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2019 HIRING GUIDELINES

CAMP CONTRACTOR GUIDELINES
2019 Location:
Lester B. Pearson High School

2027 Jasmine Cres

Gloucester ON K1J 8M5
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Children at Risk, Ottawa is committed to providing high quality programs and services to our community. To support the achievement of this objective we recognise the importance of employing the most suitable applicant for all vacant positions. All recruitment and selection procedures and decisions will reflect Children at Risk, Ottawa’s commitment to providing equal opportunity by assessing all potential candidates according to their skills, knowledge, qualifications and capabilities. No regard will be given to factors such as age, gender, marital status, race, religion, physical impairment or political opinions.

Those interested in applying for CAR’s, Camp Kaleidoscope (Camp K), please ensure you have read through this entire document, before completing the New Crew Camp K Application form – 
https://forms.gle/1ZKAYmbSzyg7rUBL6 This link is also available at the end of each job description.
Camp Crew Requirements (MUST meet ALL requirements):
· 16 years of age or older – younger can volunteer
· Available to attend Camp Orientation on July 4, 2019
· If under the age of 18, have a parent/guardian read and sign your Contract of Hire
· Attend a minimum of 1 hands-on interview
· Sign in by 8:45 AM latest, and must be able to work until 4:15 PM on Camp days
· Have your own personal bank account
· Have a valid Social Insurance Number (SIN) and are therefore legally able to work in Canada.
· Those 18 years of age and older require Level 3 - Vulnerable Sector Check from Police Services
· Those under 18 years of age require a Letter of Recommendation
· Complete the New Contractor Form 
1. An email confirmation of receipt will be sent to you upon submitting your New Crew Camp K Application form
2. Individuals, whose applications meet all necessary requirements, will receive a receipt email and confirmation of the date of your first Hands-On interview from your availability.
Note: You will receive an email, the Saturday before your hands-on interview, which will contain details of where, when, what to bring, and what to expect.
· You will also be sent a Google invitation to attend that Saturday
· You MUST confirm your attendance by the Monday deadline
(Please check your spam folder, if not received by the Sunday, then email car.autism@gmail.com)
If you cannot attend your hands on interview, you must email or text, the Camp Director immediately. Spots are limited and we must ensure adequate staffing. Failure to inform the Camp Director ahead of time, and not showing up on the day you are scheduled, will mean you lose your opportunity to be considered for any position, at any of Children at Risk’s programs.
3. The hands-on interview process requires you to attend a minimum of one upcoming Saturday Fun Club Sessions, which runs from 9:30 AM to 3:30 PM. Here you will also have a face to face interview with the Camp Director or other senior Camp personnel. This process also includes an assessment of how well you interact with our ASD youth. This allows the Camp Director to assess your personality, temperament, and how well you engage with the Clubbers. This information then determines which Group and Camper is most suitable for you at Camp K. 
This process also gives you the opportunity to get a feel for what a day at Camp K will be like, meet your peers and leaders, and allow you to make a better judgement as to the level and type of Camper that you are keen to work with. 
Note: If you would like to gain more experience, you may request a 2nd hands-on interview. 

Those joining too late to attend any of our Saturday Fun Club dates may still be considered for contract hire should positions still be available, but will still need to attend a hands-on-interview at a Camp day. 
4. Following hands-on interview(s), you will be advised if your application has been accepted or not.
Note: Priority is given to those available all 5 weeks, but as our Camper registration numbers fluctuate each week, we will accept applicants who are not available all 5 weeks. Hiring is also dependent on the availability of a suitable Camper for you to work with. (Please understand that even if you are available for all 5 weeks, you may not be selected for all 5)
5. Your Contract of Hire for 2019 Camp Kaleidoscope, will be emailed to you and MUST be printed, signed and submitted, at Camp Orientation on July 4, 2019.
Note: If under 18 years of age these must also be signed by a parent/guardian.
Note: It is very important to know, that if you no longer wish to work at Camp K, you MUST advise the Camp Director IMMEDIATELY. She needs to ensure we have enough Crew to support all Campers.
Rules for Camp Kaleidoscope Crew
Camp Kaleidoscope is a specialized Camp that provides a minimum of 1:1 support to its campers, who have been diagnosed within the Autism Spectrum Disorders (ASD). To do this effectively: 
· All Camp Crew must be punctual and reliable. We therefore request that there are no appointments made during regular camp hours that would prevent attendance

· Should an unforeseen circumstance arise, such as a medical emergency or illness, causing you to miss a scheduled shift or shifts, you MUST text or call the Camp Director immediately
· Prolonged time off sick may require crew to be replaced due to our 1:1 Councilor to Camper ratio
· Repeated absences could result in termination of your contract
· Due to the heat/physical activity that comes with this position, you maybe more tired than a regular work/school day - it is recommended you do not have commitments that keep you up late.
· If you are a minor, it is recommended that you discuss with your parent(s)/guardian(s), the importance of the position you are being hired for and the commitment that you have made to Children at Risk
Note: It is very important that your parent(s)/guardian(s) do not make other arrangements or have other expectations for you, during your scheduled shifts. This is a paid position and should be respected as such.
· Those under the age of 18 years of age, MUST also have their parent(s)/guardian(s) read and sign the Contract of Hire, acknowledging the working environment/risks involved in working with vulnerable youth.
Rate of Pay

The starting salary as a Camp Crew Counsellor is $14/hour. Increases in this rate depend on the Camper that you work with. For example: 
· Crew matched with a High Needs Camper may receive a higher rate of pay, determined by that Camper’s needs

Note: Those who request to work with a High Needs Camper should do so because they are prepared to take on the work required and not solely to obtain a higher hourly rate. 

· All Crew matched with high functioning Campers will receive the same basic rate of pay.
· Crew with more experience are expected to work with a High Needs Camper, but have the option to decline. Should you decline to work with High Needs Campers, you will be paid the basic pay rate.
· Crew who have the skills and proven dedication, may be offered promotions to positions of responsibility, such as Group 2nds or Group Leaders. These positions are limited and based on the functionality that the applicant is prepared and experienced to work with.
· These roles require additional skills, as well as a commitment to attend meetings, specific orientation dates, Camp Set-Up/Camp Break-Down duties, extra hours for planning
· These positions ARE open to new applicants, but they are based on experience and skill set appropriate to Camp K
· Each Camp Crew member will receive an unpaid, 30 minute lunch break, unless required to work through their lunch break. In these cases, Crew will be paid for those 30 minutes. (Those not getting a lunch break for any reason must inform the Camp Director immediately).
Before & After Care
We also offer our families the option to sign their children up for Before & After Care, which means Crew may have the option to sign up for additional hours.

Crew who are approved and agree to work Before & After Care hours, are paid $14/hour.
Required Documentation 
Please bring the following documentation to your hands on interview:
1. Social Insurance Number - Provide us with a copy of your SIN card or SIN paper. (If your Social Insurance number begins with a 9, please also provide a copy of your work permit).
Notes: 

· Please check your SIN is valid and does not need to be renewed before Aug. 17, 2019
· Hand written notes of your SIN are NOT acceptable
· You cannot legally use another person’s SIN
· Foreign Students, or those not eligible to be paid, are welcome to volunteer their time.
2. Either a Direct Deposit form from your bank, a void cheque printout or an actual void cheque. 
(You can go into the bank for a printout of this or down load the pdf from your on-line banking. Go into your account and you will find this option available either at the top or bottom of the account list of deposits or withdrawals)
Notes: 

· Hand written details are not acceptable.
· Do not provide your bank statement.
3. Police Check Level 3 for the Vulnerable Sector  This is only required if you are over 18 years of age and over (Cost is $90). Police Checks requested for working at other organisations are acceptable as long as the Document does not expire before 10th August 2019. 
      Police Checks are valid now for 2 years.

4. Letter of Recommendation - For those under 18 years of age from someone that knows you well enough to say that you are suitable to work with vulnerable youth. They must state how they know you and can be from:

· Coach or Teacher
· Guidance counsellor
· Minister of your church
· Previous employer, 
· Can NOT be a family member.
This letter is to be emailed directly to car.autism@gmail.com. The letter must include an email and a telephone number where they can be reached.
5. Complete in full the New Contractor Form 
Volunteering with Children at Risk

Those wishing to gain more knowledge about Autism and experience hands-on involvement with youth on the autism spectrum are welcome. We have provided those in teaching, medical, social work and Police (to mention just a few careers), with valuable training and working knowledgeable of the Autism spectrum. Please indicate any specific experience you are looking for at the end of the application. Those requiring volunteer hours for school are also welcome to apply.
To Volunteer for Camp Kaleidoscope, applicants must complete the New Crew Camp K Application form
https://forms.gle/1ZKAYmbSzyg7rUBL6 
Please ensure you tick the box “Applying for a Volunteer Position”. 
As a small charity, Children at Risk is dependent on Volunteers, to support its fundraising activities. There are many Volunteer opportunities available throughout the year at the following activities and events:
· Selling raffle tickets

· June Family BBQ

· Annual Festivals – Hope, Dragon Boat, Etc. (when we are a recipient charity)

· Pumpkin Fundraising Event, in October

· Volunteering for our Saturday Fun Clubs and/or Family Fun Nights

· March Break Camp

· Camp Kaleidoscope move-in and pack-up.
Anyone interested should email Brenda Reisch, Executive Director, at car@childrenatrisk.ca in order to be added to our Volunteer List.
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