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A Message from the Director 
Welcome! Camp Stevens has been serving campers and guests for over 60 years at its current 
location. Thank you for being a part of the huge community of people dedicated to furthering 
the mission of this important place. 
 
The best way to maintain our good workplace is to use compassion and respect in our 
relationships with one another. That being said, an external set of rules is often helpful and 
quite important. The purpose of this handbook is to offer some guidelines or boundaries about 
how we work with one another toward a common mission and to clarify benefits and 
organizational structure.  
 
Camp Stevens’ Mission Statement 
Camp Stevens’ mission is to inspire, challenge, and empower personal, social, and 
environmental transformation. 
 
Camp Stevens’ Core Values 
Rooted in the Episcopal Church and the natural world, Camp Stevens values: 
Openness: We celebrate diversity and welcome all to our table to listen to and learn from one 

another. 
Gratitude: We believe that gratitude toward one another, the natural world, and God is the 

foundation upon which humans build a healthier, more sustainable, and loving world. 
Connection: We challenge all who experience this peaceful place apart to reconnect with 

themselves and connect meaningfully with one another, the natural world, and the 
Divine. 

Wonder: We believe that a sense of wonder transforms adults and children alike, renewing joy, 
excitement, and mystery in the world we live in. 

 
Camp Stevens serves both the Diocese of Los Angeles and San Diego and is owned by the 
Diocese of Los Angeles with advisement from the Diocese of San Diego. This handbook is a 
sister document to the Diocese of Los Angeles 2014 Employee Handbook and is superseded by 
the Diocesan Handbook. Discrepancies in policy can be explained by the unique operations of a 
camp and retreat center, the nature of the work, and the on-site living requirement for 
employees. 
 
I am delighted that you are here and looking forward to working and learning alongside you. 
 
Gratefully,  
 
 
 
Beth Bojarski 
Executive Director 
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Introduction 

About This Handbook 

This handbook is an introduction to the personnel policies and procedures for the staff of Camp 
Stevens, a part of the Protestant Episcopal Church in the Diocese of Los Angeles, which is a 
California religious not-for-profit corporation. You should read this handbook and keep it for 
your future reference. It is intended to explain the terms and conditions of employment of all 
staff members. Written employment contracts between Camp Stevens and Seasonal or Winter 
Staff may supersede various provisions of this handbook. 
 
Camp Stevens is constantly striving to improve its policies, the services to its campers and 
guests, and positive relations with and among staff and community members. You should bring 
suggestions for improvements to the attention of your supervisor. By working together, Camp 
Stevens hopes that we will have a sincere pride in this place among the whole living and 
working community. 
 
If you have any questions not answered here, please talk to your supervisor or the Executive 
Director. 
 

Definitions 

The following terms are used in this document or are generally helpful to know. 
 

The Episcopal Church 

The Episcopal Church is a protestant, Christian faith tradition and a member province of the 
worldwide Anglican Communion. 
  
The mission of the church, as stated in the Book of Common Prayer’s catechism (p. 855), is "to 
restore all people to unity with God and each other in Christ." 
 
The 2012 General Convention established the Anglican Communion Five Marks of Mission as a 
mission priority framework for the 2013-2015 triennium:  

 To proclaim the Good News of the Kingdom 

 To teach, baptize and nurture new believers 

 To respond to human need by loving service 

 To seek to transform unjust structures of society 

 To strive to safeguard the integrity of creation and sustain and renew the life of the 
earth 

 

Dioceses 

The Diocese of Los Angeles comprises the counties of Los Angeles, Santa Barbara, Orange, 
Ventura, San Bernardino, and part of Riverside and includes 147 neighborhood Episcopal 
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churches, 40 schools and 20 specialized service institutions. The Bishop Diocesan of Los Angeles 
is The Rt. Rev. J. Jon Bruno. The Rt. Rev. Diane Jardine Bruce is Bishop Suffragan. At Camp 
Stevens, you’ll be most familiar with Bishop Diane Bruce who serves on the Board of Advisors 
and visits Camp Stevens in the summer. (A Bishop Coadjutor will be elected in December of 
2016 who will serve as Bishop Diocesan when Jon Bruno retires in 2018.) 
 
The Diocese of San Diego comprises the counties of San Diego, Imperial, and part of Riverside, 
and a small corner of Arizona including the city of Yuma. The Rt. Rev. Jim Mathes is the bishop 
of the diocese, which includes 47 Episcopal churches and several institutions including Bishop’s 
School in La Jolla. 
 

Board of Advisors 

The Camp Stevens Board of Advisors is comprised of twelve to sixteen members from the 
geographical areas primarily served by the Camp. A majority of the Advisors are members of an 
Episcopal Church in the Dioceses of Los Angeles or San Diego. The duties of the Board of 
Advisors include but are not limited to: 

 Recommending for appointment or removal, prescribing the duties, and evaluating the 
performance of the Executive Director; 

 Participating in and contributing to fundraising; 

 Serving on at least one committee; 

 Attending all regular Board of Advisor meetings; 

 Visiting the Camp at least once each year; and 

 Serving the Camp as a steward and ambassador. 
 

Exempt and Non-Exempt Staff Members 

Exempt staff members meet one of the Fair Labor Standards Act (FLSA) exemption tests and are 
paid on a fixed salary basis with no entitlement to overtime. Exempt staff members usually 
have advanced knowledge or education, and their position is typically concerned with the 
design and management of specific program(s) of Camp Stevens. A substantial part of the work 
of an exempt employee is: 

 management (directing the work of other employees; may have authority to hire and 
fire, or make recommendations regarding the employment status of others; exercises a 
high degree of judgment in matters of substantial importance);  

 administrative work (performs work related to management policies or general business 
operations; regularly exercises discretion, judgment in substantial matters; freedom 
from immediate direction or supervision; either assists executive, performs specialized, 
or technical work, or executes special assignments); or  

 professional work (performs work requiring advance knowledge and education; 
regularly exercises discretion and judgment; performs work that is intellectual and 
varied in character, accomplishment of which cannot be standardized as to time). 
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A non-exempt staff person is one who does not meet any one of the FSLA exemption tests and 
is paid on an hourly basis. The staff person is covered by wage and hour laws regarding regular 
and overtime pay. 
 
For the sake of this handbook, all staff and employees are referred to as “staff,” “staff person,” 
or “staff member” unless a policy is true specifically for a part-time or non-exempt employee. 
 

Full-Time vs. Part-Time - UPDATED AUG 2016 

A full-time staff person is one who is scheduled to work at least 39 hours per week. A part-time 
staff person is one who is scheduled to work less than 39 hours a week. 
 
All full-time, non-seasonal staff receive worker’s comp, medical, dental, vision, mental health, 
life, and unemployment insurance, as well as long- and short-term disability and pension 
through the Church Pension Group. 
 

Seasonal Staff (most often Summer Staff) 

Seasonal Staff are defined as those staff members holding jobs of limited duration required by 
special projects, unusual workloads, seasonal requirements, or emergencies. Seasonal Staff are 
not eligible for any Camp-sponsored benefits. In the event that a Seasonal Staff is subsequently 
hired as a regular staff member, the required introductory period shall commence upon hiring 
as a regular staff, and sick leave and vacation leave shall begin accruing as of the date of hire as 
a regular staff member. (See CA Labor Code 1182.4) 
 

Winter Staff - UPDATED AUG 2016 

Winter Staff are full-time staff usually from August to June for program and general 
employment around the camp. Job duties include both program (i.e. outdoor education, ropes 
course facilitation) and support work and counseling as needed. Winter Staff schedules are 
dictated by the program schedule and are supervised by the Program Director. Winter Staff sign 
letters of hire which include employment end dates. (See CA Labor Code 1182.4) 
 

Professional Staff - UPDATED AUG 2016 

Professional Staff are permanent, full-time, exempt employees.  
 

Supervisor 

All Seasonal, Winter, and Professional Staff directly report to a specific supervisor who in turn 
reports to the Executive Director. The Executive Director reports to the Bishop Diocesan of the 
Diocese of Los Angeles via the Board of Advisors. 
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Immediate Family 

“Immediate family” means a spouse or partner, parents (foster, step-parents, or guardians), 
children (natural, foster, step-children or adopted children), a mother-in-law or father-in-law, a 
brother, sister, brother-in-law or sister-in-law, grandchildren or grandparents. 
 

History of Camp Stevens 

In the 1930s, William Bertrand Stevens, second bishop if the Diocese of Los Angeles, began 
taking groups of young people to camps in the San Bernardino Mountains for a week or two 
each summer. Even then, the program was known as Camp Stevens. 
 
In the mid-1940s a group of clergy and lay persons from the San Diego area (then a part of the 
Diocese of Los Angeles) rented a camp in the Cleveland National Forest near Descanso and 
began a second program called Camp St. Aidan. In 1950 a committee under the leadership of 
The Rev. Jack Lax and The Rev. C. Boone Sadler, Jr. purchased the buildings they had been 
renting. Just after that summer season a disastrous forest fire leveled the campsite. Undaunted 
by disaster, the group searched for and found a beautiful 66-acre property near Julian for sale. 
They managed to raise enough money for a down payment, bought the $20,000 property, and 
re-established Camp St. Aidan in 1952. 
 
At the same time, the Diocese of Los Angeles under the leadership of Bishop Francis Eric Bloy, 
completed a capital fund drive that included $175,000 to develop a Diocesan Camp. In 1952 the 
Camping Committee agreed to transfer the Julian property to the Diocese of Los Angeles. In the 
summer of 1954 Camp Stevens moved to its permanent home near Julian. Soon an outdoor 
chapel, pool, summer camp cabins, and a director’s house were added to the existing ranch 
buildings consisting of a small ranch house (St. Matt’s), workshop, tool shed, and four small 
cottages. 
 
In 1957 an Episcopalian of rare talent offered his musical abilities to aid the youth of the 
diocese. Nat King Cole, the popular jazz musician, took the state at the Shire Auditorium in Los 
Angeles and the sold out concern provided most of the funds needed to construct the Dining 
Hall and Kitchen. The Dining Hall was completed in 1961 along with a summer camp infirmary 
(that doubled as a lodge for weekend retreats in the fall, winter, and spring) and St. Mary’s 
Cabin, an additional small dorm cabin near the Dining Hall. 
 
Demand for weekend retreats increased through the 1970s and early 1980s, necessitating a 
new master plan that resulted in the construction of the Blum Lodge, named for The Rev. 
Edward Blum, first resident director of Camp Stevens. The lodge was completed in 1987 with 
two meeting rooms and lodging for 48 people. The Bishop’s Lodge, with a meeting room and 
lodging for 24 people, was completed in 1992 and was named in honor of The Right Rev. Robert 
M Wolterstorff, first bishop of the Diocese of San Diego (the San Diego Diocese was established 
apart from the Diocese of Los Angeles in 1974). 
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Alarmed by the increasing encroachment of development around the Julian area, the Camp 
Stevens Board of Advisors developed a plan to purchase adjacent properties as they became 
available. By 2002, six adjacent parcels had been purchased to protect Camp Stevens as “a 
peaceful place apart.” The 200 additional acres also provide wonderful new areas for hiking and 
nature study. 
 
Over the past three decades Camp Stevens’ year-round programs have expanded to include 
environmental education for school groups, ropes/challenge course team building programs, 
weekend retreats for youth, family programs, organic gardening workshops, adult retreats, and 
off-site wilderness programs in places like the High Sierras and Baja, Mexico. 
 
On September 15, 2007 a forest fire seriously damaged Camp Stevens1. Seventy acres of forest 
were severely burned and twelve buildings were destroyed including the chapel, four guest 
lodges, six summer camp cabins, and one summer camp bathhouse. Fortunately, the central 
campus including the Dining Hall and Blum Lodge sustained only minor damage so that Camp 
Stevens could continue to operate, albeit at a much-diminished capacity. 
 
From September 2007 through about 2012, the Camp Stevens Board of Advisors and the then 
Executive Director, Peter Bergstrom, led a rigorous fundraising campaign to support the 
rebuilding of the camp infrastructure in a manner that supports the future needs of Camp 
Stevens and the people served. Through the management of the Administration Director, John 
Horton, camp has successfully navigated the planning and rebuilding of the majority of the 
buildings initially destroyed by the fire. 
 
In addition to the opportunity to rebuild with improved energy efficiency and sustainable 
materials, the Angel Fire created openings in the forest that are now filled with new shrubs and 
wildflowers, as well as lots of deer and wild turkeys enjoying the new growth. Volunteers have 
cleared debris, build new trails, and planted over 6,000 trees. 
 
Camp Stevens celebrated its 60th Anniversary in 2012. In the years since, the Camp Staff and 
Board have joined forces to establish a 6-goal Strategic Plan which includes intentional review, 
planning, and growth in the areas of program, financial stability, Episcopal rootedness, staffing, 
and environmental preparedness. 
 

  

                                                      
1 The Angel Fire that burned much of Camp Stevens in 2007 was different than the county-wide Cedar Fire in 2003 
or the also famous Witch Creek Fire of 2007. 
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General Information 

Camp Address and Phone Numbers 

Street Address (for 
directions, UPS, FedEx) 
Camp Stevens 
1108 Banner Rd. 
Julian, CA 92036 

Mailing Address 
Camp Stevens 
PO Box 2320 
Julian, CA 92036 

Numbers 
Office: 760-765-0028 
Kitchen: 760-765-0542 
Host Phone: 760-550-2488 
Fax: 760-765-0153 
 

Website: campstevens.org 
Blog: campstevensjulian.wordpress.com 
Twitter: twitter.com/campstevens 
Facebook: facebook.com/campstevensjulian 
GoodSearch: goodsearch.com/nonprofit/camp-stevens.aspx 
 

Important Local Numbers 

Emergency 911 
Julian Highway Patrol 760-765-4095 
Julian Sheriff 760-765-4718 
Cal Fire Cuyamaca 760-765-0511 
Julian Volunteer Fire Station 760-746-7307 
Poison Control Center 800-876-4766 
SDGE – Emergency Outage 800-411-7343 
 

Around the Community 

Camp Stevens is located near the San Diego Mountains’ main tourist destination - the old 
mining town of Julian. You can easily walk to Julian from Camp, either along the road or (much 
better) up over the hill and down into town. See your map or ask a staff member for more 
detailed directions. 
 
Fun things to do in Julian and Wynola: 

 Eat Pie! - Mom’s Pies and Julian Pie Company were voted the best local pies in a Camp 
Stevens blind taste-test. 

 Shopping on Main Street - A plethora of tourist shops to buy souvenirs for family and 
friends! 

 Soups and Such - Good soups and sandwiches, often use local ingredients, owned by a 
Camp Stevens summer camp alum. 

 Miner’s Diner - A classic diner on Main Street. Some people love their milkshakes. 

 Wynola Pizza - (Hwy 78 in Wynola) One of the best places to eat in the area - live music 
on the weekends! 
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 Jeremy’s on the Hill - (Hwy 78 in Wynola) Friends or family visiting and you want to take 
them somewhere nice? Jeremy’s has great, local, organic food, just be prepared to 
spend a little more.  

  
Outdoor Recreation: 

 Volcan Mountain Preserve - Volcan Mountain has amazing views of the desert, 
mountains and down to the ocean. It’s about a 3 ½ mile hike round trip from the 
trailhead to the summit. About 1 ½ miles down the road - ask us how to walk there. To 
drive, turn left out our driveway, and then left again on Wynola Road. Turn right on 
Farmers Road. The trailhead is just ahead on the right.  

 Santa Ysabel Open Space Preserve - Open grazing land for cows, this beautiful dirt road 
is ideal for running. Hiking a few miles in and then back out is great too. A few miles 
farther down Farmers road than Volcan Mountain Preserve. Has a parking lot. 

 Inaja Memorial Park - Overlooking Santa Ysabel on Hwy 78, this is a beautiful picnic site 
has short hiking trails and amazing views of the sunset. 

 Anza Borrego Desert - Camping, hiking, rock climbing, and wildflowers are some of the 
many awesome things to see and do here. Ask staff for their favorite destinations - we 
love the desert! Left out the driveway and East down the mountains on Hwy 78 - about 
15 miles minimum. 

 The Cuyamacas Check out this mountain range for access to beautiful running and 
hiking trails. Stonewall Peak is an excellent half-day hike. Ask staff for more information 
on locations in these mountains. (South on Hwy 79) 

 Mt. Woodson, just past Ramona, has great rock climbing at Mt. Woodson (you’ll see 
cars parked on the side of the road). 

 
Shopping: 

 Julian - You can meet most of your basic here in Julian, although the prices may 
occasionally be higher and the selection limited.  

 Ramona - Ramona is a 30-40 minute drive on Hwy 78 towards San Diego. Almost 
everything is on Main Street. Banks, larger grocery stories, several gas stations, thrift 
stores and a large number of good Mexican restaurants. 

 Poway - Poway is another 15-20 minutes down the Hwy 78 past Ramona. It’s larger and 
more suburban and has shops like In & Out, Target, Sprouts, Trader Joes, LOTS of 
awesome thrift stores and a movie theater and a bowling alley 

 San Diego - About a 70-80 minute drive from Julian. Just about any store you could 
want! Fun things to do include: 

 Visiting the Beaches - Ask the staff which they like best, but it’s hard to go wrong! 

 Balboa Park - An awesome park in the middle of the city, this former World’s Fair site 
houses more than 15 museums and performance spaces among a fun mix of 
architectural styles and native plant gardens. 

 San Diego Zoo and Safari Park (the Safari Park is in Escondido). 
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Julian Area Churches 

Community United Methodist Church of Julian  
(760) 765-0114 
Highway 78 & Pine Hills Road, Julian, CA 92036 
Sunday 8:30 am - Praise / Contemporary 
Sunday 10 am - Traditional 
 
St. Elizabeth of Hungary Catholic Church 
 (760) 765-0613 
2814 B Street, Julian, CA 92036 
Email: steljulian@aol.com  
Mass: Mon, Tues, Wed, Fri - 8 am, Thursday - 7 pm, Saturday - 6 pm, Sunday - 10 am 
 
Santa Ysabel Indian Mission Catholic Church 
 (760) 765-0810 
23013 Highway 79, Santa Ysabel, CA 92070 
Mass: Friday 9 am, Saturday 4 pm, Sunday 8:30 am 
 
Calvary Chapel Julian 
Worshiping Jesus passionately; Teaching His word faithfully; Sharing the Gospel continuously! 
(760) 765-0446 
4367 Highway 78, Julian, CA 92036 

Sunday 10 am - Services held at Julian High School  
 
Church of Jesus Christ of Latter Day Saints 
(760) 765-0770 
2353 Ethelwyn Ln, Julian, CA 92036 
First Meeting start time: 10 am 
Sacrament start time: 10 am 
 
Hillside Community Church 
 (760)765-3691 
Third & C Street, Julian, CA 92036 
Sunday 8:30 am - Modern Worship Service 
Sunday 10:30 am - Traditional Worship Service 
 
Camp Stevens: We do not have any regularly scheduled services during the winter. However, 
you are welcome to use our chapel for quiet prayer meditation or conducting your own service 
or spiritual activity. 
 
Ramona: There are Episcopal, Lutheran, UCC and Four-Square congregations in nearby 
Ramona, as well as several other non-denominational congregations. Congregation Etz Chaim, a 
Reform congregation in Ramona holds monthly Shabbat services as well as celebrating holidays. 
Check out their website for more information: http://www.etzchaimramona.org/  
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Camp Stevens Culture – UPDATED AUG 2016 

A Living and Working Community 

Camp Stevens is a living and working community. Formally and informally, there are plenty of 
opportunities for growth and skill development in every aspect of operating a camping and 
retreat center including program creation and management, administration, physical property 
maintenance, and living intentionally in community. All full-time staff members and their 
families live and work on site, and all members of our community – working and living – are 
important.  
 
To help our community thrive and to help each of us get the most of our experience at Camp 
Stevens, here are a few key principles to remember: 
 

1. Community life can be exciting and rewarding, providing us with friendships, colleagues, 
confidents, and sometimes life partners. Community life can also be challenging! 
Learning to live and work with others who are different from or maybe very much the 
same as us can lead to tension and conflict. And healthy communication and conflict 
management can lead to transformative experiences and relationships. 

2. All tasks – and the person/people who do them – are equal to all other tasks: from the 
homemade meals and the clean dishes they’re served on to the adventurous camper 
experiences, safe trails, eye-catching brochures, and the budget management that 
supports the system. YOU are as integral to the success of Camp Stevens as all other 
staff. 

3. Every community member’s voice is important to the conversation. We strive to create 
a culture of actively asking and listening: everyone should be heard, all ideas are valued, 
and everyone is asked to participate in the conversation in a way that honors both that 
person and the community. 

4. At Camp Stevens, we believe that the process is often as important – and occasionally 
more important – than the product. How we do things (with consensus, using the 
creative process, maintaining high standards for environmental sustainability, etc.), the 
way we treat one another, and opportunities for growth and transformation of guests, 
campers, and staff are all a part of being mission-focused. 

5. To help us get the most out of our experience at Camp Stevens, remember that personal 
boundaries and respect are a big part of community: respect for self and boundaries, 
respect for others’ possessions, respect for privacy, and respect for our differences.  

 
In addition to the above key principles, the following theories, norms, and practices to help 
maintain a healthy living and working community and build successful programs at Camp 
Stevens. 
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Human Needs 

Each individual has certain needs which must be met in order to grow in mental and physical 
health. We differ from each other in some of these needs, and are similar in others. This theory, 
developed by Abraham Maslow, helps in the understanding of our own and one another’s 
needs. Basic needs must be met before higher level needs can be addressed. 

 
 

Communication 

Communication occurs both verbally and non-verbally. What we say, how we say it, and our 
body language in conversations and meetings are just some of the ways we communicate with 
one another intentionally or otherwise. The following are three helpful guidelines for healthy 
communication: clear communication, active listening, and the Four Agreements. 
 
Be clear in your communication. Use “I statements” whenever possible – own your own part in 
the conversation. Be honest in your thinking and actions – take responsibility, be accountable, 
and hold integrity. If you are struggling with someone or something, communicate it within 24 
hours whenever possible. If you are unable to participate in a conversation due to emotions, 
time, physical needs, or other hindrances, ask to postpone it for a later day and time that works 
for everyone involved. 
 
Active listening. When listening to a camper, guests, friend, or colleague, it can be helpful to 
remember these simple guidelines: 

 Listen with empathy. Try to understand what the person is expressing and show it with 
your response. 

Self-Actualization
using one's full abilities, 

creativity

Self-Esteem
achievement, adequacy, 

mastery, competence, self-
confidence
Belonging

affectionate relationships, being part of 
a family or peer group

Safety
security, stability, protection, order, freedom 

from fear

Physical
air, food, water, sleep, exercize, etc.
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 Know when to stop. The person may prefer to stop talking after a while and work things 
out alone. Don’t push it. 

 Know the difference between seeking information and sharing a problem. Don’t use 
listening at the wrong time. 

 Avoid being a parrot. Try to support the feeling behind the statement without repeating 
the person’s words. 

 Follow through. If you begin active listening, be careful not to switch to questioning or 
giving opinion unless the person is ready. 

 Avoid manipulation. Never give unsolicited advice or make judgements in response to 
what the person is sharing. 

 It’s ok to have some moments of silence. Silence can allow the person to re-examine 
their thoughts. You don’t need to rush to fill the void. 

 
The Four Agreements. From Don Miguel Ruiz’s The Four Agreements: A Toltec Wisdom Book. 

 Be impeccable with your word. Speak with integrity. Say only what you mean. Avoid 
using the word to speak against yourself or to gossip about others. Use the power of 
your word in the direction of truth and love. 

 Don’t take anything personally. Nothing others do is because of you. What others say 
and do is a projection of their own reality, their own dream. When you are immune to 
the opinions and actions of others, you won’t be the victim of needless suffering. 

 Don’t make assumptions. Find the courage to ask questions and to express what you 
really want. Communicate with others as clearly as you can to avoid misunderstandings, 
sadness, and drama. With just this one agreement, you can completely transform your 
life. 

 Always do your best. Your best is going to change from moment to moment; it will be 
different when you are healthy as opposed to sick. Under any circumstance, simply do 
your best, and you will avoid self-judgement, self-abuse, and regret. 

 

Feedback 

The Jo-Hari Window is a useful tool for personal growth. 
 

 Known to me Not known to me 

Known to others Free Self Blind Self 

Not known to others Secret Self Unknown Self 

 
Free Self – This part of myself is known to me and known to others. Because of this, I 
work most comfortably and effectively with others when we are using information from 
my Free Self area. The larger this area is, the more I am able to work openly with a wide 
variety of others. It is an area I want to increase through personal growth. 
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Secret Self– This part of me is known to me but not known to others. When I am with 
people I trust, I may what to share some things from this area and enlarge my area of 
Free Self. 
 
Blind Self – This area is not known to me but is known to others. Others can help me by 
telling me some things from this area, enabling me to further enlarge my area of Free 
Self. 
 
Unknown Self – This area is unknown to me and unknown to others. I know it is there 
because in new situations I am sometimes able to do things I have never done before. 
By trying new things I may uncover new talents and abilities.  

 
Feedback is information you give others about themselves and can be constructive or 
complementary. Feedback is used to help people reduce their Blind Area and increase their 
Free Self. Given one-on-one as needed or inspired, or in a group setting, feedback can increase 
personal growth and strengthen relationships. Some guidelines are as follows: 

 Use feedback to help others (never to hurt). Be specific and clear. 

 Ask for permission before giving feedback. If the person is unable, for whatever reason, 
to hear feedback at that moment, try to schedule a time in the near future. 

 Give feedback as close to an event, if there has been one, as possible. 

 Remember that feedback is one person’s perception. The hearer will need to discern 
what they’ve heard and apply it toward their blind self and personal growth. 

 
And from Dr. Brene’s Brown’s Daring Greatly: the Engaged Feedback checklist. 
I know I’m ready to give feedback when: 

1. I’m ready to sit next to you rather than across from you. 
2. I’m willing to put the problem in front of us rather than between us (or sliding it toward 

you). 
3. I’m ready to listen, ask questions, and accept that I may not fully understand the issue. 
4. I want to acknowledge what you do well instead of picking apart your mistakes. 
5. I recognize your strengths and how you can use them to address your challenges. 
6. I can hold you accountable without shaming or blaming you. 
7. I’m willing to own my part. 
8. I can genuinely thank you for your efforts rather than criticize you for your failings. 
9. I can talk about how resolving these challenges will lead to your growth and 

opportunity. 
10. I can model the vulnerability and openness that I expect to see from you. 

 

IAG – Learning from Experience 

There are many models and theories to teach and understand learning from experience; this is 
one we use at Camp Stevens. Reflection on experience is key to personal, organizational, and 
programmatic growth. 
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There are three basic steps to Learning from Experience: Identify, Analyze, and Generalize. 
1. IDENTIFY. What is going on, what happened, how did you feel? Focus on the senses – 

what can you see, hear, or feel? 
2. ANALYZE. What caused what happened, what made it happen, or what resulted from it 

happening? 
3. GENERALIZE. What can I learn from this experience that can be applied to this or other 

situations? 
 
Once you have generalized the experience (often called I-A-G-ing an experience), you can apply 
that generalization or learning forward to other situations. If you were dissatisfied with the 
experience, you might try something different next time, called a PROJECTED CHANGE. The 
action you plan to take is called a PROVISIONAL TRY. After each provisional try, you can I-A-G 
the experience again and continue improving on the experience – continuing in this way 
(experience, dissatisfaction, projected change, and provisional try) is referred to as the Spiral 
Process of Learning. 
 

 
 
 

Consensus 

Camp Stevens practices consensus in staff meetings, department meetings, summer camp 
triads and adventure groups, and other gatherings of individuals.  
 
Consensus is a group discussion where everyone's opinions are heard and understood, and a 
solution is created that respects those opinions. Consensus is not what everyone agrees to, nor 
is it the preference of the majority. Consensus results in the best solution that the group can 
achieve at the time and is reached when most people agree, no one strongly disagrees, and the 
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group is collectively ready to move forward on the decision. As long as one or more people in 
the group strongly disagree, the discussion must continue. Consensus is not voting. 
 
Consensus might take a little longer than voting or letting one person just decide, the results 
are worth it! Compromise and collaboration are important parts of making decisions as a group. 
Discussions while reaching consensus can take a while, but there are some tools that can help 
move things along.  
 

 “Twinklies,” “spirit fingers,” or “sparkle fingers of approval” are hand gestures that you 
can use to nonverbally say “I agree.” It may sound silly, but meetings move much 
quicker when staff members are able to show their support without each person taking 
the time to say so. 

 Raising “minor objections” acknowledges that you could feel good about an idea in its 
current state, but have some concerns, which provides the opportunity for further 
discussion. 

 If you have a “major objection” - not feeling at all comfortable with the current idea - 
please let the group know. The group cannot reach consensus when someone has a 
major objection, so the discussion and creation of new ideas will continue until the 
group can reach consensus. 

 
Another simple way to call for consensus is to ask group members to demonstrate their opinion 
using their thumbs thusly: in agreement and ready to move on (thumb up), have minor 
objections but ready to move forward with the decision (thumb to the side), or need further 
clarification, have a question, or strongly disagree with a major objection (thumb down). Any 
thumbs down imply lack of consensus and further discussion is required. 
 
While many decisions are decided by one person or a small group of people according to job 
descriptions and community roles, consensus in discussion still may be warranted, feedback is 
welcome and encouraged, and input into decision-making is crucial. 
 

The Creative Process 

The process for creative planning is a useful tool for 
brainstorming individually or in a group. Imagine an hour glass: 
the process begins at the top with brainstorming many ideas, 
narrows in the selection to one idea and then expands on that 
idea at the bottom of the hour glass. 
 

1. Identify the topic, activity area, or goal to plan. 
2. Encourage everyone to share all their ideas without 

judgement (avoid “that’s great” or “we can’t do that”). 
Also encourage people to add on to other ideas. Record 
all ideas where the group can see them. 
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3. When the ideas stop flowing, using consensus or another crowd sourcing method, select 
the idea or ideas that are most interesting to the group at that time. 

4. Narrow the interest to one idea. 
5. Now below the center of the hour glass,) add to this one idea – make it broader, deeper, 

more involved, more wild, richer, exciting, or bigger, and possibly related to other 
previous ideas. Remain positive (and not critical). 

6. When there are no more additions, evaluate and organize the idea into its next life. Ask: 
how much of this do we really want to do? What comes first? How can we move from 
one phase to the next? How can we care for all people involved? How much time is 
needed? What resources do we need? Where will all this happen? Etc. 

7. Next, take a critical look at the plan. Imagine living into the plan, looking for possible 
conflicts or problems. Find solutions to any possible conflicts or problems perceived. 

8. Go over the plan again, decide who is responsible for what, and make it happen! 
Remember to I-A-G the process and the plan along the way and after. 

 

Adventure 

Especially at summer camp and other Camp Stevens run programs, you’ll hear a lot about 
adventure. Based on Csikszentmihalyi’s flow theory, adventure is an event where the skills of 
the group are just equal to the challenges it faces, where there is a sense of discovery and a 
chance to encounter the unexpected, and where all group members are active participants. 

 
Adventures are often moments of self-actualization (see Maslow’s theory). We are able to 
concentrate on what we are doing with deep but effortless involvement. We often “lose 
ourselves” in the adventure. Through the transformational experience, we develop skill, build 
self-confidence, and increase self-esteem. 
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The adventure model can be helpful to keep in mind when planning for an activity as a leader or 
group of leaders, in working with a group to create an experience, in personal reflection when 
you feel anxious or bored, or in assessing a camper, colleague, or group’s behavior or 
dissatisfaction in an experience (I-A-G). 
 

Leadership & Group Development 

Effective leaders come in all shapes and sizes. It is not a person’s personality or appearance that 
makes them a leader, but their ability to understand the task at hand and the 
maintenance/relational needs of the group. While there is no one “right” way to lead, it can be 
helpful to learn about a few different approaches. The following is one of many models of 
leadership: Situational Leadership.  
 
In the Situational Leadership model (Kersey & Blanchard), there are four leadership styles that 
are based on group need/development. As the group’s needs and development change from 
and between FORMING, STORMING, NORMING, and PERFORMING, the way the leader 
interacts with the group should change as well. 
 
In our living and working community at Camp Stevens, groups of all shapes and sizes are 
formed on and off throughout the year. There are consistent groups that rarely change and 
groups that are formed for short projects or programs. 
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Group Development: Forming 
Leadership Style: Telling/Directing 
 

What does a “Forming” group look like? Forming is characterized by group members cautiously 
exploring boundaries of what is acceptable in and by the group. They are moving from 
individuals to member status. This stage is where trust is being built, and it is full of excitement, 
anticipation, and anxiety of what is ahead and “will I fit in?” Attempts are made to define the 
task at hand and discussions are abstract, lofty, and problem-oriented. Little is accomplished in 
regards to project goals, which is normal. This is a group of individuals versus a team. 
 
Groups can enter the forming stage when a new member joins or someone leaves, at the 
beginning of a new project or season, or following an intense storming session. 
 
What do I do as a leader? The leader or facilitator should focus on task behaviors like safety, 
teaching/sharing rules, being the front person on a hike, learning names, generating ideas 
for/with the group, etc. Maintenance or relationship behaviors come second.  
 
Tips: Kindness goes a long way! Low maintenance behavior doesn’t equal mean, it equals being 
more direct, more in charge. 
 

Group Development: Storming 
Leadership Style: Selling/Coaching 
 

What does a “Storming” group look like? Storming often feels like the most difficult stage, and 
it is characterized by discomfort, arguing, defensiveness, and questioning the wisdom of others 
because the task is different or more difficult than imagined. Impatience with the lack of 
progress leads to tension and indecision about what needs to be done. A pecking order may be 
established and disunity is common. It feels like members are choosing sides for what needs to 
be accomplished. 
 
What do I do as a leader? The leader gives equal weight to task behaviors and 
maintenance/relationship behaviors. The leader still directs the group but gets buy-in and 
might go out of the way to address individual needs.  
 
Tips: Groups may experience storming on and off throughout a program week or staff season 
OR may never experience storming. A group that never storms is unlikely to truly norm or 
perform. The best storming happens authentically when group members are vulnerable by 
choice because they feel safe to do so. 
 

Group Development: Norming 
Leadership Style: Supporting 
 

1 

2 

3 
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What does a “Norming” group look like? In this stage, members reconcile their differences and 
competing loyalties. Criticism is expressed more constructively. The group has become a team 
by agreeing and accepting each other by developing their ground rules or norms. Competitive 
relationships become cooperative. Friendliness and sharing personal issues are more prevalent. 
There is a sense of team cohesion, common spirit, and movement toward shared goals. The 
tension from the storming stage has turned into trust and collaboration. 
 
What do I do as a leader? The leader focuses on relationship behavior, working to encourage 
group members to generate most/all ideas, try on leadership for themselves, and take care of 
one another while the leader supports the efforts of the group. 
 
Tips: Feedback, feedback, feedback! Teach, encourage, and build toward consensus. Adventure 
is easier to attain when the group has normed. Take care in your planning to allow a careful 
balance of challenge and skill. 
 

Group Development: Performing 
Leadership Style: Participating 
 

What does a “Performing” group look like? By this stage the team has settled its relationships. 
They begin to perform well together, solving problems, and implementing actions by using each 
other’s strengths. People know their roles and responsibilities and begin to synergize. They get 
more things done by working in a coordinated fashion. There is a strong sense of loyalty and 
satisfaction in the team. They know each other well and can comment on their team 
development, and as a result, they can constructively bring about team change. 
 
What do I do as a leader? In this style and for this level of group development, the leader 
essentially functions the same as a group member with low leadership task or maintenance 
behavior (or the same task and maintenance behavior as group members). 
 
Tips: Do not expect to remain in the performing stage. Group development is a fluid process 
with groups moving in and out of stages as they grow and change. It is normal to find your 
group in the storming stage on Friday even if you’ve had an adventure or performance on 
Wednesday. 
 

Community Events 

Living in community is an important part of the Camp Stevens experience, and there are many 
opportunities for the staff to gather together for events. Birthday parties, house warming 
celebrations, holidays, goodbyes, and other events/discussions are all chances to spend time 
together.  
 
There is no “Party Planning Committee” at Camp Stevens. Staff members are encouraged to 
initiate and organize community events whenever they find occasion to bring people 
together. Your housemate’s birthday is coming up, there’s a new movie you want to see, or a 
co-worker is starting a new stage of their life? Host a community event!  

4 
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Attending community events is not mandatory, but stopping by for even a short while is always 
appreciated. Please clean up after any events held in communal spaces like the Community 
Center or Staff Village Courtyard the same day or the next morning. Picking up after parties is a 
community responsibility, not a work-related duty! 
 

Visitors 

Personal visitors are welcome at Camp Stevens; however, any visitors that will be staying for 
longer than two weeks should be cleared by the administrative staff. Visitors must be 
announced at the Friday Meeting prior to the visitors’ arrival. 
 
Visitors may stay in the Camp Stevens Lodges for free as long as there are no paying guests in 
the lodges. Visitors must be noted on the Camp Stevens Google calendar to notify the cleaning 
schedule. If there isn’t any lodge space available, the visitors must stay in the staff’s personal 
residence and this must be communicated in advance with any housemates.   
 
A few additional details: 

 It is the responsibility of the staff who is hosting a visitor to clean any camp space the 
visitor has stayed in after their departure. 

 Visitors are welcome to come to Camp meals. 

 Visitors must be accompanied in the Camp Kitchen by a staff person.  

 If staff have a visitor when there are camp run youth programs the visitors must be 
accompanied by the hosting staff member during any camp events, or interaction with 
the youth participants (meals, community gatherings, etc.). 

 

Pets 

All pets must be cleared with the administrative staff and all housemates, and upon their 
clearance, the staff member they belong to are both financially and personally responsible for 
them in regards to house wear and tear, community issues, and any additional cleaning if 
needed. The pet must leave Camp Stevens with the Staff member that is responsible for them. 
 
Seasonal Staff are strongly discouraged from having labor-intensive pets such as cats or dogs. 
 

Program and Support 

Camp Stevens' daily work is divided roughly into two categories: Program and Support. 
 
Program work is that which relates directly to campers and guests such as hosting, outdoor 
education programs, summer camp counseling, tours, and ropes course programs. 
 
Support work is everything else and includes work done in the gardens and kitchen, 
maintenance projects, cleaning, administration and marketing, and all the miscellaneous tasks 
necessary for program to exist. 
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All Winter Staff and many Professional Staff help out with support work. Many Camp and 
Retreat centers have a specialized maintenance and cleaning staff. While we have some 
specialized folks for these tasks, we also use a system where much of the daily operation of the 
Camp is shared. Whether you consider yourself a skilled worker or not, there are many ways in 
which you can contribute to the support system. If you are hesitant about your abilities, Camp 
Stevens is a great place to learn. 
 
The Support Board is set up in three columns: “Do, Doing, Done.” In order, each one will have a 
brief description of a task to “Do,” a place to sign up for the person “Doing” it, and room to 
check off that you are “Done” when the task is complete. Only the Support Coordinator should 
write up new projects or erase completed ones. 
 

DO DOING DONE 

Clear poison oak on 
Stone Benches trail 

 JB  X 

 
Support meetings are a good time to learn more about the tasks that need to be done. Most 
days there will be a support meeting behind the kitchen for Winter Staff after breakfast dishes, 
around 9 am. The Support Coordinator will explain what’s on the board, but if you have 
questions about what to do, how to do it, where to find the right tool, please ask! On any work 
days when you are not involved with program, check in with the Support Coordinator for 
information about what needs to be done, or see what’s on the support board. 
 
Support Guidelines 

 If you're at all unsure about what to do, when to do it, how to do it, or whether you've 
done it right, ask!  

 Gather all the tools you need for your job - and put them away afterwards. Leave 
yourself 15 minutes at the end of the day for cleanup. 

 Let the support coordinator know if you need help, special tools, or can't complete a 
task. 

 If you see something around Camp that needs to be done, let the Support Coordinator 
know.  

 
See a task that requires no tools and less than 5 minutes to do? In the time it would take to tell 
someone about it, you can be proactive and just do it! Doesn’t that feel good? 
 

The Friday and Sunday List 

Before and after retreat weekends, there is a more extensive list of things to do to ready the 
camp before guest arrival and wrap-up the weekend when guests head back down the 
mountain. Each Winter Staff will be trained using a buddy system on how the Friday/Sunday list 
works. When retreats begin or end on days other than Friday or Sunday, the List day moves to 
the appropriate open/close day. 
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Meetings and Meeting Norms 

As a general rule, there are two meetings each week for the entire staff. (Summer meeting 
schedule is different and can be found in the Counselor Training Manual) 
 
Friday Meetings are the all staff meeting and are held on Friday morning at 9am whenever the 
schedule permits. All staff are strongly encouraged to avoid taking Fridays off or scheduling 
other meetings that conflict with Friday Meetings. The exceptions to this time are: 

 If a weekend retreat group is arriving Thursday evening, the Friday Meeting will be held 
Thursday morning at 9am or at another predetermined time. It is still called the Friday 
Meeting. 

 If an Outdoor Education Program is being held during the week, the Friday Meeting will 
occur after the group has left and the program staff have had their wrap-up meeting, 
usually around 1 or 2pm on Friday afternoon. 

 
The Friday Meeting agenda includes upcoming groups and details about the weekend, updates 
from the garden and kitchen, calendaring (events, time-off, visitors, and trainings), community 
issues and events, and any special presentations. 
 
Sunday Meetings are scheduled after the weekend group(s) leave and the Sunday list is 
completed. Sunday Meetings focus on the specifics of the weekend (what went well, what 
could be changed, guest interaction or feedback for future retreats). 
 
Meeting Norms or expected behavior during meetings includes the following: 

 Stay on task and focused, minimize distractions, be sensitive and aware 

 Create a supportive environment by respecting others, listening attentively, and using 
professional and attentive body language (see Communication section above) 

 Share what you need to (and only what you need to), keep it relevant 

 Be open to and respectful of vulnerability 

 Focus on solving the problems and not the problems themselves 

 Respect confidentiality 

 Follow through on tasks and check in later  

 Update missing staff on important announcements 

 Work toward consensus, make sure everyone’s voice is heard (see Consensus section 
above) 

 
The 70% Rule 
If a particular topic, idea, or discussion does not relate to more than 70% of the persons in 
attendance, the topic is "tabled" for a more focused discussion with the people 
involved.  Anyone can mention 70% rule at any point in the discussion if they believe the rule 
applies 
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Staff Fund 

The Camp Stevens Staff Fund is a community financial resource. Money earned from CRV 
recycling runs, occasional tips, and donations go into the Staff Fund and can be used for the 
benefit of the community. Examples of expenditures are birthday parties, volleyball kneepads 
for the camp’s Julian recreational league, park passes (National Parks, Forest Service, State 
Parks), magazine subscriptions, and donations to the Campership Fund and local charities. 
To make a Staff Fund proposal, it is customary to send an e-mail with information or to share 
information about the proposal prior to the Friday Meeting it will be decided upon. Decisions 
about the Staff Fund are made using consensus. 
 

Hosting 

Each time a retreat group visits Camp Stevens, one staff member serves as their host. The Host 
is the point person for guests during their stay. It is an exciting opportunity to interact with 
retreat center groups in a direct and meaningful way. (Outdoor education and ropes course 
programs have a Program Director and that person acts as host to those groups.) 
 
The Retreat Center Manager will communicate with the group leader prior to their arrival and 
gather information which they will give to the Host in the form of a Hosting Sheet (information 
includes leader’s name, number of people, arrival and departure time, program needs, dietary 
restrictions, etc.). The Host’s responsibility starts the day before arrival with a phone call to the 
group leader saying “hello” and confirming any last minute details. The host is the main contact 
for the group while they are at camp. 
 
On Friday morning, the Host leads the Friday Meeting. During the weekend, the Host is 
responsible for the guest experience with the support of the rest of the staff. This includes 
monitoring the Dining Hall, checking and restocking the lodges, making announcements at 
meals, and much more! The Hosting Binder is an excellent resource for all things Hosting! 
 
The Host should have the host phone at all times so guests can call for requests, questions, 
concerns and emergencies. This availability includes time that you are technically off work (the 
Host is on-call 24/7 while the group is at camp). 
 

Special Camp Stevens Programs 

Family Camps and Special Events are “all hands on deck” opportunities for the entire staff to 
support one another and offer unique hospitality to our guests. Most of the time during these 
events, all staff are involved with program and dishes, unlike other times of the year. 
 
Family Camps 
Family camps are weekend-long Camp Stevens programs designed for youth and adults 
(families!). This includes events such as Memorial Day Family Camp, Harvest Weekend, and 
Thanksgiving Family Camp. These programs are unique in that they are Camp Stevens 
sponsored programs that allow for all ages to participate and enjoy camp together. 
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These are big events that many families come to year after year. There is an aspect of tradition 
and familiarity but also of newness and creativity each time – which allows the staff to dream 
big! The Retreat Center Manager usually serves as the Host for the weekend, but the staff is 
involved in planning and facilitating these events. Planning beforehand will include meetings to 
review last year’s event, brainstorm new ideas and see who is excited about leading certain 
aspects of the weekend.  
 
There are typically no other groups at camp the weekend of a family camp – only the 
participants of the particular program. The weekend generally includes: hikes, crafts, archery, 
cooking classes, dancing, singing, campfires, exploring Julian, and other structured and 
unstructured activities. Staff will have an atypical schedule during the weekend as they will be 
responsible for directing these activities as well as for normal tasks (such as doing dishes). 
Additionally, staff is welcome to participate in various goings-on throughout the weekend. 
 
Special Events 
Special events include weddings, donor weekends, and the annual Volcan Mountain Dinner 
Dance. 
 
Donor weekends and open houses occur periodically throughout the year. The schedule varies, 
and staff are always encouraged to attend, interact with donors, and enjoy the social time. 
 
The Volcan Mountain Dinner Dance is an annual fundraiser in the spring for the Volcan 
Mountain Preservation Foundation. There is a silent and live auction followed by a nice dinner 
and dancing. This dinner dance has been held here for many years, and they are grateful to 
have the event at Camp Stevens. Our role in staffing is to help set up, provide service during 
dinner, and clean up afterwards. 
 
These are exclusive-use events that the staff is responsible for working. The Retreat Center 
Manager will direct the event and serve as the Host for the weekend. Schedules will look a little 
different on these days as staff will be responsible at various times for set up, tear down, 
dishes, appetizer running, shuttling guests, etc. These tasks are generally assigned, rather than 
individuals signing up as needed. 
 
Special Events are great times for staff to become familiar with our “fancy ware” - wine glasses, 
special plates, special silverware… all of which can be found in the Emporium closet. Fancy 
camp (an affectionate nickname for the look and feel of Camp Stevens during special events) is 
also an opportunity to put on your nice clothes.  
 
No special event looks the same… but be prepared for a larger than usual number of guests and 
slightly longer (yet very exciting) days! 
 
Summer Camp 
Discovery! Adventure! Teamwork! Bobcats and Rabbits! Camp Stevens becomes a very 
different place in the summer. This is due to our legendary summer camp program.  
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The main mission of the program is to provide children with a safe and fun place where they 
can interact with new people in positive ways, discover more about themselves, and experience 
God’s Creation. 
 
Here are some specifics about how it all works: 

 Summer kicks off in June with Lifeguard Training, Staff Training, and the ten-day 
Counselor Training 

 Program for children runs from early July through Mid-August 

 Summer camp consists of five 6-night “Adventure Sessions” and one “International 
Odyssey” session where some of the campers are from Japan (the Camp Stevens – Japan 
relationships started in 1978!) 

 Each session hosts 80-100 campers age eight – sixteen who stay in our open-air cabins, 
supervised by a trained counselor 

 Camp program is mostly de-centralized, consisting of small “Adventure Groups” of nine 
– fourteen campers which are co-ed, combining a girl’s cabin with a boy’s cabin of 
similar age. The groups are led by a boy’s counselor, a girl’s counselor and a staff person 
(the triad). 

 One or more Episcopal Chaplains are present for each session, contributing to the 
program and offering spiritual leadership (chaplains from other denominations or faith 
traditions are sometimes present as well) 

 Each group goes on at least one, sometimes two overnight/cookouts during the week 
where campers sleep under the stars and cook their dinner and breakfast over a 
campfire 

 For in-camp Adventure groups, each day ends with an all-camp “Community Gathering” 
in the Amphitheatre (groups on overnights often do not attend) 

 The session ends with Eucharist service, a Celebration including dancing 

 Concurrent with our on-site summer camping program, wilderness trips for older 
campers, adults, and families run throughout the summer months 

 
Seasonal Staff positions specific to the summer operation include: 

 Ten – 12 Resident Summer Staff Members (might be considered “Senior Counselors”) 

 Summer Support Coordinator 

 Summer Camp Director 

 Garden Program Manager 
 

Required Policies 

Right to Revise 

This staff handbook contains the employment policies and practices of Camp Stevens in effect 
at the time of publication. All previously issued handbooks and any inconsistent policy 
statements or memoranda are superseded. 
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Camp Stevens reserves the right to revise, modify, delete, or add to any and all policies, 
procedures, work rules, or benefits stated in this handbook or in any other document, except 
for the policy of At-Will employment. 
 
Any written changes to this handbook will be distributed to all staff members so that staff will 
be aware of the new policies or procedures. No oral statements or representations can in any 
way alter the provisions of this handbook. 
 
This handbook sets forth the entire agreement between all staff members and Camp Stevens as 
to the duration of employment and the circumstances under which employment may be 
terminated. Nothing in this staff handbook or in any other personnel document, including 
benefit plan descriptions, creates, or is intended to create, a promise or representation of 
continued employment for any staff member. Nothing in this At-Will statement (see definition 
below) is intended to interfere with a staff member’s right to work with others towards altering 
the terms and conditions of his or her employment. 
 

Equal Employment 

Camp Stevens is an equal opportunity employer and makes employment decisions on the basis 
of merit. Camp Stevens desires the best available persons in every job. It is the policy of Camp 
Stevens to prohibit unlawful discrimination based on race, color, creed, gender/transgender 
(including gender identity and gender expression), religion (all aspects of religious beliefs, 
observance or practice, including religious dress or grooming practices), marital status, 
registered domestic partner status, age, national origin or ancestry, physical or mental 
disability, medical condition (including cancer or record or history of cancer, and genetic 
characteristics), sex (including pregnancy, childbirth, breastfeeding or related medical 
condition), genetic information, sexual orientation, veteran status, or any other consideration 
made unlawful by federal, state, or local laws.  
 
It also prohibits unlawful discrimination based on the perception that anyone has any of those 
characteristics, or is associated with a person who has, or is perceived as having, any of those 
characteristics. Discrimination can also include failing to reasonably accommodate religious 
practices or qualified individuals with disabilities where the accommodation does not pose an 
undue hardship. All such discrimination is unlawful. 
 
If you believe you have been subjected to any form of unlawful discrimination, submit a written 
compliant to the Executive Director. For further information, see the Diocese of Los Angeles 
Employee Handbook 2013. 
 

At-Will Employment 

All staff hired to work at Camp Stevens are employed on an at-will basis. Employment at-will 
means that the employment relationship may be terminated, with or without cause and with or 
without advance notice at any time by the staff member or Camp Stevens. Nothing in this 
handbook shall limit the right to terminate at-will employment. No supervisor or staff member 



31  Last Updated for Aug 2016 
 

of Camp Stevens has any authority to enter into an agreement for Professional Staff 
employment for any specified period of time or to make an agreement for employment on 
other than at-will terms. Only Seasonal Staff (summer) may enter into a written employment 
agreement for a specified period of time, but the employment remains at-will. 

Nothing in this at-will statement is intended to interfere with a staff person’s rights to work 
with others towards altering the terms and conditions of his or her employment 

Sexual Misconduct and Unlawful Harassment (Zero Tolerance) 

All staff members of Camp Stevens will be required to take a Child Abuse Prevention/Sexual 
Misconduct and Unlawful Harassment Prevention Classes at least every five years. 
 
Camp Stevens upholds the Diocese of Los Angeles’ policy on sexual misconduct and harassment 
which is as follows: 
 
Camp Stevens is committed to providing a work environment free of sexual misconduct and 
unlawful harassment, disrespectful or other unprofessional conduct. Camp Stevens policy 
prohibits sexual misconduct, conduct that is disrespectful, unprofessional, as well as 
harassment based on sex (including pregnancy, child birth, breastfeeding or related medical 
conditions), race, religion (including religious dress and grooming practices), color, 
gender/transgender (including gender identity and gender expression), national origin or 
ancestry, physical or mental disability, medical condition, genetic information, marital status, 
registered domestic partner status, age, sexual orientation or any other basis protected by 
federal, state or local law or ordinance or regulation. All such conduct violates Camp Stevens' 
policy.  
 
The Diocese of Los Angeles anti-harassment policy applies to all persons involved in the 
operation of churches, schools, camps, and institutions and prohibits harassment, disrespectful 
or unprofessional conduct by any staff member of Camp Stevens, including supervisors and 
managers, as well as co-workers, and volunteers, and any other persons such as vendors and 
customers, independent contractors, whether lay persons or clergy. It also prohibits 
harassment, disrespectful or unprofessional conduct based on the perception that anyone has 
any of those characteristics, or is associated with a person who has or is perceived as having 
any of those characteristics. 
 

Sexual Misconduct means 

 Sexual abuse or sexual molestation of any person, including but not limited to any 
sexual involvement or sexual contact with a person who is a minor or is legally 
incompetent; or 

 Sexual harassment in a situation where there is an employment, mentor or colleague 
relationship between the person involved, including but not limited to sexually-oriented 
humor or language, questions or comments about sexual behavior or preference 
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unrelated to work qualifications; undesired physical contact; inappropriate comments 
about clothing or physical appearance; or repeated requests for social engagements; or 

 Sexual exploitation, including but not limited to the development or attempt to develop 
a sexual relationship between a clergy-person, staff member or volunteer and a person 
with whom he or she has a pastoral relationship, whether or not there is apparent 
consent from the individual. 

 
Prohibited harassment, disrespectful or unprofessional conduct includes, but is not limited to, 
the following behavior: 

 Verbal conduct such as epithets, derogatory jokes or comments, slurs or unwanted 
sexual advances, invitations or comments; 

 Visual display such as derogatory and/or sexually oriented posters, photography, 
cartoons, drawings or gestures; 

 Physical conduct, including assault, unwanted touching, intentionally blocking normal 
movement or interfering with work because of sex, race or any other protected basis; 

 Threats and demands to submit to sexual requests as a condition of continued 
employment or volunteer service, or to avoid some other loss, and offers of 
employment benefits in return for sexual favors; 

 Retaliation for reporting or threatening to report harassment; and 

 Communication via electronic media of any type that includes any conduct that is 
prohibited by State and/or Federal law, or by Camp Stevens’ policy. 

 
Sexual activity with children (persons under the age of 18) is prohibited regardless of the age of 
majority or age of consent locally. Mistaken belief regarding the age of a child is not a defense. 
 
Exchange of money, employment, goods, or services for sex, including sexual favors or other 
forms of humiliating, degrading or exploitative behavior is prohibited. This includes exchange of 
assistance that is due to beneficiaries. 
 
Sexual relationships between staff members and those they have direct contact to render a 
professional service or ministry are strongly discouraged since they are based on inherently 
unequal power dynamics and considered an abuse of power. Such relationships undermine the 
credibility and integrity of humanitarian aid work. Where a staff member develops concerns or 
suspicions regarding sexual abuse or exploitation by a fellow worker, he or she must report 
such concerns via established reporting mechanisms. 
 
All staff members are obliged to create and maintain an environment which prevents sexual 
exploitation and abuse and promotes the implementation of their code of conduct. Managers 
at all levels have particular responsibilities to support and develop systems which maintain this 
environment. 
 
If a staff member or volunteer believes that he or she has been the victim of sexual misconduct, 
has been the subject of harassment, or other prohibited conduct he or she should provide a 
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written complaint to the Executive Director or acting Director as soon as possible after the 
incident. If the accused person is the Executive Director, complaints should be directed to the 
Chair of the Camp Stevens Board and the Bishop of the Diocese of Los Angeles. The complaint 
should include details of the incident or incidents, names of the individuals involved and names 
of any witnesses. Those to whom the incident has been reported will immediately undertake an 
effective, thorough and objective investigation of the allegations. 
 
If it is determined that sexual misconduct or harassment or other prohibited conduct has 
occurred, effective remedial actions will be taken in accordance with the circumstances 
involved. Any person determined to be responsible for sexual misconduct or unlawful 
harassment or other prohibited conduct will be subject to appropriate disciplinary actions, up 
to and including termination of employment or service, and in the case of member of the clergy 
up to and including suspension, inhibition or deposition. A representative of Camp Stevens will 
inform the person lodging the complaint when the investigation has been completed, and will 
also inform this person of action taken, if any, so long as the disclosure of such information 
does not violate rights of privacy. Camp Stevens will not tolerate or permit retaliation by 
management, staff members or co-workers against the person lodging the complaint. 
 
Camp Stevens encourages all staff members or volunteers to report any incidents of sexual 
misconduct or harassment or other prohibited conduct forbidden by this policy immediately so 
that complaints can be quickly and fairly resolved. If satisfactory resolution is not accomplished 
at Camp Stevens, the issue may be appealed to the Intake Officer of the Diocese by contacting 
the Bishop’s Executive for Operations at the Diocesan Offices. If an issue of harassment or 
retaliation for resisting or complaining about harassment has not been satisfactorily resolved by 
the local entity or the Diocese, the Federal Equal Employment Opportunity Commission and the 
California Department of Fair Employment and Housing will investigate and prosecute 
complaints of prohibited harassment in employment. If you think you have been harassed or 
that you have been retaliated against for resisting or complaining, you may file a complaint with 
the appropriate agency. The nearest office is listed in the telephone book. 
 

Policy Procedure Regarding Complaints of Sexual Misconduct 

Sexual misconduct at Camp Stevens and in the Church is a violation of trust, an inappropriate 
use of power, and may involve a breach of professional ethics or law. Sexual misconduct 
constitutes one form of misuse of the pastoral office and is a violation of ordination vows for 
ordained ministers. Every complaint of sexual misconduct must be taken seriously. 
 
When any member of the Church, whether ordained or lay (non-ordained), functions in 
pastoral role (see below), a pastoral relationship exists. In any situation where a person in a 
pastoral role engages in sexualized behavior with a person who is in some form of pastoral 
relationship, the presumptive understanding is that the person in the pastoral role has 
committed a serious moral misuse of office. 
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Pastoral Relationship 

A relationship between a cleric, staff member or volunteer and any person to whom such cleric, 
staff member or volunteer provides counseling, pastoral care, spiritual direction or spiritual 
guidance or from whom such cleric, staff member or volunteer has received confession or 
confidential or privileged information. The consent or behavior of the other individual does not 
provide excuse. 
 
While the pastoral care of persons involved in situations of sexual misconduct is vital, the 
protection of the Christian community from sexual misconduct is the primary concern. Every 
effort must be made to prevent malicious or inadvertent damage to an innocent person. 
Procedural fairness for all parties must be observed. 
 
Complaint of sexual misconduct involving an ordained minister can be reported to the 
Executive Director, who will report it to the Diocese of Los Angeles. 
 

Hiring Policies 

New Hires 

Completion of the introductory period (length determined by position) does not entitle you to 
remain employed by Camp Stevens for any definite period of time. Your status as an at-will staff 
member does not change. The employment relationship may be terminated with our without 
cause, and with or without advance notice, at any time by you or Camp Stevens. 

Background Check and Employment Status 

All new hires are subjected to a background check as a condition of employment. The following 
definitions are used in this handbook and within internal communications. 
 

Employment Relationship 

Employment with Camp Stevens is voluntary and any staff member may resign at any time. 
Similarly, Camp Stevens is free to end an employment relationship at any time, with or without 
cause, and with or without prior notice. While the hope is a long and mutually beneficial 
relationship, it should be recognized that neither the staff member nor Camp Stevens has 
entered into a contract of employment for any specific period of time except in the case of 
Seasonal and Winter Staff. A courtesy notice of employment end by either the staff person or 
the employer is strongly suggested. 
 

Inactive Status 

Staff members who are on any type of leave of absence, work-related or non-work-related, that 
exceeds any protected state or federal leave of absence will be placed on inactive status. 
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Employees who are in inactive status may elect to continue their medical coverage through our 
benefit continuation plan. Please see the Administration Director for details. 
 

Job Duties and Orientation 

During the orientation period, the supervisor and co-workers will explain the job responsibilities 
and the performance standards expected of any staff member based upon a mutually agreed 
upon job description. Also during the orientation time, new staff will complete forms for payroll 
and benefits. 
 
Be aware that these job responsibilities may change at any time during employment. From time 
to time, a staff member may be asked to work on special projects or to assist with other work 
necessary or important to the operation of Camp Stevens. Cooperation and assistance in 
performing such additional work is expected. Camp Stevens reserves the right, at any time, with 
or without notice, to alter or change job responsibilities, reassign or transfer job positions, or 
assign additional job responsibilities. 
 

Staff Benefits 

Benefits Eligibility 

All Camp Stevens staff working 1,000 hours or more a year become benefit eligible from date of 
hire. 
 

Room and Board/Food 

All Camp Stevens Seasonal, Winter, and Professional Staff required to live on-site receive room 
and board and the benefits as described below. All full-time staff are required to live on-site. 
 
Each Seasonal Staff has a room (may be shared) in a shared home that includes a shared 
bathroom, kitchen, and communal space. Each house is equipped with basic kitchen supplies 
and furniture. 
 
Each Winter Staff has their own room in a shared home with one or two other staff that 
includes a shared bathroom, kitchen, and communal space. Each house is equipped with basic 
kitchen supplies and furniture. If additional housewares or furniture are needed, Winter Staff 
should request items through the Administration Director. 
 
Non-director level Professional Staff are guaranteed their own room in a shared home with one 
or two other staff or their own house if available. 
 
Directors have their own house. Housewares and furniture may be provided or requested 
through a supervisor, but it is more common for Professional Staff to acquire their own 
personal items they would take with them upon departure. 
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Additionally: 

 All staff are expected to keep their rooms/homes in good repair and to report any 
damage or problems immediately to their supervisor or the Maintenance Manager. 

 Wireless internet access is provided in Staff Village. Staff in other areas of camp must 
provide their own internet. 

 All shared spaces or those used for staff gatherings should be kept in a hospitable, clean 
state. 

 Laundry facilities (washers and dryers) are available to all staff with external clothes 
lines. 

 Household supplies are made available for all staff housing including: laundry detergent, 
household cleaning supplies, toilet paper, and trash bags. 

 The Camp Office is available for staff use at times that do not interfere with camp 
business. All camp staff may use the computers, printers, fax machine, copier, or other 
office supplies within reason. 

 The entire camp property is available for use including the pool, trails, campsites and 
open space. Be mindful of guest needs before your own! 

 
All Camp Stevens Staff and their immediate families have full access to the professional Camp 
Kitchen and food in the kitchen, walk-in, freezer, and dry storage unless it is designated for an 
upcoming meal (marked with green tape), including leftovers. In addition, all of the produce 
including eggs and meat from the Camp Stevens farm and gardens are available to staff. Any of 
these items may be prepared in the Camp Kitchen or in staff housing. If you are unsure whether 
something is okay to take, just ask! 
 
The Camp Kitchen is, first and foremost, a professional kitchen used to prepare meals for guests 
and campers. It is to be kept clean and safe and guidelines about cleanliness and safety are to 
be followed. Be courteous to one another and the kitchen staff: put away any unused food, 
wash pots and pans, wipe down all counters, sweep floors if necessary, rack or wash your 
dishes, and return any kitchen containers or supplies as soon as possible. (If you need any 
housewares for your home, see “Room” above!) 
 
Meals are provided in the Dining Hall when guests or campers are on-site and for lunch on 
support days. If camp there are not meals provided and limited food is available, staff may 
charge the Camp Stevens account at Jack’s Grocery in Julian or purchase food at a grocery store 
for reimbursement. Specialty items cannot be charged or reimbursed. Examples of specialty 
items include: alcohol, soda, candy or junk food not typically supplied by the kitchen. 
 

Workers’ Compensation 

All Camp Stevens staff (full and part-time, Seasonal, Winter, and Professional) are protected by 
Camp Stevens’ workers’ compensation insurance policy while currently employed at no cost to 
you. The policy covers you in case of a work related injury or illness. 
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The workers’ compensation benefits provided to injured staff members may include medical 
care, cash benefits (tax free to replace lost wages), and assistance to help qualified injured staff 
members return to suitable employment. 
 
Some minor injuries may be treated as first aid requests. Please see the Administration Director 
in some cases or if there is a question. 
 
To ensure receipt of any workers’ compensation benefits to which the staff member may be 
entitled, the process for submitting a claim follows: 
 

 Immediately report any work-related injury to your supervisor. 

 Seek medical treatment and follow-up care, if required. 

 Complete a written Employee’s Claim for Workers Compensation Benefits (DWC Form 1) 
and return it to the Administration Director. Most forms can be found on the bulletin 
board in the upstairs of the office. 

 Provide a certification from the health care provider regarding the need for workers’ 
compensation disability leave, as well as any evidence for the eventuality of returning to 
work after the leave. 

 
Upon submission of a medical certification that a staff person is able to return to work after a 
workers’ compensation leave, the staff person under most circumstances will be reinstated to 
the same position held at the time the leave began, or to an equivalent position, if available. A 
staff member returning from a workers’ compensation leave has no greater right to 
reinstatement than if they had been continuously employed rather than on leave. For example, 
if the staff person on workers’ compensation leave would have been laid off had he or she not 
gone on leave, or if the staff position has been eliminated or filled in order to avoid 
undermining Camp Stevens ability to operate safely and efficiently during the leave, and no 
equivalent or comparable positions are available, the staff person would not be entitled to 
reinstatement. 
 
A staff person’s return depends on the qualifications for any existing openings. If, after 
returning from a workers’ compensation disability leave, a staff person is unable to perform the 
essential functions of the job because of a physical or mental disability, Camp Stevens' 
obligations to the staff person may include reasonable accommodation, as governed by the 
Americans with Disabilities Act. 
 
The law requires Camp Stevens to notify the workers’ compensation insurance company of any 
concerns of false or fraudulent claims. 
 
Camp Stevens provides medical treatment for work-related injuries through a medical provider 
network, which the worker’s compensation insurance provider has chosen, to provide medical 
care to injured staff members because of their experience in treating work-related injuries. 
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Staff members who are ill or injured as a result of a work-related incident, and who are eligible 
for family and medical leave under state and federal law [Family Medical Leave Act (FMLA) and 
the California Family Rights Act (CFRA)], will be placed on FMLA/CFRA during the time of the 
disability. The leave under these laws runs concurrently, and eligible staff members will be on 
FMLA/CFRA for a maximum of 12 weeks in a 12-month calendar year period. 
 
Paid sick leave is a benefit that also covers absences for work-related illness or injury. Staff 
members who have a work-related illness or injury are covered by workers’ compensation 
insurance. However, workers’ compensation benefits usually do not cover absences for medical 
treatment. When a work-related illness or injury occurs, the staff person will be sent for 
medical treatment, if treatment is necessary. The staff person will be paid the regular wages for 
the time spent seeking initial medical treatment. 
 
Any further medical treatment will be under the direction of the health care provider. Any 
absences from work for follow-up treatment, physical therapy or other prescribed 
appointments will not be paid as time worked. If unused sick-leave has been accrued, and the 
time off is not covered by Federal Family and Medical Leave (FMLA), the additional absences 
from work will be paid with the use of sick leave. If the absences are covered by FMLA, the staff 
person may choose to substitute sick leave for any time that would otherwise be unpaid. 

 
If paid sick leave has not been accrued, or if the entire staff member’s sick leave has been used, 
they may choose to substitute vacation or paid time off for further absences from work, related 
to the illness or injury. 
 

Social Security (For Lay Staff Only)  

All staff of Camp Stevens are covered under the provisions of the Federal Social Security Law 
(FICA). Camp Stevens matches the amount of the deduction from staff wages for social security 
taxes. The total contribution by each staff person and Camp Stevens is credited toward social 
security benefits, which may be available at the time the staff person is eligible for retirement. 
 

Retirement Plan 

Camp Stevens provides a retirement plan for staff working 1,000 hours or more a year, and in 
conformity with the resolution passed by the Diocesan Convention, assists in planning the 
retirement. 
 
The Administration Director will provide staff members with information regarding eligibility, 
benefits, additional contributions, and tax status. All eligible staff members will receive a 
summary plan description. 
 
(Clergy earning at least $200 for three consecutive months will be provided pension benefits at 
18% of the cleric’s compensation.) 
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Medical, Dental, Life, Disability, and Unemployment Insurance 

All Camp Stevens staff working 1,000 hours or more a year receive medical, dental, vision, 
mental health and life insurance in addition to worker’s compensation, disability, and life 
insurance. All insurance benefits begin the first of the month closest to the staff member’s start 
date and end upon termination. Upon receiving insurance, all staff will receive more 
information directly from the insurance agency regarding benefits. 
 
Camp Stevens’ Administration Director is responsible for all insurance policies: please direct any 
and all questions to him/her. 
 

Continuation of Benefits 

Although Camp Stevens is not subject to the Employee Retirement Income Security Act (ERISA), 
staff members working 1,000 hours or more a year who are terminating their employment, and 
their dependents, are eligible to continue medical and dental insurance benefits at a cost of 
100% of the Diocese’s premium for up to 36 months of medical and dental coverage. 
 
At the time of a staff person’s termination of employment, the Administration Director will 
provide information regarding benefits continuation. 
 
It will be the terminating staff person’s responsibility to maintain any benefits premiums if 
conversion is elected. 
 
At the conclusion of benefits, the staff person may convert any insurance to an individual plan 
and will receive an offer letter to enroll in benefit continuation directly coming from the 
Episcopal Church Medical Trust. Refer to your benefits manual or the Administration Director 
for details. 
 

Sick Pay 

All Camp Stevens staff (full and part-time, Seasonal, Winter, and Professional) earn sick pay. 
Winter Staff and Professional Staff earn a maximum of 10 working days per year. Seasonal and 
part-time employees’ benefit is pro-rated to the percentage of hours worked. Sick pay days 
may be used for the following reasons:  
 

 Occasional and/or short term absences due to illness, injury or medical/dental 
appointments.  

 Approved absences of an emergency nature that cannot be handled outside scheduled 
work hours. This must have prior supervisory approval. 

 Staff may use up to one-half of their yearly sick leave to attend to a child, parent, 
spouse, domestic partner, or domestic partner’s child who is ill. This is considered kin 
care.  

o For purposes of sick leave use, a child is defined as a biological, foster, or 
adopted child, stepchild, or a legal ward. A child also may be someone for whom 
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you have accepted the duties and responsibilities of raising, even if the child is 
not considered a legal child. 

o A parent is the biological, foster, or adoptive parent, stepparent, or legal 
guardian. 

o A spouse is the legal spouse according to the laws of California, which do not 
recognize “common law” spouses (a union that has not been certified by a civil 
or religious ceremony). All conditions and restrictions placed on the staff and 
employee’s use of sick leave apply also to sick leave used for care of a child, 
parent, or spouse. 

o A domestic partner is another adult with whom the staff or employee has chosen 
to share a life in an intimate and committed relationship of mutual caring, and 
with whom the staff or employee has filed a Declaration of Domestic Partnership 
with the Secretary of State. 

o A domestic partner’s child is the biological, foster, or adopted child, stepchild, or 
legal ward of the domestic partner. A domestic partner’s child may also be 
someone for whom the domestic partner has accepted the duties and 
responsibilities of raising, even if the child is not the domestic partner’s legal 
child. 

 
If a staff person becomes ill, the department supervisor should be notified as soon as possible. 
If the illness causes a missed day of work, or the staff must provide kin care, the department 
supervisor should be notified prior to the start of each business day missed. Upon return to 
work, the Administration Director should be notified of the number of sick days used. 
 
Sick days are a privilege rather than an entitlement. Any unused sick days will not be carried 
forward into the following year, nor will a staff person be compensated financially for unused 
sick days. 
 

Lactation Accommodation 

Camp Stevens accommodates lactating staff by providing a reasonable amount of break time to 
any staff person who desires to feed or express breast milk for an infant child.  
 
Camp Stevens will make reasonable efforts to provide staff who prefer private accommodations 
time to feed or express breast milk in their own onsite housing or the use of a room or other 
private location that is located close to the staff person’s work area. Staff who desire such 
private lactation accommodations should speak with their supervisor or the Executive Director. 
 
Discrimination on the basis of sex includes discrimination based on breastfeeding and related 
medical conditions, and is unlawful. 
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Staff Conduct 

Professional Conduct  

The personal integrity and ethical conduct of each staff person reflects upon Camp Stevens and 
the Episcopal Church. All staff members, regardless of position, need to be conscious of their 
role and any messages conveyed as representatives of Camp Stevens. This conduct defines the 
camp and the church in our local communities and to all who view Camp Stevens and both 
Dioceses.  
 
Because of this, it is critical that every staff person maintains the highest standards of 
professional conduct. Such high standards also establish an environment that promotes good 
working relations, contributes to the success of Camp Stevens, and provides challenging careers 
and growth opportunities. 
 
Daily contribution as professionals will facilitate growth for Camp Stevens and will set high 
standards for everyone. 
 

Business Ethics and Conflict of Interest 

A high standard of honesty and integrity is important in all transactions. Consistent with this, 
Camp Stevens’ Staff must avoid any activity that may reflect negatively on personal or Camp 
integrity, or which could compromise Camp Stevens in any way. It is inappropriate for a staff 
member to use knowledge gained or associations made through camp employment for 
personal gain or advantage. 
 
Personal or romantic involvement in all transactions, including, but not limited to, subordinate 
staff members at Camp Stevens, which impairs a staff person’s ability to exercise good 
judgment on behalf of the Camp, creates a conflict of interest. Supervisor-subordinate romantic 
or personal relationships can also lead to supervisory problems, possible claims of sexual 
harassment, and morale problems. 
 
A staff member involved in any of the types of relationships or situations described in this 
policy should immediately and fully disclose the relevant circumstances to his or her immediate 
supervisor, or the Executive Director, for a determination about whether a potential or actual 
conflict exists. If an actual or potential conflict is determined, Camp Stevens may take whatever 
corrective action appears appropriate according to the circumstances. Failure to disclose facts 
shall constitute grounds for disciplinary action. 
 
The following are a few examples of activities that represent a conflict of interest. 

 Divulging any confidential information received in the performance of duties; 

 Engaging in any business, employment or other activities, which interfere with the staff 
person’s ability to perform at an acceptable level; 
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 Engaging in any Camp Stevens business, employment, supervision, or other activities 
(other than your employment), which would financially benefit an individual staff 
person or the staff person’s immediate family; and 

 Accepting any payments, services, entertainment or other favors for the staff person’s 
personal benefit from any supplier, customer, contractor, or any other organization 
engaging in, or attempting to engage in, business with Camp Stevens. 

 
Consult the Executive Director with any questions about a situation that may compromise camp 
or church ethics, or an activity that may represent a conflict of interest. 
 

The Importance of Good Attendance and Punctuality  

Camp Stevens employs people who are essential to the operation of the Camp. Successful 
operations depend on all staff’s regular work hours, dedication to quality, and service to the 
people of Camp Stevens. Being absent or tardy negatively affects this operation and the work of 
other staff members. 
 
Attendance and punctuality are an important part of job performance. Staff attendance is 
monitored on an ongoing basis and will be included as a part of feedback.  
 

Personal Appearance 

All Camp Stevens’ Staff have contact with campers and guests and therefore represent Camp 
Stevens in appearance as well as service. Common sense with regard to dress and appearance 
and a professional, setting-appropriate image is encouraged at all times. Staff members must 
dress in a manner that is consistent with responsibilities. Any clothing that exposes 
undergarments is discouraged. 
 
Camp Stevens' staff is encouraged to wear Camp Stevens t-shirts or other clothing with a Camp 
Stevens' logo when hosting groups, leading programs or visiting potential guests, students, 
parents or donors on-and off-site. 
 

Good Human Relations 

Staff members are expected to be hospitable, warm and welcoming, polite, courteous, prompt, 
and attentive with their dealings. When a staff person encounters an uncomfortable situation 
they do not feel equipped to deal with, their supervisor or a staff person on call should be 
called immediately. All people are to be treated courteously and given proper attention. Staff 
are not to regard one’s question or concern as an interruption or an annoyance. Staff must 
respond to inquiries, whether in person or by telephone, promptly and professionally. 
 
If a staff person is unable to show hospitality in obtaining help, report to a supervisor for 
assistance, or if the encounter is difficult, ask a supervisor to intervene. 
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All internal or external correspondence and documents must be neatly prepared and error-free. 
Attention to accuracy and detail in all paperwork demonstrates a commitment to the people of 
Camp Stevens. 
 

Drugs and Alcohol 

Camp Stevens complies with the Drug-Free Workplace Act of 1988. At any location where Camp 
business is conducted, staff members are prohibited from unlawfully manufacturing, 
distributing, dispensing, possessing, or using controlled substances in the workplace, or while 
conducting Camp business away from the workplace. This includes such drugs as marijuana, 
cocaine, heroin, morphine, barbiturates, hallucinogens, depressants, and stimulants. All Camp 
Stevens’ Staff are expected to comply with this policy. 
 
If a staff person is discovered using, or is under the influence of drugs or intoxicating substances 
while at work, they will be disciplined. Violations are subject to corrective action, including 
termination, and may have legal consequences. 
 
Any staff person convicted of violating a criminal drug statute in the workplace, or while on 
camp business, must inform their supervisor of such conviction (including pleas of guilty and 
nolo contendere) within five days. Failure to do so subjects the staff person to disciplinary 
action, up to and including termination, for any offense. 
 
Drugs prescribed by a physician or dentist under a current course of treatment are an exception 
to this policy. However, if a staff person’s work performance is affected by these prescribed 
drugs, or if the drugs cause a safety hazard for anyone, inform the Executive or Administration 
Director immediately. 
 
Early recognition and treatment of drug or alcohol abuse is important for successful 
rehabilitation and for reduced work, personal, family and social disruption. To the extent 
practical and appropriate, Camp Stevens will accommodate its staff getting treatment for drug 
or alcohol abuse by providing them with medical leave of absence and, if eligible, health 
coverage. However, the decision to seek diagnosis and treatment is the responsibility of the 
staff person. Staff may avoid discipline only by seeking treatment before their substance abuse 
has resulted in impaired performance or rule violation. 
 

Smoking  

Camp Stevens is committed to a philosophy of good health and a safe work place. In keeping 
with this philosophy, it is important that the work place and office environment reflect Camp 
Stevens’ concern for good health. Smoking is therefore not permitted inside Camp offices or 
any work areas. Staff members who wish to smoke must limit their smoking to break time or 
before/after work. Smoking is only permitted in established smoking areas (on pavement) and 
is never allowed in the woods, in staff housing, or in front of guests.  
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Promotional Opportunities 

Camp Stevens is committed to filling vacant positions with the most qualified individuals. 
Where Camp Stevens determines that two or more candidates for a position are equally 
qualified, preference will be given to existing staff members who have demonstrated an ability 
to perform present duties in a satisfactory manner. 
 
A staff person may discuss any open position with the appropriate Director. 
 

Confidential Information 

Camp Stevens' Staff have access to confidential information. This information is privileged and 
must not be divulged. This information should be conveyed only to those staff who have a 
need-to-know for specific camp purposes. If there is any doubt as to whether information 
should be released, confer with your supervisor. 
 
Staff members who violate these confidentiality rules are subject to corrective action and may 
have their employment terminated. 
 
Contact the Executive Director with any question or concerns regarding this policy. 
 

News Media Contacts  

Staff members may be approached for interviews or comments by the news media. All such 
matters are to be directed to the Executive Director or other designated spokesperson. 
  

Conflicts of Interest 

All staff members must avoid situations involving actual conflict of interest. Personal or 
romantic involvement with coworkers, volunteers, suppliers, or subordinate staff members of 
Camp Stevens, which impairs a staff member’s ability to exercise good judgment on behalf of 
the Camp, creates an actual or potential conflict of interest. Supervisor-subordinate romantic or 
personal relationships also can lead to supervisory problems, possible claims of sexual 
harassment, and morale problems. 
 
A staff person involved in any of the types of relationships or situations described in this policy 
should immediately and fully disclose the relevant circumstances to his or her immediate 
supervisor, or any other appropriate supervisor, for a determination about whether a potential 
or actual conflict exists. If an actual or potential conflict is determined, Camp Stevens may take 
whatever corrective action appears appropriate according to the circumstances. Failure to 
disclose facts shall constitute grounds for disciplinary action. 
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Off-Duty Conduct 

While Camp Stevens does not seek to interfere with the off-duty and personal conduct of its 
staff, certain types of off-duty conduct may interfere with Camp Stevens’ legitimate business 
interests. For this reason, staff members are expected to conduct their personal affairs in a 
manner that does not adversely affect Camp Stevens or their own integrity, reputation, or 
credibility. Off-duty conduct by a staff member that directly conflicts with Camp Stevens’ 
essential business interests and disrupts business operations will not be tolerated. 
 

Other Employment 

While employed by Camp Stevens, staff are expected to devote their energies to their jobs with 
the Camp. Any staff who wish to engage in additional employment that may create a real 
conflict of interest must talk with their supervisor first. If the additional employment is 
authorized, Camp Stevens assumes no responsibility for it. Camp Stevens shall not provide 
workers’ compensation coverage or any other benefit for injuries occurring from or arising out 
of additional employment. Authorization to engage in additional employment can be revoked 
at any time. 
 

Management 

Employment of Relatives  

Relatives of staff may be eligible for employment with Camp Stevens only if individuals involved 
do not work in a direct supervisory relationship, or in job positions in which a conflict of interest 
could arise. Camp Stevens defines relatives as spouses, children, siblings, parents, in-laws, and 
step-relatives. Present staff members who marry will be permitted to continue working in the 
job position held only if they do not work in a direct supervisory relationship with one another 
or in job positions involving conflict of interest. 
 

Personnel Records 

A staff person has the right to inspect certain documents or receive a copy of personnel records 
including files relating to performance or to any grievances reported as provided by law in the 
presence of a Camp Stevens representative at a mutually convenient time. 
 
Camp Stevens will restrict disclosure of personnel files to authorized individuals within the 
Camp. Any request for information contained in personnel files must be directed to a Director. 
Only these people are authorized to release information about current or former staff 
members. Disclosure of personnel information to outside sources will be limited. However, 
Camp Stevens will cooperate with requests from authorized law enforcement or local, state, or 
federal agencies conducting official investigations and as otherwise legally required. 
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Performance Appraisal 

Camp Stevens trusts its staff to follow through on job responsibilities and honor the policies 
outlined in this Staff Handbook. Periodic feedback sessions will occur with the entire working 
community at least twice per winter season (August – June) and throughout the summer 
months. Feedback sessions allow each staff person to offer and hear feedback from every other 
staff person. 
 
Additionally for Winter and Professional Staff, supervisors will meet with those they supervise 
for at least bi-annual check-ins, a time when the following are discussed:  

(1) Relationships necessary for work and professional development, how they are 
going and how they could be improved;  

(2) Job responsibilities, are they being met, what could be improved or changed, 
and what additional resources are needed; and  

(3) Personal goals and implementation including ways the supervisor can assist. 
 

Expense Reimbursement 

Camp Stevens reimburses staff for business expenses. Staff who have incurred business 
expenses must submit required receipts to the Administration Director for petty cash 
reimbursement (less than $50) and to the Bookkeeper for other reimbursement. For 
clarification about what counts as a business expense, ask your supervisor or the Administrative 
Director. 
 

CAMP PROPERTY 

Employer Property 

Camp Stevens' property must be maintained according to Camp’s rules and regulations. Camp 
Stevens reserves the right to inspect all its property to ensure compliance with its rules and 
regulations, without notice to the staff person at any time, and not necessarily in the staff 
person’s presence. Inspection is highly unlikely. 
 
Books, tools, materials, and other supplies can be borrowed by staff as long as it doesn’t 
interfere with camp programming. Camp kayaks are also available but please check with the 
Program Director before using them. 
 

Use of Electronic Media 

Electronic communication and media may not be used in any manner that would be 
discriminatory, harassing, or obscene, or for any other purpose that is illegal, or against Camp 
Stevens' policy. 
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Any staff members who misuse electronic communications and engage in defamation, 
copyright or trademark infringement, misappropriation of trade secrets, discrimination, 
harassment, or related actions will be subject to discipline and/or immediate termination. 
 
Camp Stevens reserves the right to access and review electronic files, messages, mail, and other 
digital archives, and to monitor the use of electronic communications when necessary to 
ensure that no misuse or violation of Camp policy or any law occurs. 
 
Staff members are not permitted to access the electronic communications of other staff or 
third parties unless directed to do so by the Executive Director. 
 
Staff members who use devices on which information may be received and/or stored, including 
but not limited to cell phones, cordless phones, portable computers, fax machines, and voice 
mail communications are required to use these methods in strict compliance with the trade 
secrets and confidential communication policy established by the Camp. Except for such uses, 
these communications tools should not be used for communicating confidential or sensitive 
information or any trade secrets. 
 
Access to the Internet, websites, and other types of Camp Stevens-paid computer access are to 
be used for Camp-related business on work time and personal business during time off. Any 
information about Camp Stevens, its products or services, or other types of information that 
will appear in the electronic media about Camp Stevens should be coordinated with the 
Communications Manager before the information is placed on an electronic information 
resource that is accessible to the general public. 
 
Wireless internet access is available in the Camp Office, the Camp Kitchen and Dining Hall, and 
in Staff Village. In most other cases, internet access to staff housing is at the expense of the 
individual. 
 
Questions about access to electronic communications or issues relating to security should be 
addressed to the Administration Director. 
 

Online Social Networking Policy 

The dynamic nature of our society indicates that we all must monitor changes in order to 
ensure the safety and protection of our campers, outdoor education students, and staff. Below 
are specified guidelines regarding online communication. In all communications between Camp 
Stevens Staff and campers or students, we expect that all current policies & guidelines 
regarding Relationships will be honored and all parties will use common sense in their 
communication. 
 
Social networking venues include, but are not limited to: Facebook, Twitter, MySpace, You 
Tube, blogs, and any sites that are possibly public. These guidelines are part of the conditions 
of employment at Camp Stevens. Please read them carefully. 
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 Staff must be respectful in all communications and blogs related to or referencing the 
camp, its campers, and/or other staff members. 

 Staff must not use obscenities, profanity, or vulgar language. 

 Staff must not use blogs or personal websites, or social media sites to disparage Camp 
Stevens, campers, or other staff of the camp. 

 It is not acceptable to build relationships with campers online. Friend Requests on 
Facebook or other forms of online communication must be ignored or avoided. 

 Staff must not use blogs or personal websites, or social media sites to harass, bully, or 
intimidate other staff or campers. Behaviors that constitute harassment and bullying 
include, but are not limited to: comments that are derogatory with respect to race, 
religion, gender, sexual orientation, color, or disability, sexually suggestive, humiliating 
or demeaning comments, and threats to stalk, haze, or physically injure another staff or 
camper. 

 Staff must not use blogs or personal websites, or social media sites to discuss engaging 
in conduct that is prohibited by camp policies, including, but no limited to the use of 
alcohol and drugs, sexual behavior, sexual harassment, and bullying. 

 Online groups that refer to Camp Stevens must be set to private, no one should be able 
to view them without permission, and no campers shall be allowed. 

 Online groups that refer to Camp Stevens must regulate themselves. 

 No photos of campers may be posted on the internet on personal websites, blogs or 
social media sites. 

 You must set your personal page to private. 

 Campers and parents will be informed of this policy to minimize the need for counselors 
and staff to “turn away” campers online. 

 As a current or former staff of Camp Stevens, remember that what you say/post on the 
internet could be perceived as a representation of Camp Stevens and everyone 
associated with the organization. 

 

Prohibited Use of Cell Phones While Driving  

In the interest of safety, Camp Stevens' Staff are prohibited from using cell phones while driving 
on Camp business and/or Camp time. If a cell phone must be on while driving, a hands-free 
device must be used. 
 

Telephones 

Telephones are primarily for Camp Stevens' business, for limited personal calls, and in case of 
an emergency. Phone calls are to be answered in a friendly, professional manner (“Good 
Morning, Camp Stevens, this is John”) and must convey a professional image. No personal long 
distance or toll calls are to be charged to Camp Stevens. 
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Off-Duty Use of Facilities 

Staff and their guests are welcome to use Camp Stevens’ facilities when not being used by 
guests, but must clean any space used when finished. (See Visitors section in Camp Stevens 
Culture) 
 

WAGES AND SCHEDULES 

Work Schedules 

Every day at Camp Stevens is different! Your work and/or your supervisor will largely dictate 
your daily schedule. A typical support day of work for Winter Staff is about eight hours, but 
since part of that time is eating meals with guests for most staff, the line between work and 
not-work will be blurry. You may be asked to help do dishes or work with a group before or 
after typical work hours, so please take time off accordingly.  
 
Communicating daily scheduling plans with your supervisor at the beginning of each day or 
week is essential to smooth working relationships. Mutual trust regarding working enough and 
taking enough time off each day is important. Your supervisor is unlikely to ask for a record of 
time worked, and all full-time staff are salaried staff, not hourly. It is your responsibility to keep 
track of your time each workday, and to ensure you are working enough. 
 
You may occasionally be asked to work beyond your normally scheduled hours. Non-exempt 
staff: when this occurs, non-exempt will receive pay for all overtime hours worked in 
accordance with applicable state and federal laws. (Exempt staff are not subject to these 
overtime policies.) All overtime worked generally must be approved in advance by your 
supervisor, unless the overtime is caused by an emergency or the immediate need of a guest. 
Camp Stevens does not provide compensatory time off in lieu of overtime pay. Paid but 
unworked hours (i.e., vacation, sick days, or holidays) are not counted in calculating overtime 
pay. 
 

Daily Schedule 

8am Breakfast (on own or with group) and start work 
Noon Lunch (available in Dining Hall on Program and Support Days) 
4pm off work 
6pm Dinner if group on site, some staff may be on dishes 
 

Weekly Schedule for Fall and Winter 

Monday and Tuesday No Groups – Winter Staff Off 
Wednesday and Thursday Support Work or Ropes Course/School Groups 
Friday Friday Meeting in morning or after group departs 
Saturday See Typical Daily Schedule 
Sunday Sunday Meeting after group departs 
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Weekly Schedule for Spring 

Monday – Thursday Outdoor Education Program OR No Groups –  
 Winter Staff off (Alternates Weekly) 
Friday Friday Meeting in morning or after group departs 
Saturday See Typical Daily Schedule 
Sunday Sunday meeting after group departs 
 

Annual Schedule 

January Staff Retreat 
 Weekend Retreat Groups, Some Weekday Program, Support Days 
 
February Weekend Retreat Groups, Some Weekday Program, Support Days 
 Staff hiring for Summer Staff and subsequent fall Resident Staff Interns 
 
March Outdoor Education Programs, Weekend Retreat Groups 
 Volcan Mountain Dinner Dance (See Special Events) 
 
April Outdoor Education Programs, Weekend Retreat Groups 
 Friends Weekend/Open House 
 
May Outdoor Education Programs, Weekend Retreat Groups 
 Summer Camp Preparation 
 Memorial Day Family Weekend 
 
June Lifeguard Training, Summer Staff Training, Counselor Training 
 Summer Camp and Wilderness Trips 
 
July Summer Camp and Wilderness Trips 
 
August Summer Camp and Wilderness Trips 
 New Winter Staff Arrive/Fall Staff Training 
 
September Weekend Retreat Groups, Weekday Programs 
 
October Outdoor Education Training 
 Weekend Retreat Groups, Weekday Programs 
 Friends Weekend/Open House (see Special Events) 
 Hoes Down Harvest Weekend 
 
November Weekend Retreat Groups, Weekday Programs, Support Days 
 Thanksgiving Family Camp (Staff work Wednesday – Sunday) 
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December Weekend Retreat Groups 
 Camp Stevens Staff Christmas Party 
 Winter Break 
 
Additionally, Cursillo (a retreat group that does their own cooking, dishes, and program) comes 
in the fall and spring. During this time staff are allowed and encouraged to take vacation time 
away from Camp. 
 

Timekeeping Requirements 

All non-exempt staff are required to use a time sheet to record time worked for payroll 
purposes. All time worked must be accurately reported on this time record. Staff must record 
only their time at the start and at the end of each work period. (At this time, only part-time 
staff are non-exempt.) 
 

Financial Compensation 

Each staff person will sign a letter of offer with an agreed upon starting salary. Salary increases 
will be considered annually, although cannot be guaranteed. Winter Staff and other staff who 
counsel in cabins with students during the winter/program year will be paid an additional $25 
per night. 
 
Paychecks are issued bi-monthly either with a check in your mailbox or through direct deposit 
(any staff that are paid in-house are not eligible for direct deposit). 
 
If you have questions about your financial compensation or the pay schedule, ask the 
Administration Director or the Executive Director. 
 

Paychecks and Deductions 

Staff is paid on the 15th and the last workday of every month. Each paycheck covers work 
performed through the completion of the workweek. Errors on the paychecks must be reported 
to the Administration Director when discovered. 
 
Automatic payroll deposit for staff paid by directly by the Diocese is offered but is not 
mandatory. Automatic payroll deposits may begin and may be stopped at any time. To begin or 
stop automatic payroll deposit, contact the Administration Director 
 
Certain salary deductions are required by federal and state laws, and others are elected by each 
staff member. Such deductions are made from both checks each month and include Federal 
withholding tax, State withholding tax, and Social Security taxes up to the required annual 
amount. Other deductions may be made from a paycheck with the staff person’s written 
permission, including insurance premiums when necessary; payments due to the employer for 
goods or services requested and received by the staff on behalf of the staff or a staff person’s 
family member. 
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Another possible deduction is a garnishment of wages caused by a debt. Staff is strongly 
encouraged to work out a financial solution before this situation occurs.  
 

TIME OFF FROM WORK 

Vacation - UPDATED AUG 2016 

The purpose of a vacation policy is to offer each eligible staff person a period of rest and 
relaxation, away from the work environment in order to maintain health, morale, and 
efficiency. The plan is designed to provide eligible staff’s time away without loss of pay or 
benefits. 
 
Unused vacation time may be carried over to the next anniversary year, but must be used 
before the next anniversary date. That is, no more than one year’s vacation may be carried over 
to the next year. Unused vacation time will be lost after 12 months. Staff will receive pay in lieu 
of vacation only at termination of employment. 
 
In addition to the following, all staff living on-site receive one half-day for moving into and out 
of their residence. 
 

Professional Staff 

Unless otherwise stated in a letter of agreement, the following vacation schedule applies to all 
Camp Stevens Professional Staff with the exception of the (Summer) Program Directors who 
work 6-day weeks in the summer to accommodate the summer camp schedule. 
 

 Start Accrual 
Rate 

After 3 
Years 

Accrual 
Rate 

After 5 
years 

Accrual 
Rate 

Professional 
Staff 

10 days .83 
days/month 

5 more 
days 

1.25 
days/month 

7 more 
days 

1.83 
days/month 

(Summer) 
Program 
Director 

15 days 1.25 
days/month 

5 more 
days 

1.67 
days/month 

7 more 
days 

2.25 
days/month 

 
*Vacation schedule based on Diocesan rate of .0395/hour for first two years of employment, 
.0592/hour for 3 – 4 years of employment, and .0868/hour for 5+ years of employment. 
 

Winter Staff 

Each Winter Staff earns 1 day of vacation per month of employment August – June or the 
portion for which they are employed. Vacation accrual cannot exceed 10 days. 
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Part-Time Staff 

Part-time staff eligible for benefits accrue the same rate of vacation based on their average 
number of hours worked. For example, a staff person who works an average of 25 hours per 
week accrues 6 days of vacation their first 2 years, 9 days after 3 years, and 14 days after 5 
years of employment. 
 

Terms 

Week – should correspond to the staff person’s usual working week. 
 
Year – years of continuous employment, not the total number of years a staff person may have 
worked at Camp Stevens. 
 

Approval 

All vacations are to be arranged in advance for dates approved by each staff person’s supervisor 
to insure adequate coverage, and in such a way as to not affect the efficient operation of Camp 
Stevens. 
 

Paid Holidays 

The Diocese provides holiday time off with pay to Winter and Professional Staff. The actual 
dates of the fixed holidays will be published each December. Holidays falling on work days will 
be observed on the day most appropriate preceding or following the holiday. 
 
The holidays allowed are: 

 New Year’s Day 

 Martin Luther King’s Birthday 

 President’s Day 

 Good Friday  

 Memorial Day 

 Independence Day 

 Labor Day 

 Veterans Day  

 Thanksgiving Day 

 Friday following Thanksgiving Day 

 Christmas Eve Day 

 Christmas Day 
 New Year’s Eve Day 

 
Winter and Professional Staff will also be granted a holiday on their birthday or on a day 
arranged with their direct supervisor. When a staff person’s birthday falls on a holiday or 
weekend, the birthday holiday is recognized on the day preceding or following the holiday or 
weekend. 
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Non-exempt, part-time employees will receive compensation for paid holidays on a pro-rated 
basis. In no event will part-time employees be paid more than for the number of hours during 
the week which had been agreed upon as their regular working hours. 
 

Personal Appointments 

All staff should attempt to make any scheduled personal appointments outside of regular 
working hours. 
 
For non-exempt employees, time spent for a personal appointment during regular work hours 
should be taken without pay or charged to vacation. 
 

Religious Observance 

Staff members who wish to attend religious observances or services may request time off from 
work, unless this absence would cause undue hardship to Camp Stevens’ business. The direct 
supervisor may approve, in advance, time off for religious observances. 
 

Bereavement Leave 

Through the bereavement leave policy, Camp Stevens hopes to help lighten some of the 
hardship when a staff person suffers a family death. In general, up to five days of paid leave are 
granted when a member of the staff person’s immediate family dies. Immediate family is 
defined in the definition section of this handbook. If the family member is not immediate 
family, up to two days are generally granted. 
 
Part-time employees are also eligible for a paid leave. Pay is determined by the pro-rated 
number of working hours. The supervisor must be informed of a death in the family as soon as 
is practical, so time off can be planned. 
 

Jury Duty or Witness Leave 

Camp Stevens’ Staff required to serve as jurors or as a witness appearing in court will be 
granted a leave of absence for the entire time of the required service. However, staff will be 
granted a leave of absence with pay for up to 10 working days during a 12 month period only. 
Any jury fees (excluding mileage) during the first 10 days must be refunded to the Camp. 
 
Time off beyond 10 days will be granted without pay. Accrued vacation may be used for this 
purpose. During jury duty or witness leave, vacation time, sick leave, and holiday benefits will 
continue to be accrued. The department supervisor must be notified in advance if time off is 
requested for this purpose. 
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Voting 

Two hours of paid time off is allowed for voting if, because of extended working hours or 
distance from your voting place, the staff person cannot vote during normal off-duty hours. 
Time off for this purpose must be requested and approved by the supervisor before the voting 
day. 
 

Birthday 

All staff members at Camp Stevens are provided with a personal holiday for their birthday. If a 
staff birthday falls on Saturday or Sunday, or on a paid holiday, the personal holiday is taken the 
next business day. 
 

Leave 

The following sections are covered in the Diocese of Los Angeles Employee Handbook 2014 and 
apply to Camp Stevens Professional Staff where “the Diocese” is “Camp Stevens,” “the Bishop” 
is “the Executive Director” and “Human Resources” is “the Administration Director.” 

 Volunteer Civil Service Personnel 

 Leaves of Absence 

 Parental Leave 

 Family Medical Leave 

 Calculating the 12-month Period 

 Pregnancy, Childbirth, or Related Conditions 

 Leave Procedures 

 Certification 

 Alcohol and Drug Rehabilitation 

 Military Leave 

 Personal Leave 
 Request a Leave of Absence Procedure 

 

Continuing Education - UPDATED AUG 2016 

Continuing education is important for the work and ministry of Camp Stevens as well as for the 
professional development of staff. Such education should be directly connected with the staff 
person’s work and ministry. 
 
Based on anniversary dates 
 

 Days Available $ Available Available After 

Director Level* 3 $600 1 year 

Manager Level** 3 $400 1 year 

Long-term Seasonal*** 3 $150 2 months 
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*Director Level includes Executive, Administration, Associate/Program, Program, 
Facilities/Grounds, Farm/Garden, and Food Service Directors 
**Manager Level includes Marketing, Retreat Center, Assistant Chef, and Maintenance 
***Long-term Seasonal includes Winter Staff, Kitchen Intern, Garden Program Specialist 
 
Additionally, Camp Stevens may send at least one representative to each of the following 
conferences annually. CS representation at annual conferences does NOT count toward that 
representative’s continuing education. 

 Episcopal Camps & Conference Center (ECCC) – usually Executive Director 

 An American Camping Association Conference (ACA) – usually Program Director 

 Association for Challenge Course Technology (ACCT) – usually Program Director 

 EcoFarm – usually Farm/Garden Director 

 Consideration will also be given for Association of Experiential Education (AEE) 
 
General rules of for use of Continuing Education time and money 

 Request for Continuing Education time must be provided in writing to supervisor and 
should include desired training, expenses, and work time to be used, nature of the 
training and a description of the desired learning that will be brought back to the camp 

 Must be used more than 4 months prior to end of employment except for Winter Staff 

 Any changes or exceptions to these guidelines must be approved in advance by the 
Executive Director 

 Continuing Education time may be carried over up to two years if planned in advance 
 

Sabbatical Leave – UPDATED AUG 2016 

Sabbatical leave is intended for personal rejuvenation; some professional development is 
encouraged. A staff person’s sabbatical leave should be entered into with intention and a plan 
toward personal growth and transformation, and a proposal should be written and shared with 
supervisor and Executive Director for feedback. Upon return from sabbatical, the staff person 
should share their experience and growth with the staff at a Friday Meeting special 
presentation time, or another scheduled time. 
 
All Professional Staff accrue two weeks sabbatical leave for each full year of continuous service. 
Sabbatical leaves must be approved by the Executive Director. In the case of the Executive 
Director’s sabbatical leave, approval must be made by the Board of Advisors. 
 

 Accrual rate per year: 2 weeks 

 Sabbatical is available after 10 weeks of accrued time and must be used in its entirety 
when taken 

 Maximum number of weeks accruable: 12 weeks 

 Requested service after sabbatical leave: 1 year 

 Employee receives full compensation during sabbatical leave; some food or travel 
reimbursement may be available for professional development during sabbatical 

 Maximum time away allowable, including vacation: 5 months 
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HEALTH AND SAFETY 

Health and Safety 

Every staff person should understand the importance of safety in the work place. By remaining 
safety conscious, staff can protect the interests of Camp Stevens and the whole community. 
Accordingly, Camp Stevens emphasizes safety first and expects all staff members to take steps 
to promote safety in the work place. Specific written policies may be found for the ropes 
course, maintenance and the kitchen. 
 

Reporting Unsafe Conditions and Risks 

Whenever an unsafe condition or an occupational safety and health risk is identified, staff and 
community members should report the matter immediately to their supervisor if the situation 
cannot be remedied easily. If the supervisor is not readily available, the staff person should 
immediately inform the Facilities and Grounds or Executive Director so any dangerous condition 
can be corrected. 
 

Fire Prevention and Emergency Procedures  

Extensive Emergency Procedures for fire are posted in the Camp Office and Kitchen. It is 
strongly encouraged that each staff person familiarize themselves with these procedures. 
 
The camp AED (Automated External Defibrillator) is located in the Dining Hall and should be 
used if necessary. If guests need typical first aid supplies, supplies are available in the first aid 
kits located in the buildings and in the lower level of the office. 
 

Whole Camp Emergency 

In the event of a large scale (the whole camp is involved) emergency at Camp Stevens or in the 
Julian area, the Camp Stevens siren should be turned on to notify everyone in camp that an 
emergency exist (switch between sirens to get the best short and long range sound). We may 
use this alarm in case of a fire, earthquake, lost persons or any other emergency situation. The 
emergency siren is located on the south outside wall of the Dining Hall (near the recycling) in a 
small gray box at approximately 6 feet high. 
 
If any staff member sees an emergency (such as a fire) they are encouraged to activate the 
emergency siren. If the emergency siren does not work, ring the bell in front of the Dining hall 
continuously for at least one minute.  
 
When the siren is heard, everyone in camp should walk as quickly as possible to the basketball 
court by the pool to be accounted for. Do not gather any belongings or personal items, but 
proceed directly to the basketball court. If the nature of the emergency requires immediate 
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evacuation, you will be given specific directions.  
 
Winter Staff and other staff working program, if you are outside on the main camp area and 
hear the siren, call or radio the Program Director for further instructions. 
 
One of the Directors shall at that time advise everyone what the nature of the emergency is and 
what the next set of steps shall be.  
 

Individual Emergencies 

1. Stay Calm.  
2. Call 911 if necessary. 
3. Alert the Director on call and Host (if during a retreat group) by cell phone, or radio on 

channel 2. The Host will contact the Leader of the Group. 
 

It is essential that camp staff do not alarm additional guests in emergencies, and do everything 
possible to keep all parties involved calm. 
 

4. Fill out an Incident Report Form, found in the bulletin board in the office, OR included in 
this manual.  

a. If it is a Camp Stevens run program (family camps, workshops, or ropes courses) 
the injured person is covered on the Camp Stevens Insurance, and an addition 
form (located in the “Medical Emergency Information” clip board in the office 
will be filled out by the appropriate director.  

b. If the injured person is part of a Retreat or Outdoor Education group they are not 
covered by the Camp Stevens Insurance, but an Incident Report Form should still 
be filled out. When the Incident Report Form is filled out, please return it to your 
supervisor, and review it with them.  

c. If the Injured person is a Camp Staff member hurt during work time, their 
injuries will be covered under Workers Compensation insurance and should be 
discussed with the Administrative Director.  

d. If the injured person is a Camp Staff Member and they are hurt during non-work 
time, their injuries are covered by their personal insurance policy. 

 
Poison Control: 800-222-1222 or 800-876-4766 
Teen Crisis Hotline: 800-HIT-HOME 
Sheriff Department (non-emergency) 760-765-0503 
 

Evacuation Procedures 

Evacuation instructions will be given by the Director, acting Director, or a government 
emergency official. CDF and the Sheriff's Department are familiar with evacuation plans for the 
general Julian area. In the event of a full camp evacuation, you will be provided specific 
directions as to where to go. 
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From Camp Stevens, evacuation can be accomplished by: 

 Vehicle - there is one easy access to the town of Julian: down the camp road to Hwy. 78 
and continue about 2 miles to Julian, or turn left on Wynola Road and left on Farmer 
Road (about 4 miles). 

 Foot - take highway routes as described above, or take the fire road past the water tank 
through the Eagle Mining Co., or go past the Cow Pond to Farmer Road and turn left. 
This would be a last resort and only be used when so directed. 

 Air - this mode will usually be limited to one or two injured persons. The Life Flight 
helicopter will take 25 minutes or more to arrive. Landing location is the volleyball 
court. 

 
All vehicles on camp property (including personal vehicles) are considered evacuation vehicles. 
In the event of an evacuation seatbelts are ideal, but not necessary. It is more important to 
evacuate all persons at camp. Typically in an evacuation we will meet in the Julian High School 
parking lot. 
 

Employees Who Are Required to Drive  

Camp Stevens owns several camp vehicles including a 15-passenger van. 
 
To drive Camp vehicles, staff must be over 21, have a valid U.S. Driver’s License with one year of 
previous driving experience, and a clean driving record in the last two years (generally no more 
than one ticket, no DUIs or accidents), and must be approved by the Camp’s insurance 
company. The Camp Van may only be used for transporting guests or campers by staff person 
with a California Class B Commercial Driver’s License. Any certified Camp Stevens driver can use 
the Camp Van to transport other staff.  
 
If you believe that you meet the requirements for driving either the trucks or the van, inform 
the Administrative Director, who will send your name and driver’s license number to our 
insurance provider. 
 
Staff members driving camp vehicles will also be asked to complete a practical driver’s test 
around the camp, as the conditions are different from everyday driving: low speed limits, many 
pedestrians and cyclists, narrow roads, large vehicles, etc. 
 
You must also be trained in the following basic safety procedures: 

 Checking vehicles before driving 

 Loading and un-loading in safe areas 

 Using the parking brake while loading and un-loading 

 Using the mirrors while backing up 

 Being aware of the length, breadth and height of the vehicle 

 Making sure that all loads are securely covered and tied down 

 Knowing what kind of fuel each vehicle takes, where all the tanks are located, and how 
to refuel 
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 Being familiar with the idiosyncrasies of each of the four vehicles 

 Calling the Camp in the event of a breakdown 

 Dealing with sick passengers - don't be afraid to pull over 

 Reporting any problems encountered on return to camp 

 What to do in the event of accidents (exchange information, call Camp Stevens)  
 
Camp Vehicle Norms 

 DO NOT carry passengers in truck beds! This is an ACA standard. Breaking it will result in 
disciplinary action. Please transport passengers inside the cab only, or encourage them 
to walk. 

 Park on the gravel in the main parking lot to keep the paved spaces available for visitors 
and guests. 

 Keep truck beds clean for deliveries and the cabs clean for the sake of everyone who 
uses them.  

 Please keep traffic on the Dining Hall side of camp to a minimum while groups are here 
and observe the 5 mph posted speed limits around Camp. 

 Coordinate with other staff to minimize the number of vehicles making trips off Camp 
property. 

 Camp vehicles may occasionally be used for personal use, but must be cleared 
beforehand with one of the Directors. When used for personal use, vehicles should be 
left clean and the staff person should pay for the gas used. 

 

Security 

Camp Stevens has developed guidelines to help maintain a secure workplace. Awareness of 
unknown persons loitering for no apparent reason anywhere at camp is critical. Staff should 
report any suspicious persons or activities and are encouraged, if they feel comfortable, to 
approach unknown persons with confidence and inquire about their presence. The security of 
facilities as well as the welfare of our staff, campers, and guests depends upon the alertness 
and sensitivity of every individual to potential security risks. This includes snow enthusiasts in 
Lower Meadow. 
 

Workplace Violence 

Camp Stevens has zero tolerance for acts of violence and threats of violence. Without 
exception, acts and threats of violence are not permitted. All such acts and threats, even those 
made in apparent jest, will be taken seriously, and will lead to discipline up to and including 
termination. 
 
It is every staff person’s responsibility to assist in establishing and maintaining a violence-free 
work environment. Therefore, each staff person is expected and encouraged to report any 
incident which may be threatening to anyone or any event at which there is a belief of threat or 
violence. Report any incident to any supervisor. 
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A threat includes, but is not limited to, any indication of intent to harm a person or damage 
Camp property. Threats may be direct or indirect, and they may be communicated verbally or 
nonverbally. 
  

TERMINATION OF EMPLOYMENT 

Grievance Procedure 

No organization can be free of problems. Our sincere conviction is that the best and most 
rewarding staff-supervisor system and community results from a direct relationship between all 
individuals. It is best to try to work through problems and reach resolutions that are sensitive to 
staff needs, yet consistent with Camp Stevens’ policies and business needs. To do this, a formal 
problem resolution process has been adopted. If there is a work-related problem or concern, 
please follow the procedures outlined below. 
 

Level I—Supervisor 

First, discuss the problem informally with your supervisor to resolve the problem. 
 

Level II— Directors 

If a resolution cannot be reached, or if the problem is sensitive, the next step is a meeting with 
the Executive or Administrative Director, depending on grievance, regarding the issue. It may 
be necessary to also confer with the Executive Director to resolve the problem. 
 
As part of the Level II process, a written summary of the problem or concern must be submitted 
and include what action, if any, resulted from the informal meeting. A decision regarding the 
disposition of the grievance will be conveyed in writing to the staff person within five working 
days of the initial presentation. 
 

Level III – Refer to the Diocese 

If a resolution still cannot be reached, or if the problem is with the Executive Director, it should 
be deferred to the Human Resources Department of the Diocese of Los Angeles. 
 

Employee Conduct and Work Rules 

Camp Stevens expects all staff to conduct themselves professionally at all times and to act in a 
way that contributes to the efficient operation of the business at hand. All staff members are 
expected to be concerned with the protection of people and of the property at all times. 
 
Camp Stevens’ Staff are expected to know and observe these rules to avoid and minimize 
discipline. Camp Stevens is a community built, in part, for teaching and learning, and therefore 
may execute more grace than a traditional workplace; however, excessive misconduct could 
still result in discipline or termination. 
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The following list does not include all types of misconduct for which discipline may be advised, 
but are examples of unacceptable misconduct. Camp Stevens and the Diocese reserve the right 
to terminate employment with or without cause, with or without notice, at any time. 
 

 Any act of dishonesty, including theft or misappropriation of money, supplies or 
property, or time; 

 Any act which questions one’s integrity, such as falsification of records and documents, 
misrepresenting Camp Stevens, or engaging in any conduct which may adversely affect 
Camp Stevens or its reputation; 

 Any act which may create a dangerous situation, such as possessing firearms or other 
weapons inappropriately while on the property, threatening bodily harm or provoking 
such misconduct, disregard or destruction of property and safety standards, and 
conviction of a felony; 

 Violation(s) of policies concerning security, unauthorized disclosure of confidential 
information, or unauthorized removal of Camp Stevens property from premises; 

 Gross misconduct, harassment, or use of abusive or provocative language while working 
or while engaged in business away from Camp premises; 

 The use, sale, or possession of narcotics or illegal drugs, or the abuse of intoxicating 
beverages while at work, or reporting to work while under the influence of same, or 
otherwise in a condition unfit for work; 

 Refusal to perform a job assignment or a reasonable request of supervision, or 
unprovoked insubordination or discourteous conduct toward visitors, volunteers or 
associates; 

 Failure to adhere to time-keeping regulations, including excessive absenteeism or 
tardiness; 

 Failure to adhere to work rules and regulations or other serious violations of policy; 

 Failure to perform satisfactorily after prior notification of substandard performance. 

 Making or accepting excessive personal telephone calls during working hours, except in 
cases of emergency; 

 Working overtime without authorization or refusing to work assigned overtime; 

 Wearing disturbing, unprofessional, or inappropriate styles of dress or hair while 
working; 

 Committing a fraudulent act or a breach of trust under any circumstances. 
 

Corrective Action 

As previously stated, employment may be terminated at will by staff person or a Camp Stevens’ 
Director at any time with or without cause and without following any system of discipline or 
warnings if we believe circumstances warrant. Nevertheless, a Director or supervisor may 
choose to exercise sole discretion and utilize forms of discipline that are less severe than 
termination. 
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Any violation will be considered on the severity of the situation. Disciplinary action may follow 
these steps, at the discretion of Camp Stevens. Any disciplinary action required for the 
Executive Director is the responsibility of the Bishop of the Diocese of Los Angeles. 
 

Verbal Warning 

This involves a discussion between the supervisor and the staff person. The supervisor will 
document the discussion to include the date, issue discussed and the staff person’s 
commitment to correcting the questionable behavior. This will be documented in the staff file 
after review and signed by both the supervisor and staff person. 
 

Written Warning 

In the event of the staff person’s failure to correct the questionable behavior, the supervisor 
will issue a written warning outlining the need for additional corrective action and will make 
reference to any previous relevant discussions. This is to be signed by the staff person and the 
supervisor. The staff person will also be advised that the next warning could include a 
suspension without pay. 
 

Final Written Warning 

If there is a continued lack of corrective action on the part of the staff person, the supervisor 
will issue a final written warning advising the staff person that if the inappropriate behavior is 
repeated again, termination will result. The final written warning will be signed by the 
supervisor and staff person, and will be forwarded to the Executive Director. 
 

Termination of Employment 

 
The end of an employment relationship with Camp Stevens will fall within one of the following 
categories. 
 

Resignation 

All employees are encouraged to advise their supervisor of the intention to resign as soon as it 
is known. An exempt employee should give a minimum of one month’s notice. A non-exempt 
employee should give two weeks’ notice. Notice helps to ensure the continuation of critically 
needed services. 
 

Staff Reduction 

Under some circumstances, Camp Stevens may need to restructure or reduce its workforce. If 
restructuring operations or reducing the number of staff becomes necessary, Camp Stevens will 
provide as much advance notice as possible to help prepare affected individuals. If possible, 
staff subject to layoff will be informed of the nature of the layoff and the foreseeable duration 
of the layoff, whether short-term or indefinite. 
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Staff members reinstated from layoff will retain their original date of hire in determining 
eligibility for certain benefits provided the break in service does not exceed 365 days. 
 

Involuntary Termination and Progressive Discipline 

Violation of Camp Stevens’ policies and rules may warrant disciplinary action. Camp Stevens has 
established a system of progressive discipline that includes feedback, verbal warnings, written 
warnings, and suspension. Camp Stevens may, in its sole discretion, utilize whatever form of 
discipline is deemed appropriate under the circumstances, up to, and including, termination of 
employment. Camp Stevens’ policy of progressive discipline in no way limits or alters the at-will 
employment relationship. 
 
All the Camp-owned property, including vehicles, computers, cell phones, and keys, must be 
returned immediately upon termination of employment. 
 

Exit Interview 

An exit interview will be conducted by the supervisor and a member of the Administrative 
Team where an open discussion occurs and benefits are discussed. It is hoped that, through exit 
interviews, Camp Stevens can learn how to continue to develop more effective human resource 
programs and policies and build an every-stronger relationship with all staff members. 
 



CONFIRMATION OF RECEIPT OF THE EMPLOYEE 
HANDBOOK 

Confirmation Receipt 

I hereby acknowledge receipt of the Camp Stevens Staff Handbook. I understand and agree that 
it is my responsibility to read and familiarize myself with the policies and procedures contained 
in the Handbook. Additionally, I will avail myself to the Diocese of Los Angeles Employee 
Handbook and understand it is my responsibility to be familiar with its content (a hard copy can 
be found in the office or by contacting the Missioner of Human Resources at the Diocese of Los 
Angeles at humanresources@ladiocese.org). 
 
My signature certifies that: 

 I further understand and agree that the Staff Handbook is not an employment contract. 
 

 I understand that, except for employment at-will status, any and all policies or practices 
can be changed any time by Camp Stevens. Camp Stevens reserves the right to change 
hours, wages, and working conditions at any time. 

 

 I understand and agree that nothing in the Staff Handbook creates or is intended to 
create a promise or representation of continued employment and employment for 
Camp Stevens is employment at will. Employment may be terminated at the will of 
either Camp Stevens or me. 

 

 I understand that the foregoing agreement on at-will status is the sole and entire 
agreement between Camp Stevens and me, as a staff person, concerning the duration of 
my employment and the circumstances under which my employment may be 
terminated. It supersedes all prior agreements, understandings, and representations 
concerning my employment with Camp Stevens. 

 

 I understand that these policies are in addition to the Diocese of Los Angeles Employee 
Handbook and I know how to find said handbook. Additionally, I understand that the 
Diocese of Los Angeles Employee Handbook supersedes Camp Stevens Staff Handbook 
and that, in some cases, policies differ because of the unique operations of a camp and 
retreat center, the nature of the work, and the on-site living requirement for 
employees.  

 
Signature   
 
Date   
 
Printed Full Name   

mailto:humanresources@ladiocese.org

