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Job Title:
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CAMP FIRE SNOHOMISH COUNTY COUNCIL
4312 Rucker Ave. Everett, WA 98203
COMMUNITY FAMILY CLUB SITE COORDINATOR JOB DESCRIPTION

Site Coordinator

Responsible To: Community Family Club Coordinator

General Function:
The Site Coordinatorisresponsible forthe establishment, implementation and management of

a Community Family Club.

Key Areas of Responsibility

Program Delivery Administration

Assist with recruitment of participantsfor each site

Ensure that club meetingsare plannedand occuron a regularschedule

Assemble and implement curriculum materialsand ensure that needed suppliesare available
Maintain records, reportsand surveys; meet all reportingdeadlines

Attend and participatein council training.

Coordinate membership applications, permissionsslips, and otherrequired paperwork
Coordinate with Youth Events Coordinator to support and participate in council-wide fund-
raising activitiesincluding Candy Saleand Jammin’ Jamboree

Operate withinthe budget for the site.

Volunteer Management

Ensure appropriate number of volunteersare scheduled in leadership positionsfor each meeting
Provide and coordinate orientationtraining

Assist the program level coordinatorsas needed, with planning, training, building

enthusiasm, and fostering cooperation.

Ensure a program experience whichfostersrespect of all.

Assist in coordinating participationin monthly special eventfield trip

Quality Control

Ensure that all activitiesmeet Camp Fire standardsand council policies.

Evaluate the progressand accomplishmentsin relation to curriculum, field trips, and
volunteer satisfaction; Identify possible change in methods/plan of work

Ensure quality of the program through evaluationand communication with participants
Provide innovative ideasfor carrying out Camp Fire programincluding service projectsand
participation inarea and council events.

Essential Functionsof the Job:

Ability to communicate and workwith diverse groupsof people
Ability to provide necessary instructionsto participants

Ability to engage in all activitieswith the members

Ability to lift 30 Ibs.

Ability to workflexible hoursincluding eveningsand weekends
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CFC SITE COORDINATOR JOB DESRIPTION

Minimum Qualifications:
e Atleast 18 yearsold.
e Ability to interpret Camp Fire to the community.
e Ability to plan, organize, delegate, and workwith adults.
e Experience working with youth.
e Experience in management and supervision.
e Maintain professionalism in termsof appearance, attitude and conduct.
e Degree preferred, but not required.

6/02 CJ
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Camp Fire

Light the fire within

VOLUNTEER AGREEMENT

| agree to make a volunteer commitment of my servicesfora period of one year. | have received, read
and will abide by Camp Fire’s CHILD ABUSE POLICIES AND GUIDELINES related to preventingand
reporting child abuse. | furtheragree to fulfill the responsibilitiesof thisposition asdescribed in thejob
description, to the best of my ability. 1 understand that thisagreementisdependent upon successful
completionof a National Background Check. The return of a negative Background Checkwill resultin the
immediate nullification of thisagreement.

| have read and understandthe following Promise and will, to the best of my ability, incorporate itintomy
work with Camp Fire.
Our Promise

Young people want to shape the world.
Canp Fire provides the opportunity to find
their spark, lift their voice, and discover
Who they are
In Canp Fire, it begins now.

Light the fire within

As a leader, | will:

e Abide by the Camp Fire Standards

e Attendtrainingon Camp Fire programsrelevant to the age of my youth

e Attend Monthly Leader Meetings.

e Staycurrenton Camp Fire Snohomish newsby reading the Peeks( Monthly Leader Newsletter)

and emails

e Communicate regularly withmy Club Administrator
Ifatanytime, | find | am no longer able to continue inthisposition with Camp Fire Snohomish County, |
may contact my Club Administrator and withdraw my agreement. Every effort will be madeto provide at
least two weeks written notice priorto my resignation. 1 understand thatl am responsible to my Club

Administrator. | may contact a Club Administrator at 425 258-5437 withany questionsorconcernsthat |

may have concerning my position.

Volunteer Signature Date

Return one copy of thisagreementto the Camp Fire Training and Resource Centerand keep a second
copy foryour records.
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LEADERSHIP TEAM POSITIONS

The following are essential for a successful club.
Program Level Coodinator (ongoing)

Complete New Leader Orientation at http/www.campfiresnoco.org/resources
Use “How Would a Club Work’ form to coordinate first Parent Meeting
Schedule 2-3 planning meetingsfor the team (September/January/June)
Coordinate anddistribute calendar/schedule forthe year (meeting datesand times)
Reserve meeting place
Delegate responsibilities
Keep record of adultswho attend Camp Fire Trainings
e Attend Monthly leader/volunteer meetings (or send a representative) to pickup current Camp Fire
informationand report backto team members.
Working with the Kids (ongoing)

Adults who lead club meetings must meet these qualifications:
¢ Interest and enjoymentinworking with youthin an educational orrecreational setting
e Appreciation and understanding of the uniquenessof children andthe ability to communicate with
and relate to the age involved
e Ability to effectively plan, organize andcarry out appropriate club activities
e Flexibleenough to involve youth inprogram planning and decision making every step of the way
e Mustbe atleast 18 years old; Horizon club advisorsmust be at least 20
Time Requirements:
e Around 2 hoursperactivity (includespreparationtime)
e Complete New Leader Orientationand Program Training (about seven hours)
¢ Plan, hold, and attendregular clubmeetings
General Requirements:
e Followthe standardsand proceduresasstated in the LeadersManual (Section 6%)
Be responsible forthe health and safety of the club (see “Risk Free Club” Handout)
Ensure that the children receive theemblemsthey earn
Learn and transmit the history, culture, andrituals, and songsof Camp Fire
Get parent consent and accompany club onfield trips
Maintain regular communication with families.
e Contactparentsif a child doesnot cometo club unlesspreviously notified.

Special Project Director (rotating)

Meet all requirements of anyone working with the kids plus:
e Experience/interest/skill to lead the club towardsa specific goal/project (Section 4*)
e Plansand preparesproject activitiesforthe club
e Coordinatescollectionand/or purchase of suppliesneededby the clubforactivities
Record Keeper (ongoing)

e Complete New Leader Orientation at www.campfiresnoco.org/resources.htm

e Collect Registration formsand feesfrom club members (Section 3%)

¢ Collect National Background Checkand Hold Harmlessforms from adultsworking with and/or
driving youth

e Registerclub memberspromptly withthe Camp Fire Training and Resource Center

e Distribute club rosterto all families

e Prepare written Parent Consent Formsforall field trips (Section 6%)

e Does otherwritten work and duplicating materialsas needed

Treasurer (ongoing)
. Complete New Leader Orientation at www.campfiresnoco.org/resources.htm
e Collectclubdues
¢ Open Bankaccount following Camp Fire Guidelines(Section77*)
¢ Maintain Clubbankaccountand record book (Section 7*)
e Assist with financial assistance forms(Section 3%)

Reimburse team membersfor program expenditures

Create treasurers report (Section 7%)

e Coordinate 1 additional fundraiser peryearforclub (optional) (Section7*)
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Candy Volunteer (Decemberthrough February)

* 33%ofourCamp Fire Council’'srevenuescome from the annual Candy Sale. Yourclub earns$.35
on every $5.00 box of candy they sell. Aclub of 8 sellersearns$210 if they sell “Fairshare” (75
boxeseach). 15% - Awards, 40%-Product, 12%-organization & managing of sale.

e Attend Candy Parent Training (December) (Section 7%)

Setgoalswith club by deciding what you willdo with the money you raise, and how much each

child needsto sell to earn fundspay theirway.

Place candy order with Youth Events Coordinator by December 1°*

Coordinate attendance at the Candy Rally (January)

Coordinate withyourlocal depot to pick-up candy

Have parentsfill out Parent/Seller Responsibility Agreement priorto picking up candy

Coordinate with adultsthe distribution of candy and collection of money

Tum in candy money weekly to depot

Close books with depot at the end of the sale

Facilitate “Salesand Sense” meetingto earn emblem (optional ) (Sect. 4A National Projects®)

Coordinate site salesforclub (optionalif possible)

Pick up & distribute salesincentives’emblemsfrom Candy depot and at April LeadersMeeting

Trash Your Costume Trail Run Fundraiser (April - June)
e Itisan annual action experience heldthe first Saturday of Nov where kids collect pledgesfrom
sponsors for Camp Fire and your club keeps10% of the fundsyou raise
Attend meetingto learnabout thisfundraiser (Section 7*)
Distribute and explain Trash Your Costume informationto the club
Collectfilled out mailersand turn in to the Camp Fire Service Center
Collect completed participationreport and bring to Camp Fire Service Center.
Pick up and distribute club refund.

Outdoor/Camping Coordinator (ongoing)

Complete New Leader Orientation at www.campfiresnoco.org/resources.htm

Attend Outdoor Training (offered oncein the Spring) (Section4B*)

Reserve Camp Killoqua by filling out the “Application for Club Camping” (Section 4B*)
Include kidsin planning every step of the way

Organize a planning meeting to make sure all membersbring supplies

Oversee outdoorcurriculum

Plan and attend overnight, hikes, cookouts, etc.

Work with club on outdoor skills

Encourage othersto attend Outdoor Training

MORE TEAM POSITIONS

The following are additional positions that will help your club run smoothly.
First Aider (ongoing/rotating)
e Certifiedin CPRand First Aid
e Bringfirstaid kitto every meeting
e Attend club meetings, fieldtrips, overnights, hikes, cookouts, etc.
Newsletter Editor (ongoing)
¢ Prepare and type a monthly or quarterly newsletter forthe familiesand sponsor of your club
e Coordinate with LeadersMeeting representative, the Council Newsletter, and other volunteersto
keep everyone informed of upcoming events
e Encourage membersto write and submit articles
Snack Coordinator (ongoing/rotating)
e Ensure thatsimple, healthy refreshmentsare providedforeach club meeting.
Leader’s Meeting Representative (ongoing/rotating)
e Attend monthly meetingsand report to the newsletter editor, team and youth membersabout area
events. Our Meetingis:
e Helpplan and orcoordinate attendance at Council, Area, orlocal events.

*Referencesin thisform are made to the Camp Fire Snohomish County Council’sLeadersManual
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Awards/Recognition Coordinator (ongoing)

o Keeprecord of the awardsearned by the club (Section 4%)
e Purchase emblemsand orbeadsat the Camp Fire store
e Planrecognition ceremony orevent
e Maintain club scrapbook(optional)
Coordinate Council Fire attendance/participation
Chlld Care Provider (ongoing/otating)

e Baby-sit children of clubleaderswho are attending a training or conducting a club meeting.
Make Phone Calls (asneeded)

e Keepcurrentrosterof all club members

e Call club membersto remind them of special events, meetings, orsuppliesneeded

e Create Phone tree to help managelotsof callsin case of an emergency (optional)
Transportation to events (as needed)

e Filloutandturnininsurance Coverage Request form and turnitin
e Make Sure to follow all Vehicle Safety Procedures, see handout

e Make sure there are atleast 2 adultson all trips
¢ Work with family event Coordinatorto arrange carpool or caravan

IMPORTANT JOBS FOR COMMUNITY FAMILY CLUBS

These are specific to Community Family Clubs

Coordinate Family Events (monthly/ongoing/rotation)

Plan activity or outing formembersof your club using eventplanning sheet
Find out what Club memberswant to do

Maintain communication about what, when, where, cost

Work with transportation volunteersto organize trip

Delegate responsibilitiesas needed

Meal Coordinator (monthly/ongoing/rotating)

¢ Create sign up sheet for potluckto make sure you have complete meal, i.e.: main course, fruit,
vegetables, salad, bread, dessert, drink, etc.

e Remind peoplewhat they are responsible forbringing

¢ Coordinate plates, napkinsand eating utensilsbefore the meeting

e Seethatsetup forpotluckdinneriscompleted

¢ Coordinate clean up and collection of left over supplies

*Referencesin thisform are made to the Camp Fire Snohomish County Council’sLeadersManual



2b38
Nl

/N‘“
Camp Fire
How Would a Club Work? Light the fire within

1. Training —Training isrequiredto workwith kids. The most successful clubshave several trained adults.
Please call the Camp Fire Officeto registerfortrainings.
= New LeaderOrientation,on-linetraining at www.campfiresnoco.org/resources.htm
(1.5—2hrs)
= Basic2 Training,Learn specific detailsaboutthe Program Level you workwith (5 hours)
» Qutdoor Training (offered annually).

2. Our Club Will Meet: Time: From fo
Day of the week

Ourfirst meeting will be

Place

Address Room

3. Checkoutthe Leadership Team Position handoutinthe registrationpacket. Everyonewantsto  help
some way. Thislistwill give you ideashow you can dividethe jobso everyone can help.

Who will be the:
Telephoneperson

Treasurer

Candy Parent

Spring Into Action Coordinator
Newsletter Editor
AREA Meeting Representative

Special Skill or Interest project lead

4. How are we going to share doingthe activitieswith the children?

Leader & Co-leader: Two adults who plans and runsthe meeting with the kids.

Leader & Adult Volunteers: Adult agreesto be present asteam member at all meetings.,
while other Co-leader or volunteersmay rotate.

Leader coordinates meeting schedule. Allparentsare asked to be on a team to run meetings.
An example may be:

Weeky Monthly Interest/Skill Groups Family Committee

5. Registration —Please completeregistration at www.campfiresnoco.org/club/clubprogram.
The Annual Registrationfee is$20.00perchild. VISA and MasterCard accepted.
= Atleasttwo adultsmust register with a club

6. The Uniform foryouth isa solid white top, blue orkhaki pantsand sash orvest for program level.
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Emblem Placement: The Camp Fire identificationand program level are placedover the heart.
Uniforms, emblems, books, suppliesand apparel can be purchased at the Camp Fire Store,
4312 Rucker Ave. Everett Monday—Thursday 8:00a.m.—6:00 p.m.

Club Dues and Expenses —Clubshandletheirown financesand may start a bankaccount.
= Some Clubscollect $10-20 from each memberin the beginning to getgoing.
= Other Clubswill collect dueseach meeting
* You may solicit a sponsorforthe above costs (page Section 7)
= QOurClub Dues will be $ Weekly Monthly  Quarterly Yearly

Fund Raising — Clubs are expected to participate in2 annual Council fundraisers:
= Trash Your Costume — First Saturday in November— recruit a Coordinator
= Candy Sale (late January through mid February) — recruit Candy Parent
= These fundraisers:

» benefityour Club by:
* raising money to purchase recognition beadsand emblems
* raising money to help pay foractivitiesand projects
= benefit the individual by:
= providing recognitionfor effort
= providing Camp Fire currency to help with event/camp expenses
= teaching life skills
= benefit Camp Fire by:
*» helpingkeep program costsas low as possible
= providing training and activity materialsfor adults
= helpingwith financial assistance

Program Books - Camp Fire providesexcellent program materialsthat leaderscan share.
Youth each need a Youth Record Bookfortheirprogram level.

Meeting Snacks are optional. Membersoften take turns, or snacks may be paid forfrom the club
treasury. Don’tforgetto ask yourparentsifthere any food preferencesorallergiesof which all adults
should be aware?

Monthly Newsletters - Every volunteer will receive a monthly newsletter called the Peeks. Thisis
available on our Website orby mail. If you want to receive iton-line, be sure to give your CA youremail
address. We also need a volunteerto create a newsletter with information specific forourclub  to keep

us all up to date.

AREA Meetings — Each Club isencouragedto send at least one adult to these regularly scheduled, local
meetingswhere adults:
e Learn abouteventsand activiiesavailableto Clubs
e Getanswers to questions
Share ideas, songs, gamesand crafts
Meet other Camp Fire volunteers

We meet: Date Time

Place

Camp Fire Volunteers and Support Staff-
We are willingto answer questions. Please call:

Local Volunteer Local Camp Fire Staff




