Teen Camp Local Church Coordinator Job Description

Thank you for your willingness to serve as the Teen Camp coordinator for your church! With your help, we can make the camp registration process as smooth as possible for everyone involved. Please read the instructions below and refer back to them as needed over the next few months. 
Promotion/Recruiting 

· Promote camp within the church (kids completing 7th – 12th grades are eligible to attend)
· Recruit counselors from your church: 

· One counselor for every four campers
· Assistant counselors should be 18 – 21 years old

· Counselors should be 22 years or older

· All counselors should be quality role models who love kids and have a healthy walk 
with Christ

· Work with church leadership to determine scholarship amounts given by local church (if any)

Registration

· Direct campers and counselors to register online (nwilnaz.org) 

· Collect registration fees from each camper

· If your church is contributing scholarships, let each camper’s family know how much they owe
· You may choose to have families make checks payable to the church, then have the church send one check to cover everyone OR have families make checks payable to NWIL Teen Camp and mail all of the checks in together
· Make a copy of the front and back of each camper AND each counselor’s insurance card

· Print copies of the Eagle Crest Liability Waiver and have each camper’s parent and counselor sign one, then mail all signed forms to Teen Camp Registrar (address below)  

· Make sure each counselor has had a background check run and provide a letter on your church letterhead confirming the background check and vouching for each counselor’s integrity
· Make sure each counselor completes the online sexual abuse training. Contact Pam Smith at nwilpamsmith@gmail.com to get an invitation to the training 

· Obtain a check made out to NWIL Teen Camp from the church to cover counselor fees ($40 per camper) 

· Mail registration fees, insurance card copies, background check letter, Eagle Crest Liability Waiver and counselor fees to: 

· Rock Island First Church of the Nazarene
ATTN: Trisha Wilson, Registrar

2921 38th St.
Rock Island, IL 61201
· Registration fees, insurance cards, background check letters and counselors fees should be postmarked by June 21st, 2017
Arrival at Camp
· Arrange travel details for campers and counselors to Lake Williamson

· Optional – invite people from your congregation to write letters to the campers, then bring those to camp for distribution throughout the week

· Make sure each camper has a head lice check within 24 hours of the start of camp (fill out form, available on the district website)

· Make sure each camper brings Snack Shop money
· Collect labeled medication bags (including instructions) from each camper
· Upon arrival at Lake Williamson, bring head lice check form and camper medication to the registration area and assist with checking in each camper
