and
all users are expected to assist in the successful operation of the equipment. The Congressional
Schools of Virginia furnishes the user an informational system that may include, but is not
limited to software, hardware, communication devices, terminals, CDROM devices, scanners,
printers, and computer network capabilities and Internet access. All access to the Congressional
Network shall be pre-approved by the Executive Director. Users must understand that it is a
privilege, not a right, to use school computer equipment. The Schools may restrict or terminate
any user’s access, without prior notice, if such action is deemed necessary to maintain network
integrity and security for other users of the system. Any violation of this policy is not only
unethical but may result in disciplinary action. In the event of any illegal activity, the Schools
will cooperate with local and state law enforcement officials.
I. Respect for Privacy
Every user will respect others’ right to privacy. A user will only access, look in, or use
information, with permission from the author. Files should be used only for their
intended purpose, and with permission from the author.
The use of the network is purely at the discretion of the Congressional Schools of
Virginia and for educational and administrative purposes only. All users, students,
faculty, or staff are allowed to use the computers but any product is not an ownership
interest of the user.
With the approval of the Executive Director, the administration has complete access to
all material on the Congressional network produced by students, faculty, or staff.
Program and data files may be moved or deleted, if necessary for network management,
with sufficient prior notification.
II. Respect for Property
Users should respect the rights of others using shared computer equipment. Report
equipment problems immediately to the Technology Specialist, but never change or remove
cabling. Use assigned workstations and always log off your workstation when leaving. Be
considerate when using scarce resources, modem and Internet connection. Keep food and
drink away from computers. Never disrupt the performance of other users. Leave
equipment and room in good condition for the next user. Reading, modifying or removing
files and/or mail owned by other users is not allowed.
Users may not alter or modify system files or configurations. All environmental settings,
such as sound, volume, or desktop patterns and colors, must be restored after use. If
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programs use sound, this must be kept at a low volume, and the use of headphones may be
needed for the consideration of others.
III. Respect for Ownership
Software is automatically protected by federal copyright law from the moment of its
creation. Users will only use computer software, files or information which they have been
given permission to use and/or which has been leased or registered to the Congressional
Schools of Virginia.
All software that is to be made available for use on the Schools’ system must have specific
licensing permission for such use.
IV. Respect for Others
Every user will only use the computer software and related technologies for educational and
administrative purposes. All use must be free of profanity, gender bias, unlawful
discrimination, intimidation, and in no other way be harmful to others or others’ property,
and must be within the law.
V. Access to the Internet
Access to the Internet from the Congressional Schools of Virginia is to be used solely for
educational and administrative purposes in support of the School’s curriculum and the
purpose of conducting its business. Users must accept the responsibility of refraining
from accessing any areas of the Internet that would allow material offensive to any
student, teacher, parent, or employee. This includes, but is not limited to, any material
that contains pornographic content; racial, ethnic, gender or minority disparagement; or
illicit/illegal content. In addition, material that promotes violence must not be accessed.
Users must refrain from the use of abusive or otherwise objectionable language in either
public or private messages. Any abuse, as previously described, will result in
disciplinary action up to and including termination.
VII. Passwords and Mailboxes
The Technology Specialist will assign passwords and mailboxes with the concurrence of
the Executive Director. Any data maintained under such limited access will be accessible
in accordance with Section I of this policy. All passwords are to be kept confidential.
Unauthorized sharing of passwords may result in disciplinary action.

Timekeeping
Accurately recording time worked is the responsibility of every non-exempt employee. Federal
and state laws require the Camp to keep an accurate record of time worked in order to calculate
employee pay and benefits. Time worked is all the time actually spent on the job performing
assigned duties.
Non-exempt employees should accurately record the time they begin and end their work, as
well as the beginning and ending time of each meal period using the School’s timekeeping
system. Non-exempt employees should also record the beginning and ending time of any
departure from work for personal reasons. Employees are not permitted to work off the clock. If
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anyone ever asks an employee to work off the clock, such employee should report it to the
Business Office immediately. Altering, falsifying, tampering with time records, or recording
time on another employee’s time record may result in disciplinary action, up to and including
termination of employment.
For timekeeping and payroll purposes, the work week starts at 12:01 a.m. on Sunday and ends
at 12:00 p.m. (midnight) on Saturday.

Traffic Regulations
The speed limit on campus is 10 mph. Camp/school personnel are expected to honor this limit,
as well as all other traffic regulations. Pedestrians have the right of way at all times.
Never pass a school bus when its stop sign is out.
Parking is allowed along white curb areas. Yellow curbs and markings denote No Parking
areas. Parking along blue curbs is for special accommodation only.
The use of Rutland Place is restricted to emergency access and camp administration only.

Use of School Facilities and Equipment
The use of Congressional Schools’ facilities and/or equipment is limited to authorized school
personnel, to school-sponsored activities and functions, and to student or community functions
approved by the Executive Director.
Congressional employees who enter into agreements with parents for personal childcare,
including authorization to sign a child out of school or EHP and providing transportation for
the child, must have the parent sign a waiver acknowledging that The Congressional Schools of
Virginia assumes no responsibility or liability associated with personal childcare agreements
between employees and parents or any services provided under these agreements.

Workers Compensation
The Congressional Schools insures all employees under Workers’ Compensation Insurance as
required by law, to protect employees while on the job. In the event an employee sustains an
injury through a work-related accident, the details of the incident should be reported
immediately to the School Nurse or the employee’s supervisor. The nurse or supervisor should
in turn, report the details to the Director of Business Operations who will report the claim to the
Schools’ insurance carrier.
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Section 2

EMERGENCY, HEALTH,
and SAFETY POLICIES
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Child Abuse/Neglect
The Congressional Schools of Virginia is required by law to report any suspicion of child abuse by
a caregiver to Child Protective Services. This is typically done by the school nurse.
If you suspect that a child may be the victim of physical and/or sexual abuse, you must—without
hesitation—report your suspicions to your supervisor.
Assistance in the determination of the child abuse charge and the correct classification may be
obtained from any of the school’s supervisory or administrative personnel.
Recognizing child abuse/neglect in its many forms is a difficult and ambiguous skill.
Acknowledgment of child maltreatment is not based upon detection of one or two clues but rather
on the recognition of a cluster of indicators that make up the composite condition.
Physical abuse of children includes any non-accidental physical injury caused by the child’s
caretaker or other person.
Emotional abuse of children includes blaming, belittling, or rejecting the child, as well as a
persistent lack of concern by the caretaker or other person in charge of the child’s welfare.
Sexual abuse includes any contacts or interactions between child and adult or adolescent caregiver
in which the child is used for the sexual stimulation of the perpetrator or another person.
Neglect involves inattention to the basic needs of a child, such as food, clothing, shelter, medical
care, and supervision. Neglect tends to be chronic.
Reporting child abuse/neglect by parents, staff, or others is the obligation, by law, of any
person who works with and/or provides care for children. Failure to report within 72 hours of
the first suspicion of child abuse or neglect may result in a fine up to $500 and a charge of
misdemeanor.
Internal Reporting Procedure:
Assistance in the determination of the child abuse charge and the correct classification may be
obtained from any of the camp’s supervisory or administrative personnel.
If you suspect that a child may be the victim of physical and/or sexual abuse, you must without
hesitation report your suspicions to your supervisor, the school nurse, or the Executive Director.
This report shall give all relevant information which supports the concern and that forms the
basis for the suspicion. The report may be oral or written. Copies of the report and notes,
including the time of reporting to Child Protective Services, will be retained in confidential files
in the Business Office.
Other Reporting Options:
At any time, the person reporting the child abuse may call Fairfax County Family Services at
(703) 324-7400 as the local jurisdiction in which the school is located, without waiting for further
processing in the school network.
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At any time the reporter may call the Child Protective Service Richmond Hotline 1-800-522-7096.
All reporters are protected from further charges of liability or burden of proof from the School, the
family, or other agency.
Special Considerations:
All campers who arrive at camp with suspicious or out of the ordinary marks should have them
checked and noted by supervisor or nurse.

Community/Media Relations
Any event, activity, disaster, or catastrophe, natural or otherwise, which might attract attention
from the community or media (print or electronic), is to be handled in the following manner:
•

Any inquiry, by either telephone or a personal visit to the campus, is to be referred to
the Executive Director or to the Camp Director, in that order.

•

The official spokesperson will be the Executive Director or the President of the Board of
Regents as determined at the time of the inquiry.

EMERGENCY CLOSINGS AND DELAYED OPENINGS
We understand and appreciate the inconvenience caused to families and staff when Camp
programs are closed due to natural or man-made interruptions. The safety of our children and
staff is paramount, and we would prefer to err on the side of caution rather than endanger any
member of our camp community.
PLEASE TAKE NOTE OF OUR SEVERE WEATHER CLOSING POLICY
1) Decisions to close the Camp program early, to cancel or delay bus transportation, and/or not
to open Camp will be made by the administration. Such decisions are not linked to decisions
made by Fairfax County Public School authorities.
2) There will be no Extended Hours Program when all divisions of the camp open late or close
early due to severe weather. Children are not permitted to enter the buildings until the
declared time of opening.
3) For those who use Congressional Camp transportation, children will board the bus and be
taken home unless the Transportation Department is notified in advance that a
parent’s/guardian’s policy will be to pick up a child in the event of emergency closing.
4) Every member of the camp community is encouraged to make contingency plans in advance of
emergency closings. Please discuss these plans with your families so that they know what to
expect.
5) Parents/Guardians using transportation will be notified of any closings or other contingencies
by the Transportation Department.
6) Information about Congressional Camp can also be obtained by listening to radio
stations WMAL-630 AM, WTOP-1500 AM, or WTOP-103.5 FM and television Channel 4- WRCCongressional	
  Schools	
  and	
  Camps	
  	
   3229	
  Sleepy	
  Hollow	
  Road,	
  Falls	
  Church,	
  VA	
  22042	
  

(703)	
  533-‐0931	
  	
  	
  	
  	
  Page	
  24	
  

TV, Channel 7- WJLA, or Channel 9-WUSA.

In the event of a late opening employees are to arrive 30 minutes prior to opening (i.e., if the
Camp opens at 10 a.m. employees are to arrive at 9:30 a.m.) For early dismissal, employees are
to remain for one hour after closing or until released by their supervisor.
In the event that inclement weather or other emergencies requires the Schools and Camp to
close, all regular full-time employees will be paid their normal rate of pay for that day. Regular
part-time and temporary employees will not be paid for emergency closings.

Fire Drills and Emergency Procedures
Fire drills will be held once a month. Exit routes and emergency procedures are posted on the
walls of all classrooms. Please practice these routes and procedures. Know the locations of the
fire extinguishers and fire alarm boxes.
Children and faculty should leave the building as quickly and quietly as possible during a fire
drill or in an emergency.
Everyone should walk quietly outside. A counselor should be the last to leave the classroom
and should close the door. Each counselor should take the group list with him/her to make
sure that every child is accounted for. If a child is unaccounted for, immediately notify the
Director. Everyone should remain outside until notified to return to the building.
Fire
•
•
•
•
•
•

The fire alarm is sounded.
All lights are turned off.
All doors and windows are closed.
Camp groups evacuate the building using the emergency evacuation routes.
Counselors take roll and notify their Division Supervisor immediately if any student is
unaccounted for.
All clear is announced by Executive Director or his/her designee.

Bomb Threat
•
•
•
•
•

The fire alarm is sounded.
The receptionist calls 911.
Camp groups evacuate the building using the emergency evacuation routes.
Camp groups are directed to the lower playing fields.
Counselors take roll and notify the Executive Director or Camp Director immediately if
any student is unaccounted for.

SEVERE WEATHER PROCEDURES
Should severe weather, such as lightning, thunder, or high winds threaten our area, all campers,
staff, and visitors are to move indoors immediately. Outdoor activities may be resumed 30
minutes after the lightning, thunder, or high winds have passed. Camp Administrators, the
Executive Director, or Extended Hours Supervisors have full authority to make the decision to
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clear the grounds or delay dismissal in case of severe weather. Their decision is to be complied
with immediately.
Tornado
• Announcement is made on the P.A. system to move campers to their pre-assigned
places.
• Counselors take roll and notify the Executive Director or Camp Director immediately if
any camper is unaccounted for.
EMERGENCY RESPONSES
Emergencies by nature are unplanned and unpredictable events. It is essential that all camp
staff on campus when an emergency arises provide valuable help by:
• Listening for and following instructions;
• Respecting the work of school and camp authorities;
• Assisting in the accountability of all campers; and
• Keeping the observed events confidential and rumor-free.
In addition to regular fire drills, tornado drills, and bus evacuation drills, we have a system in
place that will provide security in the event of an unusual situation. Faculty and staff are
thoroughly trained. The Color Code system is a means to notify school and camp personnel of
an emergency. The following Color Codes are used:
Code RED – Camp staff needs immediate assistance to provide aid to camper or staff.
Action: All staff members are empowered to call 9-1-1 if they deem necessary.
A 9-1-1 call should be placed from one of our three front desks, but not necessarily. 9-1-1 can be
called from any location, especially a location in close proximity to the incident where personnel
can speak with dispatch to give the most pertinent information. If 9-1-1 is not called from the
Devers room, the next call needs to be made to the Devers Room to notify them of the 9-1-1 call
and to initiate a Code Red on campus.
1. Priority is medical care to the injured person(s) once the call has been placed.
2. To efficiently execute a Code Red situation, three people are essential:
a. the Nurse to administer care
b. a staff member to pull the staff or camper’s Emergency Profile, notify the parents
of the situation, and accompany the student to the hospital
c. a Captain of the Code Red—one staff member not involved in the 9-1-1 call or
medical care will be Captain of the Code Red. The Captain can then organize
fellow employees to ensure the best steps are taken and traffic is controlled on
campus as needed.
3. A staff member must ride in the ambulance with a camper, preferably that student’s
teacher or someone with whom they are comfortable.
4. A fellow staff member can follow the ambulance to pick up the staff member riding in
the ambulance once the parents arrive at the hospital.
Reminders to All Staff
• Remember confidentiality and respect of those in need of care. It is natural to be curious
but Medical Emergencies are on a need-to-know basis. If you need to know, information
will be shared with you.
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•

Please keep your students in their classroom and away from the incident area.

Code BLUE “Lockdown”- A threatening situation taking place on campus
Action:
• Lock the classroom door
• Retain campers in the room until the code is cancelled
• Pull down the window shades on the doors
• Phone should be set to full ring
• Answer phone promptly as instructions may be given by phone
Code GREEN - A situation requiring the intervention of an Administrator
Action:
• Call administrator for consultation
• Do not leave the scene
• Maintain quiet observation/witness while the Administrator negotiates
• Provide assistance as may be required
Code PURPLE- A biological, chemical, or nuclear disaster
Action:
• Take cover inside the nearest building
• Make sure all children are accounted for and accompanied
• Close all doors and windows
• Turn off all fans, air conditioners, and ventilating devices
• Place plastic garbage bags in all cracks
• Cover windows with shades or blinds
• Locate flashlight, water, cups, plastic bags, and tape in box in room
• Keep refrigerator and freezer doors shut
• Do not use drinking fountains or sinks until cleared by fire department
• Toilets may be used, but not flushed
• Report any injuries or illness or chronic illness to the nurse
Code ADAM – In the event of a missing child, the following steps should be taken:
• Notify supervisor of missing child.
• Camp Director or any administrator may call for a whole campus search for child.
• Remain with your group and maintain group in one location.
• DO NOT involve students in the physical search, but ask for information from children.
• Administrator will decide whether to involve law enforcement.
Be prepared to give:
• Circumstances surrounding disappearance
• Age
• Sex
• Approximate height and weight
• Hair color
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First Aid Kits
A first aid kit is provided to all camp counselors to deal with minor abrasions or cuts, as well as
to maintain basic care until medical attention arrives. At a minimum, kits include gloves,
antiseptic wipes, gauze padding, insect bite/bee sting treatment, and a variety of Band-Aids.
For all minor injuries follow these steps:
• Wear protective gloves
• For cuts or abrasions, wipe area with antiseptic wipe in a circular motion for 10 seconds
or until area is clear of dirt or debris. For bites or stings, apply treatment pads.
• Apply Band-Aid(s) as needed to provide a protective barrier to the wound.

Health and Safety Requirements of Staff
Fairfax County requires that any employee working with young children have a TB test every
two years. New employees must submit documentation signed by a physician or an official of a
local health department within 21 days of their initial employment with the school.
If there is evidence that the safety of children may be jeopardized by the physical or mental
health of a staff member, he or she will be requested by an appropriate administrator to have a
physical examination or diagnosis of mental illness. Should the written examination or test
results indicate that his or her physical or mental condition may jeopardize the safety of
children or prevent his or her performance of duties and no reasonable accommodation can be
made to eliminate the risk, the staff member may be asked to resign.
All over the world, people are concerned about emerging viruses. So far, there is no known specific
treatment or a specific preventative action for some of these diseases but intense supportive care
has increased the chance of a full recovery.
The Congressional Schools standing health policies and current practice provide a significant
cushion in assisting the control of all communicable disease. The standards recommended by the
American Academy of Pediatrics— subscribed to by the accrediting and licensing agencies—have
been a part of our standard protocols for many years.
COMMUNICABLE, LIFE-THREATENING DISEASES POLICY
Congressional Camp is committed to providing its employees and campers with a safe and
healthy environment. At the same time, Congressional Camp recognizes its duty not to
discriminate against employees and students who have been diagnosed as suffering from
communicable, life-threatening illnesses. Based upon these dual goals, Congressional has
adopted the following policy:
Employees diagnosed with communicable, life-threatening diseases may remain in their
positions provided they are able to perform the essential functions of their jobs and their
condition does not pose a significant and direct threat to the health or safety of themselves or
others. Determination of whether employees with a communicable, life-threatening disease
should remain in their position will be made on a case-by-case basis by the Executive Director.
Employees diagnosed with communicable, life-threatening diseases may remain in their
positions at Congressional Schools and Camp provided they are able to maintain work and
attendance requirements and provided their condition does not pose a significant and direct
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threat to the health or safety of themselves or others. Determinations of whether a staff member
or camper with a communicable, life-threatening disease should remain in the community will
be made on a case-by-case basis by the Executive Director.
Congressional Schools and Camp respects the fact that medical and personal information is
confidential. Under Section 30-2-4 of the Fairfax County Code, schools are required to report
diseases identified by the U.S. Center for Disease Control, the Commonwealth of Virginia, and the
Fairfax County Director of Health. This is in the interest of the general public health or obtaining
data on the effectiveness of immunizations. Individual privacy will be maintained respectfully to
the extent possible.
ILLNESS AT HOME
The information below pertains to staff members as well.
For the health of all concerned, parents/guardians may not send an ill child to any of the camp
programs. The American Academy of Pediatrics "Report of the Committee on Infectious
Diseases,” in the 2006 Red Book, recommends that all children with a fever, persistent crying,
diarrhea, vomiting, rash, or any other sign that may indicate the presence of disease, should
stay home.
Children who experience fever, vomiting, diarrhea, or any other symptom recognized by
parents/guardians as a sign of illness, must not attend any Congressional programs until they are
free of symptoms, without modifying medication, for at least a full day.
For example, a child whose fever is reduced by taking Tylenol may not return to the program on a
maintenance dose of the medication. Similarly, a child whose diarrhea is abated by taking
Kaopectate is not truly disease free and would, therefore, be expected to remain at home.
Exceptions are made for antibiotic therapy or other medication as prescribed by the child’s
pediatrician.
Parents/Guardians must notify the Camp within 24 hours or the next business day if a child or
member of the immediate household, including nannies, au pairs, or extended family members,
develops a reportable communicable disease. These diseases include shingles, chickenpox,
measles, SARS, HIV, hepatitis, and others. If there are any questions or concerns, please consult
your physician, the Camp Nurse, or the local public health agency. This information may be
shared with the community, protecting the privacy of the individual.
RETURNING TO WORK FROM INJURY OR ILLNESS
Employees who have been out for three or more consecutive days due to injury or illness will be
required to provide their supervisor with physician’s approval that they can safely resume
work. Employees are not permitted to return to work without this release from a physician.

Medication and Medical Information
The camp nurse is the only person qualified to render judgment on a camper's health. Please
make yourself familiar with the following policies:
• Camper medical information is provided to camp counselors for all campers in their
care on the first day of each session through the Camper Bio Report.
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•

•

•
•
•
•
•
•

Counselors who have campers with allergies noted on their Camper Bio Report or
Congo Tracker must retrieve a copy of their camper’s Allergy Action Plan from the
Camp or Great Adventures Office prior to accepting the camper into their care.
All medication will be kept in the nurse's office. Any medication brought to camp,
whether by campers or staff members, will be taken immediately to the infirmary or
camp office.
Please remind any camper who needs medication during the camp day to go to the
nurse’s office on time!!
All sick or injured campers will be escorted to the infirmary by another camper, or
counselor. Serious injuries will be reported to the camp director immediately.
Report any rashes, sores, or open wounds seen on campers.
The nurse will inform the personnel director of any "special" medication concerns; i.e.,
poison ivy, flu, etc.
Camper medical information is confidential and will not be discussed with parents of
other campers. If a problem exists, please refer them to the nurse.
In the event of exposure to blood and bodily fluids, all camp staff are trained to follow
appropriate measures in Blood Borne Pathogen (BBP) Prevention. These include the
proper use and disposal of latex gloves, tissues, gauze, and bandages.

SUNSCREEN AND INSECT REPELLANT
When sunscreen is used, the following requirements will be met:
• Sunscreen must be provided by parent or guardian.
• Sunscreen must be non-aerosol and in the original container with the camper’s name
written on it.
• Sunscreen may not be shared, even between family members.
• Obtain written parent/guardian authorization noting any known adverse reaction to
sunscreen.
• Staff members without medication administration training may apply sunscreen, unless it
is prescription sunscreen, in which case the storing and application of the sunscreen must
meet medication-related requirements.
• Children nine years of age and older may administer their own sunscreen if supervised.
• All sunscreen will be returned to all campers at the end of each session regardless if they
are returning the following session.
When insect repellent is provided by the parent/guardian the following requirements must be
met:
• Obtain written parent/guardian authorization noting any known adverse reaction to
insect repellent.
• Maintain insect repellent in the original container and label with the camper’s name.
• Maintain a record that includes the camper’s name, date of use, frequency of
application and any adverse reactions.
• Follow manufacturer’s instructions for age, duration and dosage.
• Store insect repellant in the infirmary.
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Natural Hazards
Congressional hosts a 40-acre campus, which allows children to experience the beauty of nature
and care for this environment; however, special caution needs to be taken because of the wildlife
and plants that exist within our campgrounds. Campers and staff are trained to point out areas
with poison ivy and poison oak, be mindful of areas where bees and wasps might be present, and
to alert camp administration at the sighting of wildlife.

Security
ACCESS TO BUILDINGS
All building exit doors, except the main entrance, are to remain closed and locked from the
outside at all times. Do not open locked doors for parents and visitors. They may enter only
through the main entrance.
Entrance to each of the buildings is accessed by a swipe card. Staff has access to their building
Monday to Friday during approved camp hours. Staff members are responsible for their swipe
card and must not give the swipe card to anyone for use. If your card is lost, report the loss to
your supervisor immediately so that it can be removed from the system. A $10.00 deposit will
be collected at the start of camp and then refunded at the end of summer for returned swipe
cards.
Keep digital door codes from campers.
For the security of all, campers, parents, and/or visitors have access to school and camp buildings
only through the main doors. As required by the code of Virginia, it is the Custodial Parent’s right
to be admitted into the center. All other doors are kept closed and locked from the outside at all
times, and there is a code or pass-card security system on the doors of each building. Parents and
other visitors must report to the Camp Office, Great Adventures Office, or the receptionist in the
Lower and Middle Schools building before going to any area in the camp or on the camp grounds.
Anyone other than staff and campers, who wish to go past the reception areas, must receive a
visitor’s pass and wear it while on campus.
OFF-LIMITS AREAS
For the safety of our campers, we require that children may not go on or into the following
areas:
• Parking lots
• Buses, tractor, and other mechanical equipment
• Kitchens
• Roofs
• Boiler and maintenance rooms
• Storage room.
While it is camp policy that campers are with a camp counselor or camp staff at all times, please
use extra caution that campers not be left alone in the following areas:
• Horse pasture
• Swimming pool
• Woods and creek
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•

Archery range.

Disciplinary action will be addressed on a case-by-case basis by the appropriate department
head.

Serious Accident Procedures
Steps to follow when an injury is sustained:
IMPORTANT: ONE PERSON SHOULD ALWAYS STAY WITH THE INJURED CAMPER
WHILE SOMEONE ELSE GETS THE NURSE, USING RADIO COMMUNCIATION WHEN
NECESSARY.
Check the camper for "three hurry cases": breathing, bleeding, and poisoning.
1. Look, listen, and feel
2. If not breathing, open airway by tilting head backwards. Victim should be in a supine
position. If necessary, administer mouth-to-mouth resuscitation if you are certified.
3. Check camper for pulse or heart beat—if there is no pulse, begin CPR if you are certified.
4. Check for bleeding or hemorrhaging—apply direct pressure with gauze or gloved hand
if necessary.
If poisoning is suspected:
• Contact the nurse as soon as the accident occurs.
• Contact the camp office, if necessary.

Congressional	
  Schools	
  and	
  Camps	
  	
   3229	
  Sleepy	
  Hollow	
  Road,	
  Falls	
  Church,	
  VA	
  22042	
  

(703)	
  533-‐0931	
  	
  	
  	
  	
  Page	
  32	
  

Section 3

DAILY POLICIES and
PROCEDURES
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CAMPER INFORMATION
Attire
It is everyone's responsibility to make sure all campers are wearing the appropriate camp Tshirts. If a camper does not have a shirt, send him/her to the office so we can arrange to get
them one.

Bathroom
Children should be given regular times to go to the bathroom. Children are always allowed to
go to the bathroom and some children may need to be reminded to go. If a child does have an
accident, use gloves and put clothes in a plastic bag. Plastic bags may be found in the classroom
or in the clinic.

Illness
Children who become ill during the camp day should be taken to the clinic. Staff members
should radio the nurse to determine her location and advise that the camper is being sent to the
clinic.

Inappropriate Items
Children may not bring or have, toy weapons or look-alike weapons at camp. In the event an
inappropriate toy is discovered, it may be taken by appropriate staff and parents/guardians
may pick it up in the camp office at the end of the camp day. The determination of
inappropriate toys is left to the discretion of the staff. A stuffed animal may be brought for rest
time in the Great Adventures Program.
Electronic toys, such as, I Pods, cell phones, game boys, and video games may not be brought to
Camp.

Pool Access
Campers and staff are not allowed to use the pool at any time, unless a lifeguard and a pool
operator are on duty. Each camper using the pool must have a current permission-to-swim
form signed by a parent/guardian.

Food
A.
Morning Snack
Campers will be provided with a nutritional morning snack. The snack can be picked up from
the cafeteria. Location of snack time will be determined by the camp counselor.
B.
Lunch Procedure
The camp provides lunch for campers only. Each day, staff must bring their own lunch to
camp. Staff may choose to purchase the camp lunch for a total of $15 a week. Arrangements to
purchase lunch must be made in advance with the Personnel Director. We have a total of three
lunch periods. If you are a counselor, make sure the food service and/or Administrative Staff is
ready before your group enters the cafeteria. Counselors and campers must wash their hands
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before and after lunch. Have your group line up to get their food in an orderly fashion. Once
they decide what they want, direct them to either go to the salad bar or back to the table.
Specialists should go to the salad bar and help serve prior to eating. Once the bulk of the
campers have gone through the line, all specialists-except the ones directly serving-should sit
with children at group tables. Campers must remain seated while eating.
C.
EHP Snack
All campers who stay for extended hours in the afternoon will get a snack immediately after
assembly. Make sure to observe those campers who are eating and drinking and those who are
not. This will be useful information when it comes to qualifying camper development. Since
snack is often taken out of the cafeteria, please teach your campers the importance of cleaning
up prior to leaving for their next activity.
Water will always be available. Staff leadership in encouraging fluids during hot weather is
essential.
Campers with specific insect or bee allergy should plan on snacking inside. Special needs
campers or staff may need to eat in the infirmary. This is managed on an individual basis.

STAFF INFORMATION
Discipline
The goal of discipline is to help the child learn self-control and build good habits. Counselors
help children learn self-control by treating them in ways that promote their self-esteem and selfimage.
Use discipline techniques such as:
• Using guidelines and limits that are clear, fair, consistently applied, and appropriate to
the children to whom they apply.
• Using positively worded directions.
• Providing children with reasons for the guidelines/limits and patiently enforcing them.
• Accepting age appropriate behavior and expecting behavior that is on the child’s
developmental level.
• Redirecting children to acceptable or appropriate activities and behavior.
• Helping children to use words to express their feelings and frustration, and to resolve
conflicts.
• Rewarding positive rather than negative behavior.
• Arranging equipment in a way that promotes desirable behavior.
• If separation from the group is used, it will be brief and the child must be within sight
and sound of a staff member.
Behavior problems should be dealt with promptly. No physical punishment may be used.
Any of the following punishments used by any Congressional Summer Program personnel or
Extended Hours personnel are NOT acceptable:
• Striking a child, roughly handling a child
• Restraining to restrict movement through binding or tying
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Enclosure in a small confined space or any space that the child cannot freely exit
himself/herself
Applying unpleasant or harmful substances
Leaving child(ren) unattended
Shaking a child
Asking a child to assume an uncomfortable position
Withholding meals or snacks
Forcing a child to rest or withholding rest from a child
Children will not be punished for a toileting accident
Belittling a child or using any other verbal abuse
A child will not be punished by another child.

The use of unacceptable discipline by Congressional Schools and Camp employee is grounds
for dismissal and/or reprimand.
Education for citizenship is an essential component of the program at Congressional Camp.
Appropriate camper behavior is expected for all camp-related activities including field trips,
travel programs, athletic activities, the Extended Hours Program, and on the transportation bus.
Campers and their parents are most comfortable operating in an environment where
community standards are clearly articulated and where the consequences for transgressing such
standards are defined, interpreted, and applied in a fair and consistent manner.
As counselors/leaders, the modeling of the camp’s behavior standards is equally as important
as reinforcing those expectations with our children. The approach to discipline at
Congressional has been, at its basis, teaching appropriate behavior. Counselors are encouraged
to formulate natural consequences in proportion to the behavioral infraction. Close
communication with parents is essential to convey that the importance of the Honor Code
standard is shared by the home.

Hours
Staff is expected to be in Camp from 8:00 a.m. – 4:00 p.m. Monday through Friday.
Unexcused tardiness will result in the inability to work for the day.
Leaving campus for any reason must be cleared through the Camp Director or Camp
administrative staff. All hourly employees must sign in and sign out daily.

Parent/Guardian Correspondence
The appropriate director or Executive Director should receive and approve a copy of any notice
or general letter before it is sent to parents/guardians. Unless approved in advance, no general
letter should be sent to parents/guardians.
No information concerning a camper may be given to any person other than a parent or
guardian of the camper. Any person requesting such information should be referred to the
Executive Director, Camp Director, or Director of Business Operations.
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Playground Supervision
•
•
•
•
•
•
•
•
•
•

The first adult on the playground should always check to make sure the area is securely
closed.
All children must be accounted for at all times.
Camp Counselors and EHP counselors should be stationed at strategic places on the
playground such as slides, tunnels, and climbing equipment.
A person should always be by the fence near the gates.
One person will stand beside the sandbox.
Ensure children are visually supervised in all areas including, but not limited to
playhouses and tunnels.
Only one adult should be inside at a time, for as short a time as possible.
No adults allowed on swings or other playground equipment.
Report all broken equipment to the Camp Administrative Assistant. Remove damaged
equipment if possible. Make sure the children are safe.
No playing on the hill.

When in an activity area, all staff should actively supervise children in their care by
participating in activities and encouraging participation from others, while continually
monitoring the area for physical and emotional safety. Staff should situate themselves in a
fashion that gives the best overall view of the children, and ensures that campers in their care
remain close by. When transitioning between activities, one counselor should be at the front of
the group, and one counselor should be behind to ensure all campers stay with the group.
A. When staff members are supervising children, they shall always ensure their care,
protection, and guidance.
B. During the center's hours of operation, one adult on the premises shall be in charge of
the administration of the center. This person shall be either the administrator or an adult
appointed by the licensee or designated by the administrator.
C. During the stated hours of operation, there always shall be on the premises and on field
trips when one or more children are present one staff member who meets the
qualifications of a program leader or program director and an immediately available
staff member, volunteer or other employee who is at least 18 years of age, with direct
means for communication between the two of them. The volunteer or other employee
shall have received instruction in how to contact appropriate authorities if there is an
emergency.
D. In each grouping of children at least one staff member who meets the qualifications of a
program leader or program director shall be regularly present. Such a program leader
shall supervise no more than two aides.
E. Exception: A program leader is not required in each grouping of children during the
first and last hour of operation when a center operates more than six hours per day and
during the designated rest period if the following are met: (i) there is a staff member in
the group who is over 18 years of age and has at least three months of programmatic
experience at the center; (ii) there is an additional staff person on site who meets
program leader qualifications, is not counted in the staff-to-child ratios and is

Congressional	
  Schools	
  and	
  Camps	
  	
   3229	
  Sleepy	
  Hollow	
  Road,	
  Falls	
  Church,	
  VA	
  22042	
  

(703)	
  533-‐0931	
  	
  	
  	
  	
  Page	
  37	
  

immediately available to help if needed; and (iii) there is a direct means for
communicating between these two staff members.
F. Children under 10 years of age always shall be within actual sight and sound
supervision of staff, except that staff need only be able to hear a child who is using the
restroom provided that:
1. There is a system to assure that individuals who are not staff members or
persons allowed to pick up a child in care do not enter the restroom area while in
use by children; and
2. Staff should check on a child who has not returned from the restroom after five
minutes. Depending on the location and layout of the restroom, staff may need to
provide intermittent sight supervision of the children in the restroom area
during this five-minute period to assure the safety of children and to provide
assistance to children as needed.
G. Children 10 years of age and older shall be within actual sight and sound supervision of
staff except when the following requirements are met:
1. Staff can hear or see the children (video equipment, intercom systems, or other
devices shall not substitute for staff being able to directly see or hear children);
2. Staff are nearby so they can provide immediate intervention if needed;
3. There is a system to ensure that staff members know where the children are and
what they are doing;
4. There is a system to ensure that individuals who are not staff members or
persons allowed to pick up children in care do not enter the areas where children
are not under sight supervision; and
5. Staff provides sight and sound supervision of the children at variable and
unpredictable intervals not to exceed 15 minutes.
H. When the outdoor activity area is not adjacent to the center, there shall be at least two
staff members on the outdoor activity area whenever one or more children are present.
I. Staff shall greet each child upon arrival at the center and oversee each child's departure
from the center. The counselor will utilize the Congo Tracker to monitor each child’s
arrival, transitions, and departure throughout the day.
J. Staff shall not allow a child to leave the center unsupervised.

Ratios
In accordance with Virginia Department of Social Services, Congressional Camps maintains
strict ratios. Specialists, lead counselors, and junior counselors count as staff able to provide
supervision. CITs do not count for ratios. All staff must be at least two years older than the age
of the minors with whom they are working.
Campers in the Great Adventures division have two counselors that lead the group, a team of
junior counselor floaters, a lead floater, and a specialist counselor who assist in supervising
campers during a variety of activities. During playground time, equestrian activities, structured
classroom activities, pool time, and changing or applying lotion to children, there will always be
a minimum ratio of 1 counselor to 6 campers. During unstructured classroom play, bathroom
breaks, and lunches, the ratio will be a minimum of 1 counselor to 10 campers. During rest
time, this ratio may double.
Campers in the Primary through Senior divisions have a counselor and a junior counselor that
lead each group, as well as a team of specialists in archery, pool, horses, arts and crafts, sports,
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ropes, etc. During all of these activities and lunches, the ratio will always be a minimum ratio
of 1 counselor to every 8 campers. Transitioning between these activities, there will always be a
minimum ratio of 1 counselor to 10 campers.
A minimum of two counselors must be present at all times while children are participating in
the following activities:
• Swimming
• High Ropes
• Equestrian Activities.

Supervising Staff
Monitoring Performance
Camp administration will monitor staff performance throughout the summer by actively
participating and supervising events, as well as circulating through the programs several times
a day.

Identifying and Reinforcing Behavior
During the daily morning staff meetings, camp administration will address and share feedback
of overall group performance and behavior. In lieu of a morning staff meeting, Great
Adventures counselors will receive group feedback via weekly staff notes. Individual
counselors in all programs will be met with on a case by case basis to highlight triumphs and
challenges as situations develop. For specific concerns, such as violating the policies in the Staff
Handbook, the administration will use an Employee Warning Notice.

Evaluations
Every counselor will be evaluated during the course of the summer. Evaluation should be an
on-going process; one in which the person being evaluated has the opportunity to evaluate
his/her own performance and to set goals for improvement. Evaluation should help the person
grow professionally.
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Section 3

PRIMARY to SENIOR
DIVISIONS, TRAVEL,
SPECIALTY, and
ATHLETIC CAMPS
PROCEDURES
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Arrival
Camp begins at 8:45 a.m. daily. Extended Hours Program runs from 7:00 a.m. to 8:30 a.m.
Extended Hours Staff will transport children to their appropriate counselors on the Hill, at
which time the counselors will check in those campers. Children arriving on the bus will be
checked in by the Transportation Manager, after which the children will be transported to their
appropriate counselors on the Hill. Children being dropped off by parents will be greeted by a
staff member at the front steps, and will meet their counselor on the Hill. Counselors will check
in those campers.
If a camper arrives after 8:45 a.m., they will be signed in at the camp office by a parent. A staff
member will then accompany the child to his/her group.

Attendance
The counselor takes the daily attendances by 8:45 a.m. Give attendance slips to the Camp Office by
9:00 a.m. A phone call will be made to determine the location of absentee campers.
The camp administrative assistant will keep records of student attendance and communicate all
information about absences, late arrival, and early dismissal, to supervisors, the camp nurse, the
transportation office, and the Extended Hours Program.

Absences
All camp staff are expected to arrange their personal appointments outside their camp work
hours. Every attempt should be made to schedule these outside your workday. In case of
illness you should follow these guidelines:
• Call the school by 7:00 a.m. (703) 533-0931. The voice mail will pick up; make sure you
leave a message with details regarding time absent and expected time of return.

Camp Communications
The camp has a form that allows for an information exchange between the camp office and
camp staff. When calls or requests come into the camp office that require you to either respond
or fulfill a necessary task, you will be given an Info/Action form. All Camp Administrators
should check their mailboxes several times during the course of the day and just prior to
assembly.

Campus Communication
Communication is a critical component to our program. In addition to runners, phones, and in
house PA systems, we use a handheld radio system to deliver messages all across campus.
Radios are handed out at each morning meeting and returned at the end of each day. All radio
transmissions should be short and to the point. If an emergency is taking place or the camp
director needs to get a message out to all staff, all other radio conversations will cease
immediately.
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Dismissal Time
The following pertains to all camp staff members:
1. Afternoon assemblies will end at 3:10 p.m. This leaves five minutes to organize parent pickup and deliver campers to EHP, 4:30 bus groups, or supplemental lessons.
2. To ensure safety and control at parent pick-up, all counselors should assist their campers to
the front of campus. Other staff members should be available to assist in loading and
directing traffic. Parents must display the designated placards in their windshield to have
the child released from our care. Parents not displaying the placard will be asked to provide
I.D., and will be verified via the camper log book.
3. EHP staff will be notified via radio when the bus arrives to pick up children traveling home
on that bus.
4. Bus riders will be escorted to their respective bus by a designated staff member.
Supervision must be maintained until all buses are loaded and ready to leave campus.
5. All campers must be signed out before leaving campus.

Exit Interviews, Evaluations, and Inventory
Mid-summer evaluations will be conducted during the week of Session 5 at the discretion of the
Camp Director and/or Personnel Director. During the second week of Session 7 or prior to
leaving, all staff are required to complete an exit interview, and provide the appropriate
director with a fall address. Exit interviews will be conducted at the same time as year-end
evaluations by the Camp Director and/or Personnel Director. Specialists, in addition to this, are
required to turn in inventories and review their lesson plans for the summer. This will give us
an accurate account of all summer accomplishments. Included on the sheet should be
suggestions for next year, equipment that needs replacing, and what is useable for next
summer.

First Day Procedures
1. First day of a new session we will meet all new campers in the field.
2. At this time campers will be given a brief orientation of the camp. After all questions have
been answered, each camper will be placed into his/her group.
3. After all new campers have arrived, each group should take a few minutes to properly
meet/introduce other members of the group and take attendance.
4. Make certain all new campers leave camp with your "Meet Your Counselor" form.

Last Day Campers
Each session check the Last Day Camper list.

Lost & Found
Lost and found items will be kept at the pool. Counselors will have campers check daily for
any lost or misplaced items. Every Friday at 5:45 p.m. items will be discarded. If you should
find valuable items, get them to the office as quickly as possible.
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Section 4

GREAT ADVENTURES
PROCEDURES
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Arrival
Camp begins at 8:45 a.m. daily. Extended Hours Program runs from 7:00 a.m. to 8:30 a.m.
Extended Hours Staff will transport children to their appropriate counselors in the classrooms,
at which time the counselors will check in those campers. Children arriving on the bus will be
checked in by a counselor at the cafeteria door, after which the children will be transported to
their appropriate counselors. Children being dropped off by parents will be walked into the
Early Childhood Building by a parent. Counselors will check in those campers.
If a camper arrives after 8:45 a.m., they will be signed in at the Early Childhood Front Desk by a
parent. A staff member will then accompany the child to his/her group.

Attendance

The designated junior counselor, as determined by the Great Adventures Director will
take attendance. A phone call will be placed to determine the location of absentee
campers.

Absences
All camp staff are expected to arrange their personal appointments outside their camp work
hours. Every attempt should be made to schedule these outside your workday. In case of
illness you should follow these guidelines:
• Call the school by 7:00 a.m. (703) 533-0931. The voice mail will pick up, then dial
extension 100 and make sure you speak to the main desk of the Early Childhood
building.
• If you cannot reach anyone, please leave a voice mail message and continue calling until
you have spoken to a supervisor.

Bulletin Boards
All bulletin boards should be attractive and reflect topics currently being studied as well as
children’s work. Counselors are responsible for assigned bulletin boards inside and outside the
classrooms and should change the display each session.

Copier and Laminator
The copier, located in the staff lounge, is for use in preparing camp materials. Notify the
administrative assistants or the director if service is needed on the copier. The administrative
assistants are the only persons authorized to use the laminator. If you have projects to be
laminated, please give them to the Great Adventures Director, or the administrative assistant.

Dismissal
Campers are to be dismissed at 3:30 p.m. each camp day. Students who are being picked up by
their parents/guardians should be brought to the cafeteria. Dismissal will be from the cafeteria
or outside. Counselors are responsible for their children until 3:50 p.m. Please turn in your
classroom track form to the front desk at the end of dismissal.
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Campers riding the bus are to be taken to the reception area by the assigned personnel.
Counselors should notify the administrative assistant if a bus-riding child is absent so that
transportation can be notified.
All campers must be signed out before leaving campus.

Exit Interviews, Evaluations, and Inventory
Mid-summer evaluations will be conducted during the week of Session 5 at the discretion of the
Great Adventures Director or Assistant Director. During the second week of Session 8 or prior
to leaving, all staff members are required to complete an exit interview, and provide the
appropriate director with a fall address. Exit interviews will be conducted at the same time as
year-end evaluations. In addition to this, classroom counselors are required to turn in
inventories.

Great Adventures Daily Note
At the end of each day, a parent note is sent home. This note will include information on the
camper’s progress and activities throughout the day.

Lost and Found
A lost and found box—for possessions that have lost their owners—is located in the reception
area. Please see that items left in classrooms, hallways, etc. are placed in the box so that their
owner may find them. Please make every effort to keep children’s belongings in their cubbies
and backpacks.

Playground Rules
The throwing of sticks, rocks, woodchips, and other non-recreational objects is not allowed.
Children may not throw any objects over the fence or on the roof.
Swings: Children should be seated on their bottoms or laying on their stomachs. Children swing
one at a time. No standing or kneeling. If a child is pushing another child on the swing, an
adult must supervise.
Sandbox: Encourage children to keep sand and sand toys in the sandbox. Encourage the
children to keep the woodchips away from the sand and in the mulched areas only.
Slides: Children should go down feet first, on their bottoms, and one at a time. The same rules
apply to the tunnels. They may not climb up the slides.
Tricycles: Park tricycles under the roof before going inside at the end of each recess period and
at the end of the day. Smaller tricycles should be parked on the Bright Beginnings/ Preschool
playground and the larger tricycles on the kindergarten playground.
Please put all balls in the cage and other toys and equipment back in the shed. Remove water
from water table at the end of the day. Cover water and sand tables.
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Do not use chalk on the brick walls or the fence. Chalk may be used on sidewalks and blacktop
only.

Special Events
There may be several special events throughout the summer, which all counselors are expected
to attend and participate.

Staff Meetings
Staff meetings will be called on an as needed basis.

Telephone
Incoming phone calls are not put through to camp rooms during the camp day unless it is an
emergency. Callers are put through to front desk. Counselors should check the main desk
during the break and then at the end of the camp day. Personal calls should only be made from
the telephone in the staff lounge during a break and should be limited.

Daily Schedule & “Extras”
Greeting—All children and parents need to be greeted with a “Hello” and a smile. ExamplesGood Morning/Afternoon. “It’s going to be a great day.” “We are going to have fun together.”
Free Choice—When children first arrive at camp they will have a free choice time. Toys and art
projects should be open to the children. Children’s arrival times will vary; this is your time to
greet the parents and children. Counselors should be interacting with all children during free
choice time and helping them to adjust, have fun, and meet new friends.
Specials—Daily specials include pool, ponies, FitKids, science, art, music, and cooking.
Counselors must participate in specials with the children.
Pool—It is very important that children receive exceptional care at all times but especially at the
pool. All counselors must wear swimsuits (Females—one piece only--No bikinis, Males—boxer
style) and interact with the children while in the water. Lifeguards and counselors work as a
team to provide a safe and fun swim time for the children. Please make sure children and
adults follow safety rules at all times. A counselor must accompany any child going to the
bathroom at the pool. If it is a child of the opposite sex, the counselor should wait outside the
door as long as the child can hear your voice.
Sunscreen:
All sunscreens must be kept out of reach of the children.
Sunscreens must be applied by the counselors, NOT by the children.
Changing:
Older boys and girls must be changed separately.
Wet Items:
Bathing suits and towels should be hung up to dry.
Ponies—Counselors are responsible for entertaining the children while pony counselors walk
the children one-on-one.
Nap—Nap is a quiet time provided for children that need it. Lights should be off and soft
music should be played. Children do not have to nap. Any child that has not fallen asleep in 30
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minutes should be provided with a quiet alternative as long as it does not disturb any sleeping
children.
Transitions—When moving the class from one area to another the children have to be in a line
with one adult at the front and one at the end. Make sure all your children are accounted for at
all times. Count your children before you leave the classroom and as soon as you arrive at the
next activity. Each counselor should be counting the children every few minutes.
Dismissal— “Call for” counselors are responsible for putting children in their cars at the end of
the camp day. You need to be aware of who may or may not pick up a child. Children who are
“call fors” should be brought to the cafeteria at 3:30 p.m. Half the “call for” counselors will sit
with the children and supervise while the other half will walk the children to the cars and help
buckle them in. While putting children in cars, please keep safety in mind. Always hold the
child’s hand and fasten the child’s seatbelt. Remember to say a friendly good bye to the child
and parent. Attached you will find a list designating “call for” counselors and EHP counselors.
Bus children will be dismissed from the front porch at 3:30 p.m.

Parent Interaction
Please share positive feedback about each child’s day. The Great Adventures Director or the
Early Childhood Programs Director should be made aware of any behavior problems prior to
the parents being notified.
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Section 5

EXTENDED HOURS
PROCEDURES
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Summer Camp Extended Hours Program
The Extended Hours Program (EHP) operates daily from 7:00 a.m. to 8:30 a.m. and 3:30 p.m. to
6:00 p.m. The program is available to campers who are enrolled in summer camp EHP and to
campers who use the school's transportation services. Because EHP personnel are hired on
enrollment to meet established ratios, it is not possible to accommodate drop-ins without prior
approval from the EHP supervisor, the camp administrative assistant, or the Directors of
Summer Camp.

Communication
The EHP Director can be reached by calling (703) 533-0931. Parents of campers are expected to
contact the EHP Supervisor any time they anticipate a change in routine or the person picking
up the camper. All notification should be in writing, or if an emergency arises a faxed copy
should be sent to 703-533-8231.

Fees
Drop-in fee for AM camp program is $20.00 per child. Parents who have not contracted for
morning EHP and who leave their children at camp before 8:00 a.m. will be assessed the
fee. Drop-in fee for PM EHP is $35.00 per child. Parents who have not contracted for the
afternoon EHP and who leave their children after 3:30 p.m. will be assessed the fee. LATE
FEE: Parents who leave their children after 6:00 pm in the Great Adventures program will be
assessed a fee of $25.00 per child for each 15 minute segment or fraction thereof. Parents of all
children left after 6:30 p.m. will be assessed a fee of $50.00 per child for each 15 minute segment
or fraction thereof until 7:00 p.m. If a child is not picked up by 7:00 p.m. the fee will be doubled.

ALL CAMPERS MUST BE SIGNED OUT BEFORE
LEAVING CAMPUS
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EMERGENCY PERSONNEL
SUMMER 2016
Incident Supervisor:

Janet Marsh & Dan O’Neil

Police and Fire Liaison:

HD Baha

Ext. 308

School Site Security:

HD Baha

Ext. 208

Evacuation Coordinator:

HD Baha Joanne Madison

Media Liaison:

Janet Marsh

Nurse:

Ext. 302/401

Ext.208/600
Ext. 302
Ext. 115/225

Camper Accountability:

Head Counselors

Ext. 402

Personnel Accountability:

Krystal Speed

Early Childhood Accountability:

Josh Rodgers

Ext. 408

Extended Hours Accountability:

Gene Giammittorio

Ext. 407

Visitor Sign-in Camp Office

Cecilia Baxter

Ext. 402

Visitor Sign-in Great Adventures:

Sam Mom

Ext. 100

All specialists will have radios. Administrative staff will also have radios. When the
emergency tone is heard, non-essential radio traffic must cease immediately. All listen for
essential communication.
Outside meeting places are:
• At the marquee for those in gym
• On the field or any surrounding area
• In front of the ECP building for ropes.
Areas may be moved. Directions will be given by Dan O’Neil. Counselors will report head
count to these leaders.
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