2026 AC HANDBOOK

YOU have been chosen to step up and lead as an Assistant Counselor
this summer! We are excited to see you grow and influence lives as a
red shirt. We believe that every little sacrifice, every difficult moment,
and every fun moment will take you one step closer to developing
into the leader that God has created you to be. You are talented,
smart, and caring, and we can’t wait to see how this summer unfolds!

-Assistant Counselor Leadership
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A Day in the Life of an AC — Arrival + Departure

Arrival
All ACs must be at the arrival area after being dropped off by a parent or driving themselves at 8:00 am sharp.

AC Arrival Location:

*  You will arrive at the AC arrival room inside the church building. This room is on the first floor and is known as

the Middle School Room/Room 113
= DPlease drive down to the back of the church building and pull up to the main doors outside the
rotunda. You can go through those main doors and follow the signs to the arrival location.

* If you are still unsure upon arrival, please head to the parent services office, and your program leadership will be
informed of your arrival.

= Completely Lost? Simply find a leadership blue-shirt counselor with a walkie-talkie, and they will tell you where
to go! You can also call us at 301-835-2267

Arrival Process:
= Arrive with your AC shirt on
*  Arrive at camp between 7:45 and 8:00. If you drive your own car to camp, you need to park on the hedge line
with the other local staff.
*  If you arrive late to camp, you must check in with our parent services team so they can correspond with AC
leadership. PLEASE DO NOT go directly to your group or activity.

Departure

After the final period of the day, group ACs must assist their group to their departure location, and activity ACs must
help their activity counselor pack up the activity for the day.

Departure Process:

*  Departure runs from 3:30 pm to 4:00 pm, followed by a brief AC meeting that goes from 4:15 to 4:30 pm

= ACs will assist with departure by taking campers to their cars or taking them from the group to a blue-shirt staff
member.

*  [F YOU STAY PAST 4:45 pm, YOU ARE REQUIRED TO BE AT EXTENDED CARE. You can play games
with the kids or hang out with them, but you are NOT allowed to be anywhere other than the Extended Care lot
after 4:45 pm.

*  Please let your counselor or leadership know when you leave. They want to say goodbye to you.

**Arrival + Departure are the most important parts of the day. This is where the campers feel welcomed and

loved, and the parents see who Camp Sonshine is and what we are really about. YOU have a vital role in both of those
things going well, and we need you to be on your ‘A’ Game!***
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A Day in the Life of an AC — Things to Know
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As an AC

An AC may be alone with five campers for 7o more than 30 minutes. ACs should not be left in charge of more campers
than that without supervision. IF this is happening or your counselor is asking you to be responsible for more than five
campers for more than 30 minutes, notify your AC counselor or leadership immediately.

First Aid

= Ifacamper is sick or injured, notify the group counselor
*  Find a staff member with a walkie and have them notify the program leadership first
*  Iftaking a camper to the nurses’ station, you must have:

a.  Camper name

b. Camper group number and counselor name

c. Reason for nurse’s visit/what happened

Bus Trips
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= ACs mustsit with campers on the bus and zot with other ACs or counselors
= Always follow the bus rules, and help counselors enforce them
*  Stay awake and engaged (singing songs, chants, games, etc.)

Pool Trips

Pool time is one of the most exciting times for the campers! This is not the time to catch up on your sleep, sun tan, or
social time with other ACs or counselors. This is the best interaction time for you and your campers, so get involved and
make good use of this time. You may also be asked to be a watcher!

Pool Rules:
*  Campers must ask their counselor before going to the restroom.
*  No running — anywhere! The campers will follow your example.
*  No splashing, dunking, or throwing in of campers, counselors, or other ACs or LITs.
*  No flips or diving—- the campers can hurt themselves if they try to copy you.
*  Obey lifeguards —if they blow a whistle, pay attention.

*  Go where you are assigned! If your counselor or the HC on the trip asks you to go to the deep end, go. If they
ask you to sit with the kids on the side of the pool, go. What they say goes.

Group AC Vs. Activity AC

Each of these areas of camp has a great need and needs YOU! You are not more important or less important than any
other area. Your responsibility is to have fun with the campers and make sure they are having fun. You can do this by
playing waiting games, doing chants, and more! Examples:

=  Group
o Pre-K K, 1% 2™
= Activity

o Crafts, Go Karts, Aqua Tag, Turtle Run, Splash Landing, Turbo Slide, Aqua Slide, STEM, etc

o YOU MAY RUN THESE ACTIVITIES. You will be responsible for teaching the kids what to do at
the activity and keeping them entertained while not participating in the activity. You need to
understand the importance of being responsible and what exactly you are responsible for.

What to bring to camp each day
*  Your AC shirt ON and appropriate shorts (see page 6)

* A bag for your lunch and any other belongings you bring to camp. We will not be responsible for keeping them.
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* A warch - being on time to activities and meetings is vital. And using your cell phone for the time is 70z ok!
= Closed-toed shoes :
*  Lunch AND water bottle

*  Apositive, flexible attitude

*  On pool days — bathing suit (see page 6) and towel

What NOT to bring to camp each dayfs
* A negative attitude
*  Electronics (airpods, ipads, etc.)
*  Weapons

*  Cigarettes or E-cigarettes of any kind (vapes)

The Camp FUNdamentals

It is both your responsibility to follow these rules and help the counselors enforce them.

= Keep your hands and feet to yourself

= Choose a positive attitude

*  Treat others how you'd like to be treated
=  Kind words only

You, as an AC, are ot responsible for disciplining campers when they are not following these rules. However, you are
responsible for telling your counselor when campers aren’t following them. Do not just let it slide by. As well as
informing your counselor when rules aren’t being followed, you can also enforce the things your counselor says. For
example, if your counselor sits a camper in timeout, you may make sure that the camper stays in timeout and debrief with
them afterward about it.
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The Four AC Expectations

Speak Life
Be Willing
o To get wet
o Togetdirty
o To be crazy
Stay Busy
Have a Good Attitude

Expectations — The Specifics

The Sonshine Look

If these clothing expectations are not fulfilled, you will have to call your parents, and they will need to bring you the

appropriate clothing. No exceptions. If you/your parents cannot bring you the appropriate items in order to meet these
expectations, you may be asked to go home for the day.

Shirts
o  AC-issued shirts must be worn at 2// times, including on the bus and at Extended Care
o ACs may not give their AC shirt to anyone else

Shorts
o Shorts should be mid-thigh or longer. No short shorts.

o No underwear should be visible (i.e., boxers)

o No open-toed or open-heeled shoes allowed unless at a water activity (Crocs, slides, etc.)
o Shoes must be worn at all times.
Swimsuits
o Ladies, please bring a modest tankini or a one-piece swimsuit. Tankinis should only reveal one inch of
the stomach. If you only have a bikini, your AC shirt must be worn over it, even in the water
o  Everyone should always have shirts on unless at the water. You may be asked to keep your AC shirt on if
the pool is busy. This is so the campers can easily recognize you
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Belongings

*  You are required to bring lunch and a water bottle. We strongly suggest that you also bring a bag to carry all of
your personal items in, as camp will not be responsible for holding your items.

*  While you are at camp, we expect you to be totally focused on your job as an AC. Please do not bring any
gaming systems or electronic devices to camp. These valuables could get broken, lost, or stolen.

= Ifyoudo bringa cell phone to camp, please leave it on airplane mode and put it away. You should never be
talking on the phone while at camp (including extended care). If seen, your phone will be taken.

Behavior

= Camp Sonshine has a zero-tolerance policy with regard to smoking, drinking, drug use, fighting, or theft on or
off grounds

*  Stay with your group at all times unless otherwise instructed by someone in leadership

*  You need to ensure your counselor or AC Counselor knows where you are at all times

= DPlease be sure to attend and participate in all required AC meetings and activities — and be on time!

*  Weall should strive to always include others and avoid forming cliques

*  Younger kids can get scared easily, so please be careful not to scare or frighten campers

= Camp Sonshine has a zero-tolerance policy regarding bullying. This includes bullying campers, other ACs, or
counselors.

*  Public Displays of Affection will not be allowed, and offenders may be asked to leave the AC program at the
discretion of the AC Leadership.

o Neither flirting nor relationships are allowed with campers, LITs, or blue-shirt staff members.
= All ACs are expected to follow the Camp Sonshine staff behavior policy

Attitude

= Itisimportant to treat and talk to your counselor and campers with respect. Treat others the way you would
want them to treat you!

*  Make the decision to be enthusiastic and excited about an activity, no matter how you feel about it.

*  Besomeone who assists the counselor with enforcing the rules in a positive way to the campers and belps them
listen and pay attention to the counselors.

*  Always make sure you are participating in activities and being involved with the campers — this is so important
(i.e. games, songs, assembly).

*  When not at activities, actively play with the campers, making conversation and being involved with
them.

* Create a fun situation out of a potentially boring one (i.e., walking to the bathroom). It’s amazing
how much your attitude toward an activity affects your camper’s attitude.

* Rip your ‘cool’ card and lead with chants, songs, or games with your counselor. However childish and
silly an activity or game may seem, the more excited and enthusiastic you are about it, the more
excited and enthusiastic your campers will be.
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Safety

= Camp Sonshine is a safe environment for both campers and staft who come here.

*  Never be alone with a camper out of sight without adult supervision.

*  Never under any circumstances smack or inappropriately touch a child. You should only ever touch a child
where a bathing suit does not cover.

*  Don’tallow tickling, wrestling, or campers to sit on your lap.

= Never trade food with or borrow items from campers!

*  Practical jokes and pranks can so easily get out of hand or go wrong and hurt someone; therefore, they are not
allowed at camp among ACs or counselors.

= Camp Sonshine has a zero-tolerance policy with regard to fighting. Any conflicts, be it with fellow ACs or
Counselors, should always be resolved in a respectful and professional manner. Please speak to your AC
Leadership if there is a problem or conflict.

= We have zero tolerance for any bad language and cussing at camp. We strongly discourage certain negative words
and phrases around campers, such as “pissed oft”, “shut up” or “that sucks”.

*  Never use inappropriate language or topics of conversation with or around campers

*  Please note: ACs should zever initiate Camp Sonshine’s behavior policy with a camper.

The Red Shirt Way — Skills

As an AC

Being an AC is not an easy task, but don’t worry, we’re going to teach you some skills now! Here are some easy
skills to make your job as an AC a little bit easier.

Caring for Camp Sonshine Campers
* Listening to them
o  Sometimes you may be the only person who will actually listen to them. When a camper wants to talk
to you, let them. Listen to what they have to say and set time aside for them and only them. This can
happen on the bus, at arrival, or any other time.
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Loving them

You remember what it’s like to be a kid. Maybe no one
thought that you were important or that you mattered.
You were just a kid. Well, here at Camp Sonshine,
everyone is important to God, so they are important to
us. We are going to love them and note how they are
special even if they pester us, make us upset, or it's
difficult to love them. That is our job!

Find the odd camper out

Going hand in hand with loving the campers, you know
that you also see campers who aren’t having the easiest
time making friends or talking to the other campers. It’s
your job to be that camper’s best friend. To help them
make other friends in the group and help them to feel

welcome here at Camp Sonshine.

Caring for YOU

As an AC at Camp Sonshine, you are going to be caring for « lot of people. You will have many people who want your
attention and want you to care for them. You must also care for YOURSELF

*  Getting 8 hours of sleep each night is vizal
*  Drink lots of water throughout the day
= Know what refuels you
o  Extrovert — Need time with people you love in order to feel full again
o Introvert — Need time by yourself in order to feel full again
*  Have a daily quiet time to talk to God
*  You have your group counselor or activity head counselor that cares for you. You can talk to them if you need
anything. Please be honest so we can best help you accordingly.

AC Hangouts/Refuel

Every Wednesday, we have an opportunity for the ACs to get to know each other and their counselors better. This will be
a time when you will play games, eat dinner together, and attend Refuel. This is a time of worship as well as a small
devotional with all camp staft.

= We will hang out from departure until Refuel starts
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AC Behavior Policy

Guidelines for AC/Camper Contact:
As an AC, when touching campers, the following guidelines should be followed:

On the hand, shoulder, or upper back

Never against a child’s will

Never against a child’s discomfort, whether expressed verbally or non-verbally
In the company of adults

Never in a place on a child’s body that is normally covered by a bathing suit

No back massages, lap sitting, or shoulder/back rides

In the case that a child discloses they are being abused, or you suspect abuse, notify your AC leadership, and further
action will be taken.

A Discovery camper (Pre-K/Kindergarten) is not considered legally or morally responsible for grabbing an adultin a
private area. At that age, children are still developing an understanding of personal boundaries, social norms, and
appropriate behavior. Their actions are typically driven by curiosity, mimicry, or a lack of awareness—not by malicious or
sexual intent.

However, such behavior should not be ignored. It’s important for the staff involved to:

Stay calm — Avoid shaming or punishing the child harshly.
Set clear boundaries — Gently but firmly explain that touching private areas is not okay.
Teach body safety rules — Reinforce concepts like “private parts are private” and “no one should touch anyone
else’s private parts.”
e Ifan AC is not comfortable with the possibility of such an occurrence, it may not be wise for them to work with

young children

In general, please be aware of and abide by all camp and program rules and procedures. If you are not sure of something,
ask. Take responsibility for your actions; you alone decide if you will make good or bad choices. Failure to comply with
these rules may result in the loss of the ability to participate in a scheduled activity, being sent home from camp or
latestay, suspension and/or dismissal.
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AC Phone Policy:

Camp Sonshine is a unique environment. We are trying to create amazing memories and develop life skills at camp
through staft who are focused on the campers and not distracted. In today’s world, an adult with focused attention on a
child is a fantastic gift that we will bring to our campers. Going on a phone for personal use while with campers is a safety
issue, and it deprives them of the experience we promise to provide: To Create Fun Memories, where Children and Youth

Experience God's love

8-4:30 Staff Rule: Every day at camp from 8:00 am until 4:30 pm, all ACs are required not to use their personal cell

phones/electronics for any reason. No exceptions.

Zero Tolerance Policy: If a phone is seen being used between 8:00 am and 4:30 pm, Leadership will take the phone, and it

can be retrieved after their afternoon debrief is complete and it is 4:30 pm or later that same day.

Three Strikes: If an AC’s phone has been taken three times, they must turn it in every morning before 8:00 a.m. for the
remainder of the summer. Their personal phones can be retrieved every day after their afternoon debrief is complete, and

it is 4:30 p.m. or later. Any further insubordination can result in dismissal.
The Digital Detox Box

A safe, simple, and fun way for those who wish to be proactive with their time at camp. By fostering a fully immersive
camp experience by being fully present and engaged with the camp day, activities, and campers around them. This is also

where phones will be placed if any of the rules above are broken.
AC Dating Policy

AC:s are permitted to date other ACs, but only within your peer group — nobody leading you or being led by you.
However, we ask that whatever happens outside of camp stays outside of camp. Anything that distracts you from the

camper’s safety is prohibited here at camp.
Legalities
Equal Employment Opportunities:

= Camp Sonshine is an Equal Opportunity Employer. Our employment policies are nondiscriminatory regarding
age, sex, color, race, national origin, or disabled status for qualified applicants. We are exempt from the Title VII
requirements as it pertains to our religious beliefs and tenets. The staft of Camp Sonshine attempts to
implement this through recruitment and promotion. The purpose of this policy is to ensure that Camp
Sonshine maintains a healthy work environment in which all individuals are treated with respect and dignity,
while providing the necessary measures for resolving complaints of harassment and discrimination
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Prohibited Activity:

= No employee shall either explicitly or implicitly ridicule or belittle any person
*  Employees shall not make offensive or derogatory comments to any person
* This policy covers all employees, whether the unwelcome conduct originates from an employee or a
non-employee.
o EX: Customers, citizens, contractors, etc.

Supervisory Responsibility:

= Each supervisor shall be responsible for helping prevent acts of harassment
= Each supervisor is responsible for assisting any employee of Camp Sonshine who comes to that supervisor with a
concern of harassment

Employee Responsibility:

= Each employee, including supervisors, of Camp Sonshine are responsible for assisting in the prevention of
harassment.
*  Employees are expected to cooperate fully, whether or not they are directly involved in the incident.

*Please Note: The state of Maryland is an At-Will Employment state. Employers have the ability to dismiss an
employee at any time for any reason or for no reason and without warning, without incurring legal liability as
long as the reason is not illegal.”*

Onboarding/Pay

By participating in the Assistant Counselor Program at Camp Sonshine, you may be able to earn pay or Student Service
Learning (SSL) hours.

Onboarding Requirements

e Required Steps:
o Complete all onboarding paperwork (tax forms, direct deposit, contact information, agreement, etc.).

o Provide current and accurate contact information (email and phone) for both AC and parent/guardian.
o Attend orientation prior to or during the first workday.
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o Deadlines:

o All onboarding must be completed no later than the end of the first scheduled workday.
o ACs may not be paid and should not begin work until onboarding is complete. Any time worked before
completion will be considered volunteer time (SSL-eligible if applicable).

e Communication Process:

O Interview stage: communication sent to AC only
o Onboarding reminders: emails sent to both AC and parent/guardian.

o All official communication will come from recruiting@campsonshine.org,
cblack@campsonshine.org, and arhoden@campsonshine.org

Pay & Service Hours
e SSL and Paid Hours:

o ACs who want to receive both SSL hours and paid hours must complete all SSL hours first.
o Switching between SSL and paid weeks is not allowed once the schedule is set.

e Stipend Structure:

o Camp Sonshine is a seasonal non-profit organization. The AC position is a seasonal role and not
subject to minimum wage laws.

o Compensation is provided as a weekly stipend, based on being present for five full days.

o Ifabsent for any reason, the stipend will be prorated (stipend + 5 = daily rate).

o You will be hired for specific weeks as scheduled by camp. There is no guarantee that you will be hired
every week or for multiple weeks.

e Completion Bonus (if applicable):

o Bonus is based on the number of full weeks (5-day weeks) worked.
o ACs must complete a minimum of 8 weeks of service to be eligible (subject to annual review).

o Deductions for Attendance Issues:
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0 Unexcused late arrivals or other attendance violations may result in stipend deductions.
o Attendance is taken daily. ACs must:

m  Arrive/depart at assigned times.

m  Use designated drop-oft/pick-up locations.

m  Communicate promptly if late, absent, or needing schedule changes.

SSL Hours

e ACs may earn up to 40 SSL hours per week (8 hours/day, 5 days/week).
e Agreements should clearly reflect this weekly total.

Pay + SSL hours will be awarded for:
=  Abiding by the AC Expectations
*  Being present and on time each day as an AC
*  Being engaged with campers
*  Being flexible with the AC Leadership
*  Putting forth good effort every day

Pay + SSL hours may be denied for the following reasons:
= AC does not abide by the AC Expectations
*  AC has been suspended or asked to leave the AC Program

***All pay rates are required to be kept confidential. If they are being shared with other Assistant Counselors
and counselors, you may be asked to leave the Assistant Counselor Program*

Germantown Location Specifics

If you are an Assistant Counselor assigned to the Germantown Location, please refer to the following details that differ
slightly from the information in this handbook.

e Arrive at Camp no later than 8:00 am and report directly to Extended Care, under the Tent. Be sure to pull
into the back of the Church, not the front parking lot
e Germantown ACs will all be assigned to groups; there are no Activity or Support ACs
Bring a swimsuit and a change of clothes daily. The programs you will be serving in have the potential of getting wet
every day.
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Things to Do Before the Summer

Insurance
*  Make sure that you have insurance
o Check with your parents (You’re probably covered by them)
Sign Your Agreement
*  Once you sign the agreement, the dates are final, and if you need to change them, you must do it before the
summer begins, or there could be a penalty
Tax Forms
*  Photo ID + SS card OR birth certificate
= ORaPassport
= These must be turned in before you receive a paycheck

*  Pray for God to prepare your heart. The kids need your love and God’s love. Ask Him to work through you this
summer and to grow you. There are people who really care about you here and want to see you do and be the
best person that you can be. Please take advantage of that and really tap into it this summer!

*  Pray for the campers. They are going through a lot and need God and need yox. You can truly shine God’s light
into their lives and change them if you begin praying for them right now!

Stay in Contact with Us

= Ifyou need anything at all, please let us know! We care about you and want you here this summer, so please let us

know if you need some prayer, a friend, or anything else you could dream of!

*  Email us at recruiting@campsonshine.org with any questions

*  Follow us on Social Media: @sonshinestaft & @campsonshine
Summer Contact
Staffing Coordinator: Abbey Rhoden

Phone: 301-835-2267
Email: arhoden@campsonshine.org
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