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PERSONNEL POLICIES & PRACTICES 
FOR SEASONAL/TEMPORARY CAMP STAFF EMPLOYEES 

Camp Gallagher does not discriminate against applicants or employees with regard to race, color, sex, marital 
status, sexual orientation, creed, religion, national ancestry or the presence of any sensory, mental or physical 
disability. 
 
The expectations that we have for staff behavior and performance in all aspects of camp operation stem from our 
prime responsibility for the campers who are entrusted in our care.  We must provide physical safety and a caring 
environment where learning and growth take place. 
 
When a temporary staff member signs an agreement of employment with Camp Gallagher, they agree to carry 
out all duties in a manner acceptable to the director, and to conduct themselves in a manner consistent with the 
philosophy of Camp Gallagher. 
 

1. TERMS OF EMPLOYMENT 
 
 
A written Work Agreement, Personnel Policy and Practices and Job Description are provided each staff member.  
The employee's signature on the Work Agreement signifies acknowledgment and acceptance of the stated terms 
and conditions of the employment, personnel policies and practices, and job description. 
 

2. COMPENSATION 
 
 
A. Salary is subject to FICA taxation at the current rate; the camp pays an equal amount; staff must furnish 

Social Security number to employer. 
 

B. Depending on the number of exemptions claimed or the total amount earned per year, the staff member may 
be subject to Federal Income Tax.  The employee must supply the employer with a signed, completed W-4 
form at the time of employment.  Social Security and Withholding Tax are automatically deducted. 

 
C. Industrial Insurance:  Camp staff are covered by a Worker's Compensation self-insurance program. 

 
D. Payment of Salary:  Salaries will be paid two times during the summer. 

 
E. Other Remuneration:  Board and Room while camp is in session is provided to employees.  

 
3. PERSONAL CONDUCT 

 
 
Because our paramount concern is for the safety and welfare of each camper, the following activities will not be 
permitted: 
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A. Hazing (harassment by abuse or ridicule) of campers. 
 

B. Subjecting campers to ridicule of any kind. 
 

C. Forcing campers to participate.  A child always has a right to decline an activity. 
 

D. Subjecting campers to fear inducing stories, play acting or horse play. 
 

E. Subjecting campers to nudity e.g. skinny dipping, streaking, flashing, pantsing 
 

F. Exposing campers to racist or sexist activities, comments, activities or humor. 
 

G. Invading campers’ privacy (physical or emotional):  Privacy will be respected in bathrooms and shower 
rooms.  All sharing activities will respect a child's right to abstain and/or be different. 

 
H. Causing inappropriate physical contact with campers, e.g. rough housing, wrestling, back rubbing or 

massage. 
 

I. Initiating or participating in sexual behavior e.g. lewd talk, sexually explicit stories, songs, books, or jokes, or 
directing attention to an individual's sexuality. 

 
This list is not exhaustive.  Other forms of behavior may be found impermissible. 
 

4. SUPERVISION & EVALUATION 
 
 
Each staff member will be supervised and will receive direction and feedback throughout the season.  Evaluations 
are generally given verbally at the summer mid-point and in writing at the end of the season.  A self-evaluation 
and a camp evaluation should be completed by each staff member at the end of the camp season. 
 

5. TIME OFF 
 
 
Each staff member should receive a minimum of two hours each day where they are free from assigned camp 
responsibilities.  In addition, each staff member will generally receive no fewer than 24 hours (given in no fewer 
than 12 consecutive increments) for each two-week period worked. In certain circumstances a staff member may, 
at the camp director’s discretion, have up to 8 hours off during a given day for personal leave.  Personal leave in 
excess of eight hours will not be paid. 
 

6. HEALTH & SAFETY CERTIFICATIONS 
 
 
Staff members whose jobs require certification such as R.N., Life Guarding, First Aid, Food Handler's Permit, etc., 
shall present current certification prior to the start of staff training.  Persons driving camp vehicles must have a 
current, valid driver's license as required by the State of Washington.  
 

7. PERSONAL APPEARANCE 
 
 
It is important that staff be good representatives of the program and that they present an appearance that is 
respectful to the community, parents, visitors to camp and to campers themselves.  Staff T-shirts, appropriate 
pants or shorts and shoes are required to be worn by all camp staff for the arrival and departure of campers.  
Camp Gallagher will provide each staff member with one T-shirt.  Staff sweatshirts and additional T-shirts will be 
available for purchase. 
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8. PAID EMERGENCY LEAVE 

 
 
In the event of death or serious illness in the immediate family, emergency leave with pay may be granted at the 
Camp Director's discretion. 
 

9. SICK LEAVE 
 
 
Summer employees are eligible to receive up to two (2) days sick leave with pay during the summer camp 
season.  The camp nurse, in consultation with staff member and the camp director, will determine if the staff 
member may or may not remain in camp.  Earth Education Employees may receive one (1) day of sick leave with 
pay. 
 

10. HARASSMENT 
 
 
It is our policy to promote a work atmosphere free of harassment of any kind including sexual, verbal, physical, or 
visual harassment of any form. 
 
Camp Gallagher’s policy is essentially based on common sense:  all employees should deal with each other with 
respect and courtesy, recognizing each employee's individual dignity.  The responsibility for creating this 
environment is a shared one.  Management has the responsibility of ensuring such treatment, and all employees 
have an obligation to treat their co-workers respectfully and courteously. 
 
The Equal Employment Opportunity Commission defines sexual harassment as "unwelcome sexual advances, 
requests for sexual favors, slurs, jokes and other verbal or physical conduct of a sexual nature when: 
 
A. submission to such conduct is made either explicitly or implicitly a term or condition of an individual's 

employment. 
 

B. submission to or rejection of such conduct by an individual is used as the basis for employment decisions 
affecting such individual; or 
 

C. such conduct has the purpose or effect of unreasonably interfering with individuals' work performance, or 
creates an intimidating, hostile or offensive working environment." 

 
Sexual harassment can involve either direct impairment of someone's job rights or an offensive work 
environment.  Sexual harassment is a general term and includes more than overt physical or verbal intimidation.  
Lewd or vulgar remarks, suggestive comments, posters, pictures, and calendars, pressure for dates or sexual 
favors, and unacceptable physical contact are examples of what can constitute harassment.  It is important to 
realize that what may not be offensive to some, may be offensive to others. 
 
Sexual harassment can occur among co-workers as well as from supervisors.  Such behavior by anyone while on 
camp premises or engaged in camp business or activities also will not be tolerated. 
 
Camp Gallagher will investigate any allegation of sexual harassment, and, to the extent possible, conduct such an 
investigation confidentially.  All employees should know the procedure to follow if sexual harassment occurs so 
that the problem can be addressed quickly and effectively.  It is the responsibility of any employee who feels 
subjected to sexual harassment or knows of anyone being subjected to sexual harassment to report it at once to 
the Camp Director.  If for any reason a person is not comfortable reporting an incident to the Camp Director, a 
report may be made directly to the Executive Director.   Immediately upon identification of a harassment 
complaint, the supervisor, the Camp Director, and/or the Executive Director that a sexual harassment allegation 
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has occurred.  An employee who is found to have engaged in conduct constituting sexual harassment will be 
subject to appropriate disciplinary action, up to and including discharge. 
 

11. ABUSE 
 
 
A staff member may not, at any time, physically, sexually, or verbally abuse any participant, staff or camper, or 
any person he/she might come in contact with while under a work agreement with Camp Gallagher.  Safety of 
campers is paramount.  When an allegation of abuse is made, the accused staff member will immediately be put 
on leave with pay and removed from camp during the period of investigation.  Allegations of abuse shall be 
handled in a confidential and appropriate manner.  Proven allegations are cause for immediate dismissal and 
criminal prosecution.  If for any reason a person is not comfortable reporting an incident to the Camp Director, a 
report may be made directly to the Executive Director. 
 

12. ALCOHOL/DRUGS 
 
 
Camp Gallagher expects employees to arrive at work as scheduled in a fit condition and to remain so while on the 
job.  Employees who are at work in an unfit condition for duty for any reason relating to alcohol or drug use 
(including the misuse of prescription or over-the-counter drugs) will not be allowed to work and may be subject to 
further disciplinary action. 
 
The use or possession of illegal drugs or any alcoholic beverage while on camp property or in any location while 
functioning as a staff member is cause for immediate dismissal. 
 

13. TOBACCO 
 
 
Camp Gallagher is a tobacco and smoke fee environment. 
 

14. LANGUAGE 
 
 
Profanity or other inappropriate written or oral communication is not acceptable on the part of campers or staff.  It 
is imperative that staff set the example, and that incidents of camper profanity be dealt with in a manner 
appropriate to the circumstances. 
 

15. HEALTH FORM 
 
 
Employment shall be contingent upon the physical ability to perform the essential functions of the job, with or 
without reasonable accommodation, including freedom from communicable disease.  All staff members will 
receive a health screening from the Camp Nurse after they have received an offer of employment.  A health 
history must be completed by each staff member prior to staff training. 
 

16. HOSPITALIZATION – MEDICAL CARE 
 
 
Camp Gallagher insures for Worker’s Compensation, and provides benefits for employees who are injured on the 
job or contract a work-related illness, disability, or disease.  Rules and regulations under the Industrial Insurance 
Laws (Title 51) of the State of Washington are observed.  
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Employees who have a work-related illness, injury, accident, or disease must immediately report this to their 
supervisor.  A “Self-insured Accident Report” must be completed to open a claim.  Copies of these forms are 
available in the Health Hut. 
    
Please remember:  Employees must complete an Accident Report in order to initiate a claim. 
 
Related medical costs will be paid by Camp Gallagher through their designated worker’s compensation 
representative.  Employees who are required to pay a bill for a work-related injury should submit it the Executive 
Director for reimbursement. 
 
Employees who are unable to work because of a work-related illness, injury, accident, or disease, will receive 
compensation for time lost, determined in a manner consistent with Washington State rules and regulations. 
 

17. STAFF AREAS 
 
 
A staff area, not to be used by campers, is available for staff members during time off. 
 

18. VISITORS 
 
 
Staff members receiving visitors must make prior arrangements with the Camp Director.  Visitors must not 
interfere with camp programming. 
 

19. AUTOMOBILES 
 
 
Staff who bring vehicles are expected to park in designated areas for staff parking and to follow posted camp 
regulations regarding the use of a vehicle in camp. 
 

20. USE OF CAMP EQUIPMENT 
 
 
Generally, camp program equipment is available for staff use during free time.  However, there can be no 
interference with camp programs at any time.  For example:  swimming areas can only be used with the 
permission of the Waterfront Director and with a lifeguard on duty; boating, only with the permission of the 
Boating Director; crafts with permission of the Craft Director, etc. 
 

21. PERSONAL PROPERTY 
 
 
Staff may bring musical instruments and other personal property for use in their program area.  The following 
items are prohibited:  firearms, hunting equipment, appliances (radios, stereo, TV) and personal pets.  Personal 
sports equipment such as archery equipment must be stored and handled safely for the protection of all.  There 
may be circumstances which require an exception to this policy.  Any exceptions must be made in writing to the 
Camp Director prior to the beginning of staff training.  Any exceptions will be authorized at the discretion of the 
Camp Director. 
 

22. GRATUITIES 
 
 
Monetary contributions or other gifts from campers or their parents may not be accepted by staff. 
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23. TERMINATION OF EMPLOYMENT 

 
 
A. A staff member who wishes to terminate her/his employment agreement should give a two-week notice in 

writing.  If the employer finds a replacement within the two-week period, the employer has the right to replace 
the employee immediately.  Pay will be commensurate with the number of days actually worked. 
 

B. In some instances, Camp Gallagher may have to cancel the employment agreement without prior notice for 
all or part of the season due to conditions beyond the camp's control, such as government order, lack of 
camper registration, or destruction of site and/or facilities.  Employees will be paid only for actual time 
worked. 
 

C. It is further understood that, employment of a staff member can be terminated by either a staff member or 
Camp Gallagher at any time with or without cause.   
 

D. Should the staff member fail to comply with the terms of their Staff Agreement and/or Personnel Policies and 
Practices, the staff member will be subject to disciplinary action, up to and including dismissal. 
 

E. In ordinary circumstances, Camp Gallagher expects to give two weeks’ notice.  That may not be possible, 
however if termination is immediate, the salary will be pro-rated to cover services given up to the date of 
termination. 

 
24. GRIEVANCE POLICY 

 
 
Any staff member who feels that she/he has not been dealt with fairly at Camp Gallagher may take the following 
actions for resolution: 

 
A. If the concern/complaint involves another employee, the staff member should first attempt to resolve the 

issue by speaking directly with the other employee. 
 

B. If the concern or complaint remains unresolved, or if the concern/complaint involves the supervisor or policy, 
the staff member should speak with the immediate supervisor.   
 

C. If, after meeting with the immediate supervisor, the staff member does not feel there has been an adequate 
resolution of their concerns, they may make arrangements to address the unresolved issues with the Camp 
Director. 
 

D. If after meeting with the Camp Director, the staff member cannot work the matter out to the employee's 
satisfaction, the matter may be taken to the Executive Director. 
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PERSONNEL POLICIES & PRACTICES 
EMPLOYEE ACKNOWLEDGEMENT 

 
 
 
I acknowledge that I have received, read, and understand the Camp Gallagher Personnel Policies & Practices 

which has been provided to me.  I also understand that the statements contained in the Personnel Policies & 

Practices are not a contract and that my employment with Camp Gallagher is at-will.  I also understand that the 

Personnel Policies & Practices may be changed by Camp Gallagher at any time and that any prior Personnel 

Policies & Practices issued Camp Gallagher are no longer in effect. 

 
 
 
 
Signature: _____________________________________________   Date: _______________________ 
 
 
 
Printed Name: _________________________________________  
 
 


