GUIDELINES FOR TEACHERS AND CHAPERONES


Supervision:  Children are to be supervised by an adult at all times in the dorms: before and after meals, 3:30pm-4:30pm and from 8:45pm-8am.  Please enforce the Buddy System.  Students should always be in pairs.

Any teacher leaving the Outdoor Education Center must let the “Admin ON” know before he/she departs.  At least one teacher or administrator must be on site at all times. 
Setting Expectations:  We ask that teachers communicate dorm expectations to all chaperones before arrival, so that all chaperones are enforcing the same rules.  Please assemble a meeting of your students as soon as possible after arrival to go over your expectations in the dorms.

Adequate Rest: Be sure students are in bed at a reasonable time, no later than 11pm, please! Please do not tell ghost stories.

Appropriate Clothing: Do not let your students leave the dorm without appropriate clothing! If a student arrives to his meeting spot improperly dressed, the student will be sent back to the dorm for proper clothing, which will interfere with hike time.

Hike and Activity Observation: Upon arrival, teachers and chaperones may make arrangements with the Program Coordinator to accompany a group on a lesson. Let the Program Coordinator know if you wish to be a participant or observe. Our general policies are one adult per group, and we ask that you allow the Naturalist to have the first hike alone with the group to establish a leadership role. We also ask that teachers and chaperones do not accompany for Night Hike, as to honor the sharing circle.  We do not allow parents to accompany a hike with his/her own child. 

Verbal and Physical Abuse: Please be firm in not allowing students to hurt each other with words and/or actions. This will help us create a safe and happy learning environment for everyone.

Three Strikes Policy: When a student misbehaves, a first strike may be given. If the student continues to misbehave or misbehaves again, a second strike may be given. At this time the student must call home in the presence of the adult that gave the strike and a Glen Helen administrator to explain why each strike was given and to remind the parent or guardian that if a third strike is received, the parent or guardian will be asked to pick the child up immediately. If the parent or guardian is unable to come, arrangements will be made to take the student back to school or home. Students may be given a third strike for continued misbehavior. Naturalists are trained in other methods of discipline and may choose to give warnings before strikes. Naturalists have the option of leaving extremely disruptive students with teachers or returning them to the Lodge during a hike or activity. Teachers and chaperones may also give strikes. Please check the strike chart in the Staff Office frequently and record strikes as soon as they are given so that a student is not sent home for several minor misbehaviors. Notify the Naturalist and “Admin ON” if a student is given a strike in the dorm, and also if a student receives a third strike and is going home.  Please mark strikes on the strike board located in the staff office.

Illness: Please let the Naturalist and “Admin ON” know if a student is ill and/or cannot participate in a hike or activity. If a student has a fever or a communicable disease he/she must be sent home immediately. Please notify the Naturalist and the “Admin ON” if a student will be sent home.

Accidents: An accident report must be filled out for any accident that requires the opening of a first aid kit.  Reports must be turned into the folder in the Program Coordinators mailbox in the Staff Office of the Lodge. 

Evening Snacks: If you provide an evening snack for your students, please use our cups and dishes rather than disposables. An administrative intern will be available to assist you with preparation and clean-up in the kitchen.

Vegetarian Food: Vegetarian and/or vegan options are served at each meal. The cook makes enough so that teachers and chaperones may taste any dish, but we ask that you eat primarily what you signed up for. There may not be enough for non-vegetarians and non-vegans to have a full serving.

The Golden Dustpan Award: Dorm clean-up takes place after breakfast each morning. Dorms are inspected around 10am and results of which dorm or wing won the Golden Dustpan are announced at dinner. More than one dorm may win the Golden Dustpan each day. 
Campstore: The store will be open at 3:30pm on arrival day. The Program Coordinator will explain the procedures of Campstore during the teacher orientation.

Mid-Week Meeting: Four-day groups will have a mid-week check-in meeting at 3:30pm on Wednesday afternoons to talk about how the week is going. Teachers will meet with Naturalists in the Lodge while chaperones or Outdoor Education Center staff supervises students in the dorms. 
Glen Time: The time on the Lodge clock shows the “Official Glen Helen Time.” Please check that your watch is synchronized.

Security: Keep the dorms locked when no one is there. Do not loan keys to students.

Smoking: Smoking is not permitted in any Outdoor Education Center buildings or in the presence of Outdoor Education Center staff or children. We discourage smoking on our grounds.  If you do smoke, please do not do so in the presence of children and, please, dispose of your filters properly.
Food: A limited area is permitted for food storage in the pantry and cooler in the Lodge and in the refrigerator in Cedar Center.  Do not allow students to keep food in the dorms.  Please enforce this policy to avoid critters in the dorms.
Electronics: Televisions, radios, tape/CD players, video games, cell phones and other electronic devices are not permitted at the Outdoor Education Center unless they are part of an educational or special activity. We ask that teachers and chaperones set a good example for students by leaving these items at home.  Please silence cell phones and use them privately and sparingly throughout your visit. Do not allow students to use your cell phones.
First Aid: Basic supplies are in your dorm bag. Other supplies are located in the Staff Office in the Lodge. Let the Program Coordinator know immediately if something is missing or in low supply.

Maintenance: Promptly report maintenance needs or damages to the Director, Assistant Director, or Program Coordinator. Any damage caused by students will be billed to the school.

Phones: The phone in the Staff Office is for school, Outdoor Education Center business use, and brief local calls only. Student calls are limited to emergencies and notifying parents or guardians of second or third strikes. All student calls must be made in the presence of an adult.

Energy Use: Help us conserve energy and keep costs down by turning off lights and keeping thermostats set at 65 degrees or lower. Leave bathroom lights on at night. Please leave outside lights on when you leave for evening activities because you will be returning after dark! 

Special Sleeping Needs: Please assign sleepwalkers and bedwetters to bottom bunks. 

Ghost Stories:  None, please!

Public Visitors: The Raptor Center and hiking trails are open to the public. Public visitors are not allowed in Outdoor Education Center buildings.  The restrooms in the Lodge and dorms are for school and staff use only. Public restrooms are located at the Glen Helen Building or at Trailside Museum across the preserve.

Evaluation: An exit evaluation meeting will be held on the last day after the morning hike begins. We appreciate your candid reactions to the program, the leadership, the facility, and the food.  We may also ask you to fill out a written evaluation form before you depart the Glen.  
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