JACKSONVILLE STATE UNIVERSITY
Manual of Policies and Procedures

POLICY NO.: 1V.16.01 DATE: Eeb 2021
REVIEW/REVISION DATES:

SUBJECT: Camp Policy

APPROVED: Don C. Killingsworth, Jr., President

PURPOSE
Jacksonville State University (JSU) hosts a wide variety of camps. This policy statement is
intended to provide guidance to those involved in camp activities. For purpose of definition, this
policy covers the following types of camps:
a. Those which include minor child participants under the age of nineteen (19) years who
are at JSU for some type of instructional camp involving use of facilities.

b. Those in which participants remain overnight in on-campus residence halls.

POLICY

The intent of JSU is to encourage the use of its facilities, on a space available basis, for camps.

Though such camps should not take precedence over programs designed for (prospective or)

enrolled students, there are many important reasons why the camps are to be encouraged by

JSU and its employees. Camps provide the following benefits for JSU:

+ Camps attract many young people to JSU, many of whom will be highly qualified for future
admission.

» Impressions gained by young people because of a camp and JSU experience can have a
significant impact on their choice of college.

+ Facilities which would otherwise be relatively idle during summer months can be used in
support of camps.

» Camps provide an excellent opportunity to acquaint many people with JSU in a short period
of time.

* Qutreach efforts (particularly those aimed at youth), and staff involvement in same, can be
promoted.

* The reputation of JSU is enhanced by effective camps.
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In many cases, camps attract youth under the age of 19 to campus. The level of care and
supervision appropriate for an enrolled student at JSU is not necessarily the same as that which
is appropriate for a camp participant. It is imperative that campers be overseen in a fashion that
is appropriate and intended to keep them healthy and safe while visiting JSU. JSU and its
employees should provide a reasonably safe environment for participants in the various

programs sponsored by JSU.

Approval

All camps must be approved by the Assistant Director, Camps, Conferences, and
Transportation. JSU staff members who desire to conduct a camp or clinic must complete the
related forms found here (forms) and will be sent via email to the Camp Director after camp
reservation has been completed. The department head requesting a camp must complete and
submit the Camp Inquiry Form found on the JSU Conference Services website to the Assistant
Director, Camps, Conferences, and Transportation prior to the anticipated start date of the

camp/clinic.

The JSU Camp Packet includes:
e JSU Student Worker Roster (Form 119)
o Camp Attendee Roster (Form 122)
e Parental Consent Form (Form 116)
e Camp Rules Agreement (Form 117)
e Disciplinary Procedures Agreement (Form 118)
Other documents that must be designed for the camp include a Camp Registration Form,
Camp Schedule, and advertisement collateral (such as brochures, flyers, etc.).

Reservations, Services and Fees for Facilities
For non-athletic internal groups to schedule a camp, a deposit of $100 must be paid. Visit the

Conference Services web site ( Reservation information ) for more information. Rates for

lodging, dining/catering, facilities, and equipment, as well as, details related to the administrative

fee! assessed can be found here: Services and Rates . All fees charged and collected will be

deposited into the related JSU camp operating fund.

1 Covers cost of reservation, parking, Wi-Fi, and logistics.
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http://www.jsu.edu/busaffairs/busprocman/index.html
https://www.powerdms.com/public/JSUAL/documents/2011600
https://www.powerdms.com/public/JSUAL/documents/2011588
https://www.powerdms.com/public/JSUAL/documents/2011591
https://www.powerdms.com/public/JSUAL/documents/2011593
https://www.powerdms.com/public/JSUAL/documents/2011611
http://www.jsu.edu/conference-services/reservation_information/index.html
http://www.jsu.edu/conference-services/services/index.html

Certain events lend themselves to providing positive public relations and or recruitment
possibilities. In those instances, on a case by case basis, the President shall have the authority

to waive fees.

Required Forms for Attendees

Campers and parents/guardians are required to complete the following forms for each attendee:

+ Camp Registration Form
+ Parental Consent Form (Form 116)
* Camp Rules Agreement (Form 117)

e Disciplinary Procedures Agreement (Form 118)

See examples of all forms in Appendix A at the end of this policy.

Required Forms for Student Workers

Prior to working, Student Workers are required to complete the following forms and provide to
the Camp Director. The Camp Director is responsible to ensure the forms are completed and
approved as required, and the forms are turned into Human Resources (HR). A Student
Worker cannot work until HR has received all the required paperwork and validated their

[-9 status in person. Below is a list of the required forms:

+ JSU Student University Aide Acknowledgement Form (Online Dynamic Form 56)
*  W-4 (provided by HR)

* 1-9 (provided by HR)

* Alabama Form A4 (provided by HR)

» Direct Deposit Authorization Form

These forms can be located here: HR New Hire Forms . See examples of all forms in Appendix

A at the end of this policy.
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Final Arrangements

Camp Directors planning to use campus lodging and/or dining services are required to provide a
guarantee for the number of participants at least thirty (30) days prior to the start date of the
camp. The camp will be billed for the guaranteed number of participants or the actual number

attending, whichever is greater.

Billing and other Financial Procedures
Conference Services will charge the Fund and Organization assigned to the camp the following
as used and are applicable:

e Lodging per the Internal Camp Rate Schedule

¢ Dining/Catering

e Equipment

e Administrative fee
The first payment will be 50% of the final balance due 60 days prior to the camp start date and
the final payment will be the remainder of the balance due 30 days before the camp start date.

Appropriate Camp Environment
To provide a reasonably safe environment for participants in camp activities, each Camp
Director should ensure that certain precautions are taken. All campus policy, rules and

regulations are in effect. Other precautions that should be considered are:

Student Workers

» Care should be taken that those who may be driving as a part of their duties have a valid
license to operate the type of vehicle to be used.

* Adequate training should be provided in order that Student Workers are qualified to
direct the activities scheduled.

Parent Awareness

» Parents should be aware of the type of activities in which their child may participate.

» Known risks associated with each activity should be clearly explained to parents.

Policy 1V.16.01



Attendee/Camper Guidelines

» Participants should be in appropriate physical condition for the activity they are
participating.

» Participants should be placed in the correct skill level for the activity scheduled.

Participant Safety

* An adequate ratio of staff to attendee/camper should always be maintained, particularly
when in residence halls. The ratio of camp staff to attendee/camper must reflect the
gender distribution of the participants, and should, at a minimum, meet the following:

o Standards for resident camps are:
e One staff member for every five campers ages 4 and 5
¢ One staff member for every six campers ages 6 to 8
¢ One staff member for every eight campers ages 9 to 14
¢ One staff member for every 10 campers ages 15to 17
o Standards for day camps are:
¢ One staff member for every six campers ages 4 and 5
¢ One staff member for every eight campers ages 6 to 8
e One staff member for every ten campers ages 9 to 14
e One staff member for every twelve campers ages 15 to 17
+ Safety equipment should be inspected prior to and during camp for safe conditions.
» Public safety officials should be made aware of the camp and the daily schedule (see

section titled ‘Security’).

Safe Environment

» Grounds should be inspected prior to and during the camp for safe conditions.
* Equipment should be kept in safe condition and suitable for intended use.

» Vehicles used for transportation should be properly inspected.
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Disciplinary Procedures

JSU is committed to the idea that each camper should have a positive and enjoyable
experience at summer camp, and the misbehavior of one camper, or a group of campers,
should not be allowed to impact negatively on the experience of others. Most camps are short in
duration, so prompt action may be required. Parents and campers should be aware of the
disciplinary policy and camp rules. Parents and campers are required to sign off on the JSU

Camp Disciplinary Procedures agreement (Form 118) and the JSU Camp Rules agreement

(Form 117).

Camp Director Responsibilities
Camp Directors are responsible for, but not limited to, the following as applicable:

e Ensuring all camp revenue and expenditures are processed through Banner in a timely
manner to ensure processing is complete prior to the start of the camp.

e Ensure all revenue is deposited and posted to the proper Fund, Organization, and
Account associated with the camp in a timely manner as required by JSU Policy
V.02.02 .

e Establishing an Attendee (Camper) Roster, ensuring all Attendees/Campers have
properly completed the required forms and retention of the required forms for a rolling
seven years after the execution of the camp.

e Establishing a Student Worker Roster, ensuring all Student Workers complete all
requirement paperwork to be added to JSU Payroll as required by Human Resources.

o Ensure Student Workers are submitting time worked, reviewing submitted time, and
approving time worked.

e Assist with check-in of campers.

¢ Provide an Attendee Roster and a camp schedule, to the JSU Police Department and
Conference Services no later than 3 hours after camp registration ends.

e Be accessible in emergency situations.

e Assist with check-out of campers.

¢ Check on any damages reported.

¢ Provide staff for the camp.

¢ Inspect camp facilities immediately prior to and after the camp session(s).
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e Advise participants of appropriate check-in and check-out procedures including charges
for damages and lost keys.

e Familiarize participants with University policies, especially those pertaining to fire and
emergency evacuation procedures, appropriate conduct, possession of controlled
substances and firearms, and authorized entry into rooms.

e Maintain discipline of participants.

o Advise Conference Assistant of supply and maintenance issues in residence hall(s).

o Ensure that programs and activities conducted on the University campus are in
compliance with the Americans with Disabilities Act.

e Coordinate with the Conference Assistant to:

o Issue keys and make room assignments.

o Familiarize camp staff with overall building layout.

o Complete work orders and maintenance requests as needed.
o Complete administrative paperwork as required.

o Advise camp staff of any damages charged.

Security

Security, in general, will be the responsibility of the Camp Director and JSU Police Department.
During the day, camp staff will always be expected to stay with campers except for specific
activities in which it might not be reasonable or appropriate to remain with them. If such
unsupervised activities are planned, care should be taken to make sure each child’s parent(s)
are made aware of it and agree to have the child participate. At night, enough camp
staff/sponsors/counselors should remain with youth campers in the residence halls to provide

control and security.

Attendee Roster
In order that JSU Police Department may assist in providing security, the Attendee Roster must
be provided to them no later than 3 hours after Camp Registration ends and include the
following information:

* Name of the camp

» Contact persons and phone numbers

* Locator list indicating where campers are staying overnight

» Camp schedule
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This information will allow the JSU Police to better respond to emergency phone calls; to
recognize camp participants; to inform patrols of campers’ whereabouts; and to be alert for
unusual activity in the vicinity of the camps.

RESPONSIBILITY

The Senior Vice President of Finance and Administration is responsible for this policy.

EVALUATION

This policy will be reviewed every five (5) years.
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APPENDIX A

See below for examples of each required form:

Parental Consent Form (116):

Page 1:

JSI

PARENTAL CONSENT FORM

Camper Name (print) Address
City State
zip Camper Age

Camper Date of Birth

Camper Grade

Camper Gender

Camper Phone

Parent/Guardian Name
(it

Parent/Guardian Phone

Parent/Guardian Email

Emergency Contact Name

{peint]

Emergency Contact Phone

Emergency Contact Email

plesse cirde]

How did you hear about the ISU Camp?

| Catalog | ™ ‘ On-line |Newspaper| Radio | Other

List any medical alerts, allergies (induding food allergies) and/or prescription medications (with doses) you are
currently taking (attached additional sheet(s) of paper if necessary).

Insurance Provider

Policy Mumber

TORMII1E

Page 2:

JS

PARENTAL CONSENT FORM

PLEASE READ THIS DOCUMENT CAREFULLY BEFORE SIGNING. THIS IS A LEGALLY THIS FULLY BE
SUBMITTED BY A PARENT OR LEGAL GUARDIAN BEFORE ANY CHILD IS ALLOWED TO PARTICIPATE IN THE ABOVE REFERENCED CAMP.

T, the undersigned, wish for my Child (hereafter “Child"] to par [ “Camp") and, i o for my

Cchild's participation, | hereby agree as

1 herely give my permission for a qualifisd physician, sthistic trainer, and/or hospial emengency room to administer nacassary heaith care to.
‘my Child in the case of an accident and/or emergency.

1 scknawlsdgs, understand snd sppracste that s part of my child" psnmpauon in'the Camp thers ars dangers, hazsrds snd inherent risks o
wich my Child may be sxpossd, inciuding the risk of ry, temp and desth, as well a5 sconomic
and property loss. | further reslize ing in the Camp may involve risks and dangers, both known , 3nd have slected 10
allow my child to take part in the Gamp. Thersfor |, on behaif of my Chikd, voluntarily accept and assume 2l risk of injury, loss of e or damage
o praperty arising out of training, preparing, participating, and trveling to or from the camp.

Len ekt of my child snd 55 my s paret, guarien ancir e cf i, narey relesse secsamile stce ey, <f
cuity, the Camp staff, and 2ll cther officers, directors, employees and sgents [hereafear
"JSU"\ from any and all ||am||ty asto arwngM of action that may accrus to my heis or representatives for antinjury (o my Child or loss that
uffer uihiie , praparing, participating and/or ‘or from the camp. This sgreement s binding o my heirs and

assigns.

1, on behalf of my child and 25 my Child's parent, guardizn and/or next of kin, furthermare release, indemnify and hold harmless JSU from and
against any and 3l iability, actions, debs, clsims and demands of every kind whatsoever, specifically including, but not limited to, any ciaim for
negligence or negiigent acts or omissions and any prasent or future clsim, lass or fability for injury to person or property that my child may
suffer, for which my child may be lizble to any cther persan, that may or does arisz out of my Child's participation in the Camp. | understand
that J5U accepts no responsibility for my Child’s persanal progerty or the personal properly of another in possassion of my child

inthe event of an accident or serious iiness, | hereby autherize of. ruy child on my behalf, 1
hereby hold harmlsss and sgree tindemaify Jsu , causes of action, ar resulti
said mediical traatment. | further agree to jility for any and all expenses, i may derive from

any injuries to my Child that may occur during his/her participatin in the camp.

“This ReLEASE shall be geverned by and construed under the lsws of alabam, | sgres thet any legsl action or procesding relsting to this
RELEASE, of Srising out of any injury, death, damage or loss &5 a result of my Child's participation in any part of the camp, shall be brought anly
in calhoun county, alabama.

“This RELEASE cantains the ent the parties to the terms of
mere recital, The information | have provided is disclosed ac(uraklvandtmmiu\ly 1 have been given ample opportunity ta rezd this
document and | understand and agree toall ofits terms and conditions. | understand that | am giving up substantial ngnm.mmlng o right
o 5ue),: am signing and voluntarily, and intend by my signature to provide a

lability to the greatest extent isintended to bind m?luuly myself
‘and my Child but also the successors, heirs, representatives, administrators, and assigns of myself and my Child,

A PARENT OR SIGN THis FORM FOR A MINOR UNDER THE AGE OF 18

Participant Name [print)

Participant Signature

Parent/Guardian Name (print}

Parent/Guardian Signature

FORM 116
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Student Worker Roster (119) and Attendee Roster (122):

Student Worker Roster Attendee Roster
Qj S‘é Student Worker Roster d] S‘é Camp Attendee Roster
Camp| Camp|
Year| _ Year
Camp Director Fﬂmﬂ Director
Camp Director Phane] Camp Director Phone
Camp Director Email Camp Director Email
Student Name Student 1D FOAP to Charge Graduate (Y/M) Facility Assignment
Camper Name Camper Contact Number Camper Age (if avernight)
1 FORM 119 1 Form122
Policy 1V.16.01
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19 and W4 (HR New Hire Forms):

Instruchons Start Over Print.
Employment Eligibility Verification UscIs
Form 19
Department of Homeland Security
USS. Citizenship and Immigration Services et

Expims 10312012

 START MERE in farm, The. .
ausing o s Borm. Emplopars ae lable o arrors i the complation of this. o,

pecity

Esuteentulon prubnbi b Board SHp IR it by ks ol Bl SR,

E (Empioyees must complefe and sign Section 1 of Form 19,10 laler.
[than the first day of emplayment but ot before acoepting a job ofter |

o o (Famy o) 5 et am Gven Hame) (1 Vi i O Lot Hames Used i )

oo (Shoet Nrmbar an Hama] 0 ‘MM-‘-.P Gy o Tomn S 0 |27 Gon®
s 0 } 7 |s,.....,...1.,~...u...... 0

1am or ines for false statemants or n

Connection wih the completion of this form.

I attest, under /- that | am icheck ane of |

1. e i the Uit Stawn £ |

YT p— |
g

] 4 An aken autioczed to werk 1 nil wxpeation date,  apgboabie, meidiyyysl. ©

1 ¥
OR

2 Form 1-64 Admisson Numbes: £
OR

. »
PER—

‘u_..ummn v |-—.,-n-u-nm v |

[Preparer andlor Transiator Certification (check one):
i i N
Taltest, under penalty of perjury, thal T of thes form and Ty

Sigrature of Preparer or Transistor 1 ":-r‘ﬂ-!—-w-yym v

st Name (Famay hiame) T First Hame (Gven Namel (1

Addrusa (Sewet Kumber and Meme; ‘m,.v..“ ]

Click o Finish

w4

- W-4 . o

st i ' Grv Form W-4 10 yous .
foitebglormy . gt
e T~
P L w
Enter ~
Personal | P T 1
T s g s
f k=
e
CEs =TT
] Masried Sing jomtly (o Ouesitying st
o
ney apply poge , who can
. and privacy.
Step 2: Complete this step i you (1) hold more than one job &t a time. or (2) are mamed filng jointly and your spouse
Multiplo Jobs. s works, The. hess jobs.
‘or Spouse Do only one of the following.
Works. - most 400
) or
c) If there. ¥ ol this box, -4 for the ofher job. This cption
5 accurate for Jobs with simiéar pay: otharwise, more tax than necessary may bs withelo »0
TIP: To be accurate, submit 8 2020 Form W-4 for 8 other jobs. If you (or your spousel have self-employment
come. a5 3 Ingepandsnt convactor, use e estmator
for onty ONE of L hose steps biank fof the other Jobs. (Your withhoiding wil
)
Step 3:
O i o 17ty 820000 §
Muttiply the numbsr of other dependents by $500 s DER
A ths amounts above and entar the totahere . 3
Step 4 {a) Other income (ot from Jobs). If you want tax wiihheld for ofher Income you Sxpect
optional): I you It won' have N, e e amcunt ofOther incors here. Thi may
Othas inckuds intres?, Gvidends, and retremeet ncome 4a)
) Deductions. If you expect 10 ciaim deductions other than the standard deduction
and want » . sand
enter the result here . 40) S
) Extra withholding. Enter any acdiional tax you want 4 is
Step 5: w 18 1S, CoTect, and complete.
Here
) T V5
Employers | Emicyers name and assress. Fest aate of Empiore dertitcaton
empicyment rumber BN
EY . o, 92200 Ferm W4 cxoo.
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Direct Deposit Authorization Form and Alabama Form A4 (HR New Hire Forms):

Direct Deposit Authorization Form

JS% pirect Deposit Authorization Form

This form a2 o to change or
processing. e
Account Detats ) “aul
L "
Travelor Fayroll.

8 travel o other

Full Name: 15U 10:
=

| understang
Transfer (£FT).
such

changes or cancellation.

“Date

Account Details

1f you only have one (1] 3ccount In the Gt Geposs program, the entire amount of he et Pay wil be deposited Inio the account wich

“Baance” selected. f you specty two (2)or e [3) accounts, 2 parton of your Net Pay wil be Geposied Into the ather accounci) that
sy remaning retpay

AccountOne (1) | Check One: (1 New 3 Change 11 Cancel.

Routing Slamber:~ 1 [ I I | | I

Account Namser *

Recount Type * o

o

Amount ofNetPay | O Bance ) Amount §

AcounTTWO 2] | *Check One: (1 New (3 Change 11 Cancel

[Routing Number™ T [ [ T I I T

Rccount Number +

‘Account Type-* ]

ArnountoTetFor™ | O twance O Amourt
‘Account Three (3) | *Check One. (1 New () Change (1 Cancel
Bt Naner I [ [ I I [ | I

Account Type~ o

instityson,
Francal Inzoeution Bepresentanve Nme (Prin)
Narme.

Date Compreted. Fepresentative Serature

Phone & Fadress

Alabama Form A4

ALABAMA DEPARTMENT OF REVENUE
50 North Ripley Street » Montgomery, AL 36104  Infoline (334) 202-1300
W revenue slabama gov

Employee’s Withholding Tax Exemption Certi

o
e,
Part 1-To be completed by the employse m

HOW TO CLAIM YOUR WITHHOLDING EXEMPTIONS

o 18 s

50 ut it Form A4 and o whyour syt
2 81
= ampton.

ha yoae Soo dapencent qualficaton below:

S ASSCRA! MU, i 6, Yo Wace 0035360 90 pay pariod s
e s 3003
Zontoed,
¥ it true, corect, and
complete.

Employee's Signature. Date
Part ll ~To be completed by the smployer
TG

Acation Alsbams Depament of Ravenue, WIhOKIG Tax Secton, PO, Bk 227460, Monigomany, AL 39132-7480, wmmxm
2421300, or by fax
claim.

o1 the year and must be related 1o you as solows:
(nchuding ‘s1ap50n, stepduughine sonin-daw, o daugierin-taw;
Your fahes, mothe, grandparent, sisolaiher, stspmother, taMerrlaw, Of mother-o-aw;
Your brofher, siste, stegbeothar, stapsistor, hat beothar, hal-sister, brother-m-law, or S5t law,
Your uncle, aut. nephew, of iece (but anly f related by biood)

“THIS FORM MAY BE REPRODUCED

Student University Aide Acknowledgement Form (Dynamic Form 56):

JACKSONVILLE STATE UNIVERSITY

STUDENT UNIVERSITY AIDE ACKNOWLEDGEMENT

Aay otherwise eligible student may be employed oa the University Sdeat Employee Program. Although i
‘permissible for students to be employed on both the Federal Work Study and other campus work programs.

fiSconiagid rom bakfing e S ose Job 8 3 . NOTE: AR varskty atbeies mast have peomiion Troca
the Assistant Director of Athletics, Compliance in order to be employed in any program.

PART I Tobe completed by budget mamager prior to work being pesformed. Complete 2 new.
acknowledgement for each period of employment

» Student ID# istobe

employed as an at-will student employee in

0 be charged to FOAP #

from o

perhour for upto___ bours per week. Wages are

Budget Mamager

The student will

Date

but will not any fringe benefits or

other FICA taxes in addition
required by federal requirements (when enrolled less than part tiune)

sppropriate federal and state taxes, as

PartIl  Tobe completed by studeat and preseated to the Office of Human Resources. Students will be
required to complete tax forms in the Office of Human Resources, preseat a Social Security Card
as well as documents to satisfy 1-0 requiremeats. Bank information will also be required for

mandatory direct deposit

Lam amliediegintin___| spring/fall
am ot parRipatng i varty aICRCS CAThletes mus presat this form o the
Ammul Director of Athletics ~ Compliance )

1am am not
supervisor.)

hours next

‘working i another department (If “yes.” please give the name of your

Student Signature

Date

PART III  To be completed by the Assistant Digector of Athletics - Compliance (if applicabie)

Student is isnot,

eligible for employment under terms of the acknowledgement

‘Assistant Director of Athletics — Compliance

Date

PART IV To'be completed by Human Resources

Human Resources Officer

Policy IV.16.01
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