(Draft 1: 7/31/06)

CAMPS CHAIR

CISV JACKSONVILLE

Board of Directors Job Descriptions (draft 2: 3/06)

CAMPS CHAIR: (appointed) who shall:

· Serve a 1 year term

· Work with the V.P. of Programs to provide oversight and management to all of the CISV camps including:

Locally hosted camps:

Village

Summer Camp

Mini Camps

Seminar Camp

Away camps:

Village

Summer

Mini

Seminar

· Recruit sub-committee chairs for all of the camps conducted for the year term and is an ex-officio member of each sub-committee. 

· The Camp Chair meets with all sub committee chairs to:

· Discuss assigned duties

· Distribute and orient on job procedure notebooks

· Assist in selecting committee members

· Serve as a resource for sub-committee in 

· Planning

· Recruiting

· Selection

· Preparation (nuts-and- bolts, paperwork)

· Training

· Evaluation/De-briefing

· Documenting Lessons Learned

· Work closely with the Recruiting and Training committees Chairs

· Help prepare a calendar of events for the year

· Attend board meetings and report on Camp Activities

· Notify CISV National of Selection results

· Notify schools of those students who have been chosen as delegates

· Maintain files relating to Camps and give completed files to office for storage

· Prepare a year end report describing program activities and results.
CISV INTERNATIONAL JACKSONVILLE

CAMPS COMMITTEE STRUCTURE

CAMP DELEGATION COMMITTEE

Operating Procedures

· Camp Delegation Committee consists of a Chair, appointed by the president and confirmed by the Board of Directors, and the Chairs of the following sub-committees:

· Village (& Summer Camp) Selection 

· Village Preparation

· Summer Camp Preparation

· Camp Delegation Chair and Chapter president are ex officio members of the above committees

· Camp Delegation Committee works closely with the Recruiting Committee and the Local Leadership Training Committee/Camp Training

Responsibilities of Camp Delegation Chair 

· Meet with above sub-committee chairs prior to October board meeting to:

· Discuss assigned duties

· Distribute job procedure notebooks

· Assist in selecting committee members

· Help prepare a calendar of events for the year.

· Attend board meetings and report on Village and Summer Camp Activities

· Serve as a resource for sub-committee chairs and oversee sub-committee activities

· Notify CISV National of Selection Committee results

· Notify schools of those students who have been chosen as delegates
· Maintain files relating to Village and Summer Camp for 7 years.  After 7 years, the yearly file is destroyed prior to turning over files to next Camp Delegation Chair

VILLAGE  & SUMMER CAMP SELECTION

Operating Procedures:

· Committee consists of an uneven number of not less that 7 members, including the Chair, past Village parents, past Village leaders, Village Staff, and professionals

· Professional members can represent education, psychology, social work, recreation and allied fields.  It is recommended that diversity representation and the male/female ratio be considered in the committee composition.  At least 2 members should have prior service on this committee.  The Camp Delegation Chair and the Chapter President are ex officio members of the committee.

· Chair will have served for 1 year on the committee before being selected.  The Board of Directors will confirm chair position.

· The Chair hosts the Selection activities with the committee members in a supportive role.

Responsibilities of the committee members:

· Attend all selection activities 

· Maintain the confidentiality of all aspects of the selection process

· Receive applications for Village delegates, Village Leaders, Junior Counselors, Summer Camp delegates, Summer Camp leaders

· May be helpful to have different individuals receiving applications for Village delegates, Summer Camp delegates, Leaders and Junior Counselors.  If so, these individuals must communicate well, and perform the following bulleted points for their designated group.

· Communicate with families about what pieces are missing (references, check etc)

· Notify Recruiting as soon as application is received 

· Notify families by phone when application is complete, discuss any questions about the application process

· Send application fee to treasurer

· Send play day and post selection parent orientation meeting info to applicant as soon as application is received

· Update volunteer commitment questionnaire to reflect current Chapter needs

· Send volunteer commitment questionnaire as soon as application is received.  Require return of volunteer commitment before parent interview so that it can be part of the discussion.

· Send revised fee sheet to applicants (at October CISV National Board Meeting the national and international fee increases are announced)

· Call and remind before first play day

Play Days

· Organized by Selection Activities coordinator, appointed by Selection Chair

· Secure sites for play days and overnight.  Provide this information to Recruiting and Newsletter Chairs.

· Representative from Recruiting Committee to attend first Play Day

· Arrange for former Village leaders/Staff to run the youth activities at Play Days and overnight

· Summer Camp Committee may organize some separate activities for Summer Camp Applicants due to age difference from Villagers

· Arrange for snacks, drinks and game materials requested by Village leaders/Staff

· Decorate Play Day locations with flags, village trading items, posters, etc

· Put up directional signs to help families find meeting place

· Copies of all applications available for each Selection Committee member

· Arrange parent interviews with purpose of educating parents about volunteer requirements and evaluating family as future contributing member of chapter

· Collect volunteer commitment forms 

· Contact with Scholarship Chair regarding scholarship awards should be made prior to the overnight.  After selection is completed the scholarship chair is advised of the decisions of the selection committee.
· Note:  in the past selection committee members have felt that they spent all their time with parents, and not watching the kids- input on kids came from leaders who were playing with them, but not as much from committee members.  May want to have some members of the committee designated to meet with parents, while others watch the kids.  At selection time, each can give their input on the suitability of the candidate and family.

Selection Process

· Review Selection Criteria from “Guide to Village” (www.cisvusa.org under Chapter Support/Guides)

· The Selection Committee will be responsible for selecting delegates for Village and Summer Camp, Leaders and Junior Counselors.  Selecting the best qualified representatives of the USA should include: 
· observation at all selection activities, 
· a personal interview
· an interview with parents of prospective delegates
· review of the application and references for each candidate
· Contact Risk Management Chair to conduct background check on leaders who have been selected prior to notifying leaders of acceptance.  If background checks are unacceptable to Risk Management Chair, Executive Committee must be consulted.

· Notify all applicants of the Selection Committee decision by telephone, with a follow-up letter, within 1 week of the overnight.  Include information on mandatory parent orientation meeting 

· Prepare list of delegates and leaders, to include name of participant, date of birth, parents name, address, phone, email address and school.  Send to:

· President

· Camp Delegation Chair

· Village Preparation

· Village Leader Training

· Summer Camp

· Scholarship

· Database

· Membership

· Newsletter

· Travel coordinator

· Treasurer

· Insurance

· Junior Branch

· Travel Outfits

· Fundraising Chair

· Volunteer Coordinator

· Public Relations

· Archives

· Webmaster

· Updates or changes of this list should be sent to those listed above by the March Board meeting

· Selection Chair will prepare an article for the Chapter Newsletter announcing the results of Village  and Summer Camp selection 

· Selection Chair (or committee representative) will attend parent orientation meeting

Selection Chair will maintain a file of all materials relating to the applicants, including application and references.  This file will be given to the Camp Delegation Chair when the selection process is complete.

VILLAGE PREPARATION

Operating Procedures

· Purpose of the Village Preparation Committee is to assist parents and delegates prepare for the Village experience

· Committee Chair is selected by the Chapter President and confirmed by the Board of Directors 

Responsibilities

· Coordination with Village Leader Training Chair and Summer Camp Preparation Chair in planning parent orientation meeting and calendar of group activities 

· Work with Village Leader Training Chair and Summer Camp Preparation Chair to develop Jacksonville CISV Orientation Booklet to give to parents at Parent Orientation meeting.  Booklet to include:

· Contact information for Chapter Committee Chairs

· Important dates (Insurance/Health Form deadlines, Spring General Meeting, Farewell Party, Re-Entry Overnight)

· CISV Song

· “What to Expect”

· Contact information for delegates

· Information on Jacksonville Chapter, to include importance of volunteerism

· Copy of family agreement, travel agreement, family responsibilities and leader responsibilities from application

· Cultural Sensitivity in CISV/CISV International Guidelines on Discrimination

· What to expect from the Village experience

· Attend scheduled events

· Calendar must include a minimum of 2 group activities, the Farewell Party and the Re-entry meeting.  The Re-entry meeting should be scheduled no later than 1 month after the last summer Village delegation returns.  An overnight is recommended for the Re-entry meeting.

· Individual delegation activities must be scheduled to avoid conflict with the group activities calendar

· The same obligations must be fulfilled with a winter Village delegation.  The Village Preparation Committee continues until all responsibilities are completed with the winter delegation.

· Serve as a resource by making monthly calls to all Village parents

· Work with Insurance Chair to verify that required forms for delegates, leaders and junior counselors are completed, collected and sent to the National office by established deadlines.

· Work with travel outfit coordinator to ensure  t-shirt (and sweatshirt if desired) sizes be taken at orientation meeting, delivery of t-shirts prior to travel

· Work with travel coordinator to ensure tickets are purchased and distributed to leaders in a timely manner.
· Contact parents of delegates and junior counselors to remind them of Spring General Meeting.  All delegations will be introduced at this meeting.  Chapter trading items will be on sale at Spring General Meeting.

· Meet with parents at Farewell party to discuss final preparations, communication during Village, re-entry reactions, leader evaluations, etc.

· Resource: the Local Leadership Trainer’s Handbook (USA) sections on re-entry, tips for parents on re-entry of child

· Bid delegations farewell at airport and greets on return (or arranges for Chapter representative to do so)

· Works with Summer Camp Preparation & Village Leader Training Chairs to:      

· Organize re-entry meeting

· Mail and collect parent/delegate and leader surveys.   

· Meet with Village parents and delegates to evaluate Village experience.

· Note: Leader training Chair will meet with Village and Summer Camp leaders and JC’s, Summer Camp Preparation Chair will meet with summer camp parents/participants

· Contact parents of delegates and junior counselors to remind them of the Fall General Meeting and to encourage family attendance. Each delegation and junior counselor will be asked to provide a 5-minute presentation.

· Maintain a procedure book to be passed on to his/her successor with recommendations to be included in the procedure book.  This book and all preparation materials are returned to Camp Delegation Chair at the end of the Village Preparation responsibilities.

Parent Orientation Meeting

· Scheduled as soon as possible after selection, but after Village leader training local meetings have been conducted

· Notify in writing selected members of Village, Summer Camp. Junior Counselor, Summer Camp leaders and Village leaders of parent orientation meeting.  * Previously camp delegation chair job

· Remind them to bring check book (partial payment of participation fees will be collected), credit card and passport information to give to travel coordinator (families will have been informed of the date by the selection committee, so this is follow-up) 

· Arrange for the following people to be at the parent orientation meeting:

· Treasurer 

· Travel outfits Chair

· Volunteer coordinator

· Chapter president

· Travel coordinator

· Fundraising Chair

· Selection Chair

· Summer Camp Preparation Chair

· Village Preparation Chair

· Village Leader Training Chair

· Conduct the parent orientation meeting

· Issue Jacksonville CISV Orientation Booklet  

· T-shirt sizes taken at Orientation meeting (included in participation fees), also sweatshirt if desired (additional cost)

SUMMER CAMP PREPARATION-
Operating Procedures

· Purpose of the Summer Camp Preparation Committee is to assist parents and delegates prepare for the Summer Camp experience

· Committee Chair is selected by the Chapter President and confirmed by the Board of Directors 

Responsibilities

· Coordination with Village Leader Training Chair and Village Preparation Chair in planning parent orientation meeting and calendar of group activities 

· Work with Village Leader Training Chair and Summer Camp Preparation Chair to develop Jacksonville CISV Orientation Booklet to give to parents at Parent Orientation meeting.  Booklet to include:

· Contact information for Chapter Committee Chairs

· Important dates (Insurance/Health Form deadlines, Spring General Meeting, Farewell Party, Re-Entry Overnight)

· CISV Song

· “What to Expect”

· Contact information for delegates

· Information on Jacksonville Chapter, to include importance of volunteerism

· Copy of family agreement, travel agreement, family responsibilities and leader responsibilities from application

· Cultural Sensitivity in CISV/CISV International Guidelines on Discrimination

· Information on what to expect from the Summer Camp Experience

· Attend scheduled events

· Calendar must include a minimum of 2 group activities, the Farewell Party and the Re-entry meeting.  The Re-entry meeting should be scheduled no later than 1 month after the last summer Village delegation returns.  An overnight is recommended for the Re-entry meeting.

· Individual delegation activities must be scheduled to avoid conflict with the group activities calendar

· Serve as a resource by making monthly calls to all Summer Camp parents

· Work with Insurance Chair to verify that required forms for delegates and leaders are completed, collected and sent to the National office by established deadlines.

· Work with travel outfit coordinator to ensure delivery of t-shirts prior to travel

· Work with travel coordinator to ensure tickets are purchased and distributed to leaders in a timely manner.
· Contact parents of delegates to remind them of Spring General Meeting.  All delegations will be introduced at this meeting.  Chapter trading items will be on sale at Spring General Meeting.

· Meet with parents at Farewell party to discuss final preparations, communication during Summer Camp, re-entry reactions, leader evaluations, etc.

· Resource: the Local Leadership Trainer’s Handbook (USA) sections on re-entry, tips for parents on re-entry of child

· Bid delegations farewell at airport and greets on return (or arranges for Chapter representative to do so)

· Work with Village Leader Training Chair and Village Preparation Chair to organize re-entry meeting, send and collect parent/delegate surveys.  Meet with Summer Camp parents/delegates to evaluate Summer Camp experience.

· Contact parents of delegates to remind them of the Fall General Meeting and to encourage family attendance. Each delegation will be asked to provide a 5-minute presentation.

· Maintain a procedure book to be passed on to his/her successor with recommendations to be included in the procedure book.  This book and all preparation materials are returned to Camp Delegation Chair at the end of the Summer Camp Preparation responsibilities.
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