
 

 

 
Sta ff Handbook  

 
 
 
 

 

  
 
 
 
 
 
 
 
 
 



2 
 

 

 
 

 

 

 



 
  3 

 

TABLE OF CONTENTS  

His tor y of Camp Doub lecr eek ................................................................................................................... 6 

Join Our Teams! ......................................................................................................................................... 7 

Camp Doubl ecreek Staff Mission Statement  ............................................................................ 9 

Camp Doublecreek Organizational Chart  ................................................................................ 10 

CAMP FACILITIES /EQUIPMENT  ...................................................................................................... 11 

Medical and Safety Policies & Procedures  ....................................................................................... 13 

MEDICAL EMERGENCIES .................................................................................................................. 13 

GENERAL GUIDELINES: ..................................................................................................................... 13 

Stings or insect bites:  ........................................................................................................................... 13 

Head injury, possible broken bone, fainting:  ............................................................................... 13 

Skinned knees, elbows, etc. .................................................................................................................. 13 

Stomachache (real or imagined) & headache  ............................................................................... 13 

Overheated (This is potentially a very serious situation)  ........................................................ 13 

American Disabilities Act Compliance Policy:  .............................................................................. 14 

Interpersonal interactions with campers  ..................................................................................... 16 

Strategies For Preventing Discipline Problems:  .............................................................................. 16 

Additional Tips for Preventing Discipline Problems:  ............................................................. 17 

Strategies for Dealing with discipline problems  ....................................................................... 18 

Major  infr actions (physical contact, sexual ÃÏÎÔÁÃÔȟ ÅÔÃȣɊ .................................................... 19 

Dealing with Specific circumstances:  ............................................................................................ 20 

Homesick Camper (Yes, this does occur at a day camp)  ......................................................... 20 

SPECIAL CAMPERS ............................................................................................................................. 20 

American Disabilities Act Compliance Policy:  .............................................................................. 21 

General P olicies & Procedu res fo r Staff  ............................................................................................ 22 

Clothing and General Appearance:  ............................................................................................ 22 

Internet & Social Networks (These policies refer to any internet postings, social 

network sites, including, but not limited to, facebook, YouTube, Twitter, and Snapchat): 22 

Personal Cell Phones: ......................................................................................................................... 23 

Parki ng: .................................................................................................................................................. 23 

Activity Equipment:  ............................................................................................................................ 23 

Payroll:  ................................................................................................................................................... 23 

Mailb oxes: .............................................................................................................................................. 23 



4 
 

 

No electronic equipment:  ..................................................................................................................... 24 

Telephone: ............................................................................................................................................. 24 

SIGN- IN SHEET........................................................................................................................................ 24 

Time off  .................................................................................................................................................... 24 

July 4th week  ........................................................................................................................................... 25 

Comp time  ................................................................................................................................................ 25 

Early Departure (leaving prior to end of camp day) ........................................................................... 25 

Tuition Discounts for Family Members  ............................................................................................. 25 

General information:  ............................................................................................................................. 25 

Professio na l Conduct Polici es ........................................................................................................... 26 

Group Counselor Policie s and Procedures ........................................................................................ 27 

Monday mornings  ............................................................................................................................... 27 

Explain the following to campers:  ..................................................................................................... 27 

Explain (show) where to get...  ............................................................................................................ 27 

Clipboard Notes  ..................................................................................................................................... 28 

CÈÅÃË #ÁÍÐÅÒÓȭ "ÁÇÓ ............................................................................................................................ 28 

Breaks and Lunch  ................................................................................................................................ 28 

Every morning  .................................................................................................................................... 28 

Morning and After noon Breaks .............................................................................................................. 30 

Lunch Time  .................................................................................................................................................. 30 

Camper Birt hdays ........................................................................................................................... 31 

Swim time  .................................................................................................................................................... 32 

End of the day............................................................................................................................................... 33 

Fridays  ......................................................................................................................................................... 34 

Ribbons: ................................................................................................................................................ 34 

Friday Afternoons: ............................................................................................................................ 34 

0ÁÒÅÎÔÓȭ $ÁÙ ........................................................................................................................................... 35 

Activity Counselor Policies and Procedures  .................................................................................... 36 

(includes Adventure Team, Horseback riding, and the Pool)  ............................................................ 36 

Pickup Point (PUP) Counselor Policies and Procedures  ............................................................... 38 

Lunch Money ............................................................................................................................................. 39 

Please note: ............................................................................................................................................... 42 

Bus Driver Policies and Procedures  .................................................................................................... 43 

Safety Checklist Procedure  ɀ (to be done before you drive the bus each time)! .......................... 43 



 
  5 

 

Weekend before beginning of camp week  ..................................................................................... 43 

Morning Pro cedure  ............................................................................................................................. 43 

On the Way to Camp: ........................................................................................................................... 43 

Arrival at camp:  ................................................................................................................................... 44 

Departure from camp:  ........................................................................................................................ 44 

Afternoon PUP procedure:  ................................................................................................................ 44 

Leaving your bus at night:  ................................................................................................................. 44 

Working with Difficult Parents  ......................................................................................................... 45 

Partnering with Overwhelmed, Anxious, Bossy, Defiant, and Unhappy Caregivers  .............. 45 

Camper Rules and Procedures  .......................................................................................................... 46 

Co-ed Contact: ............................................................................................................................................. 46 

Pool Rules: ................................................................................................................................................... 46 

Horseback Rules:  ........................................................................................................................................ 46 

Farmers and Ranchers  ........................................................................................................................... 48 

MERITS.................................................................................................................................................. 48 

DEMERITS ............................................................................................................................................ 48 

Boys VS. Girls  ............................................................................................................................................ 49 

 

 

  



6 
 

 

HIS TORY OF CAMP  DOUBLECREEK  

Carter and 4ÒÕÄÙȭs youngest daughter, Jane, 

had been attending Lucille Roanȭs 

wonderful Running R Day Camp. Trudy 

became friends with  Mrs. Roan and began 

working at the camp. She came home one 

day and said, ȰI could run a day campȢȱ That 

little  seed of an idea began to grow a few 

years later. 

It all started with a passport.  Trudy was 

teaching school in Austin and Carter was 

head of operations for a great management 

development firm. Carter came home one 

ÄÁÙ ×ÉÔÈ Á ÐÁÓÓÐÏÒÔ ÁÎÄ ÓÁÉÄȟ Ȱ) ÇÏÔ Á ÈÕÇÅ 

promotion and raise ɀ the only problem is 

that I will have to be out of the country a 

great deal ÏÆ ÔÈÅ ÔÉÍÅȢȱ  4ÒÕÄÙ ÄÉÄÎȭÔ ËÎÏ× 

×ÈÁÔ ÔÏ ÓÁÙȢ  #ÁÒÔÅÒ ÃÏÎÔÉÎÕÅÄȟ Ȱ7ÅȭÒÅ ÎÏÔ 

going to do that.  We need to do something 

×ÈÅÒÅ ×Å ÃÁÎ ÂÅ ÔÏÇÅÔÈÅÒȢȱ  ȰAnd what 

×ÏÕÌÄ ÔÈÁÔ ÂÅȩȱ ÁÓËÅÄ 4ÒÕÄÙȢ Ȱ! ÄÁÙ ÃÁÍÐ 

ÆÏÒ ÂÏÙÓ ÁÎÄ ÇÉÒÌÓȟȱ ÒÅÐÌÉÅÄ #ÁÒÔÅÒȢ Ȱ!ÎÄ 

*ÁÎÅ ÃÁÎ ÈÁÖÅ ÁÌÌ ÔÈÅ ÈÏÒÓÅÓ ÓÈÅ ×ÁÎÔÓȟȱ 

Trudy added. 

In March 1970, the sales contract was 

signed for this property . They spent the 

next 15 months remodeling the old farm 

house and building camp facilitie s. When 

deciding what to name the place, they 

looked at an aerial photo of the farm and 

noticed two wet-weather creeks crossed the 

property and emptied into a stock tank. The 

names ȰTwoCreeksȱ and ȰTwinCreeksȱ ×ere 

mentioned, but just ÄÉÄÎȭt sound right. Then 

Carter brought up Ȱ$ÏÕÂlecreeËȱ and it  

sounded ȰÊÕÓÔ ÒÉÇÈÔȢȱ Trudy kept teaching 

school until  May 1971; and Camp 

Doublecreek had the first  camp session that 

summer. 

There was a road on the east side of the 

property that was thought to be a county 

road. It  turned out to be an undedicated 

lane with  no name, so it  was named 

Doublecreek Drive. Carter and Trudy were 

always amused when sometimes the 

campers see the street sign and say, Ȱ/Èȟ 

thatȭs where you got the name for 

DoublecreekȢȱ 

Carter and Trudy summarized: ȰHere we 

are many years later with  thousands of 

former campers, millions  of precious 

memories and hundreds of counselors and 

former counselors who have meant so 

much to usȢȱ

 
CAMP DOUBLECREEK IS... 
 
¶ A place where counselors believe in boys and 

girlsɂnot just some of them, but all of them. 

¶ A horse responding to aids given correctly. 

¶ A basketball finally  sailing through the hoop. 

¶ An American Crawl  successfully mastered over 

the length of the pool. 

¶ A strong adult with  hands over a ÃÈÉÌÄȭÓ on a bat. 

¶ A baby calf drinking from a bottle. 

¶ A tennis ball connecting with  the racquet at long 

last. 

¶ A ÂÕÌÌȭÓ eye (or  close) hit  with  an arrow. 

¶ A work  of art proudly  taken home. 

¶ A special friendship lasting a lifetime. 
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JOIN OUR TEAMS ! 
 

 

 

 

 
Our "Team Carter" and "Team Trudy" 

campaigns are named for the founders of 

Camp Doublecreek. Uncle Carter passed 

away in March 2013 and Aunt Trudy in 

September 2015. They have left behind 

truly inspirational legacies for us to follow. 

"Team Carter" is people working together 

to accomplish goals. It is positive influences 

touching other lives not just at camp but 

everywhere! "Team Trudy" is following her 

legacy of putting others first and loving 

unconditionally everywhere life takes you. 

Join us as a member of Team Carter and 

Team Trudy to take what we do at camp 

beyond the Doublecreek gates!
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