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Camp Staff Employee Handbook
Mission Statement
The mission of the BSA is to prepare young people to make ethical and moral choices over their lifetimes
by instilling in them the values of the Scout Oath and Scout Law
Vision Statement
The BSA will prepare every eligible youth in America to become a responsible, participating citizen and
leader who is guided by the Scout Oath and Scout Law.
Scout Oath
On my honor I will do my best to do my duty to God and my country and to obey the Scout Law; to help
other people at all times; to keep myself physically strong, mentally awake, and morally straight.
Scout Law
A Scout is trustworthy, loyal, helpful, friendly, courteous, kind, obedient, cheerful, thrifty, brave, clean,
and reverent.
Code of Conduct
Our council’s code of conduct is built on BSA values. As such, we acknowledge our responsibility to
ensure its success—individually and collectively—by practicing and promoting the principles of the Scout
Oath and the Scout Law. These values reflect how we want to operate, how we expect our employees to
operate, and how we strive to be seen by others.
We pursue the mission of the Boy Scouts of America with honor, fairness, and integrity, ever mindful to
uphold the values of the BSA in every action and decision. We are committed to act in good faith and to
comply with the rule of law, the Bylaws, Rules and Regulations, and policies of both the council and the
Boy Scouts of America.
Our code of conduct is not intended to cover every applicable law or provide answers to all questions
that arise. Each employee must be able to rely upon personal common sense of right and wrong. Before
undertaking any action on our behalf, an employee should consider carefully whether the conduct is in
our best interest and complies with the spirit and letter of this code and the BSA Bylaws, policies, and
Rules and Regulations, and if it is in compliance with the law.
An employee must not proceed with any action if it is not clearly in compliance with these criteria. In
addition, if an employee believes that the actions of anyone in the workplace are unethical or expose us
or our employees to liability or disrepute—or is unsure of what to do—the employee should report the
situation by contacting his or her manager, or the appropriate level of management to deal with the
situation. This includes any disclosure of “confidential information” (as defined herein) to anyone who is
not an employee or to an employee whose job duties do not require access to that confidential
information.
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Acting with integrity when conducting business is not an occasional requirement; we expect and
demand that our employees act consistently with the highest ethical principles.
The code of conduct sets forth the fundamental principles, policies, and procedures that govern the
conduct of employees. It does not create any rights for any employee. The code does not constitute an
employment contract or an assurance of continued employment. We may modify or repeal the
provisions of the code or adopt a new code whenever deemed appropriate, with or without notice. All
employees must become familiar with the code and conduct themselves strictly in compliance with it
and with the bylaws, policies, procedures, rules, and regulations pertaining to this code.
We are committed to providing a work environment that values diversity among its volunteers and
employees. All human resources policies, guidelines, and activities are intended to create a respectful
workplace where every individual has the opportunity to reach his or her highest potential.
The council is committed to equal employment opportunity and compliance with all applicable federal,
state, and local laws that prohibit workplace discrimination and unlawful retaliation, such as those that
prohibit discrimination on the basis of race, color, national origin, religion, age, sex (including pregnancy,
childbirth, breastfeeding, or related medical condition), gender identity, sexual orientation, marital or
familial status, genetic information, citizenship status, protected activity (such as opposition to or
reporting of prohibited discrimination or harassment), or any other status or classification protected by
applicable federal, state, and/or local laws. This policy of equal employment opportunity applies to all
aspects of the employment relationship, including without limitation advertising, recruiting, hiring,
training, evaluation, promotion, transfer, work assignments, compensation, benefits, disciplinary action,
termination, or any other term, condition, or privilege of employment.
Employment at Will
All employees of the council are employees at will and, as such, are free to resign employment at any
time with or without advance notice. Similarly, the council may terminate the employment relationship
of any individual with or without advance notice. This handbook is merely a guide to policies and
procedures applicable to employees of the council. This handbook is not a contract of employment and
does not alter your employment-at-will relationship with the council. Nothing in this Camp Staff
employee handbook guarantees employment for any specific duration.
Equal Employment
The council is committed to equal employment opportunity and compliance with all applicable federal,
state, and local laws that prohibit workplace discrimination and unlawful retaliation, such as those that
prohibit discrimination on the basis of race, color, national origin, religion, age, sex (including pregnancy,
childbirth, breastfeeding, or related medical condition), gender identity, sexual orientation, gender
identity, marital or familial status, genetic information, citizenship status, protected activity (such as
opposition to or reporting of prohibited discrimination or harassment), or any other status or
classification protected by applicable federal, state, and/or local laws. This policy of equal employment
opportunity applies to all aspects of the employment relationship, including without limitation
advertising, recruiting, hiring, training, evaluation, promotion, transfer, work assignments,
compensation, benefits, disciplinary action, termination, or any other term, condition, or privilege of
employment.
Non-Harassment Policy
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Pursuant to applicable law, it is the policy of the Chester County Council that all employees shall have
the opportunity to work in an atmosphere and environment free from any form of harassment or
retaliation on the basis of any protected category, including, but not necessarily limited to, race, color,
national origin, religion, age, sex (including pregnancy, childbirth, breastfeeding, or related medical
condition), gender identity, sexual orientation, marital or familial status, genetic information, citizenship
status, protected activity (such as opposition to or reporting of prohibited discrimination or
harassment), or any other status or classification protected by applicable federal, state, and/or local
laws. In keeping with that policy, the Chester County Council and Horseshoe Scout Reservation will not
tolerate harassment of any kind by or of any employees or applicants for employment.
“Harassment” is defined as verbal or physical conduct that denigrates or shows hostility or aversion
toward an individual because of his or her race, religion, color, age, gender, national origin, sex, sexual
orientation, veteran status, or protected disability, or that of his or her relatives, friends, or associates,
and that:
1.
Has the purpose or effect of creating an intimidating, hostile, or offensive working environment
2.
Has the purpose or effect of unreasonably interfering with an individual’s work performance
3.
Otherwise adversely affects an individual’s employment opportunities
Examples of harassing conduct can include, but are not limited to, the following:
1.
Use of epithets, slurs, negative stereotyping, or threatening, intimidating, or hostile acts
that relate to race, color, religion, gender, sex, sexual orientation, national origin, age, or
disability; and
2.
Written or graphic material that denigrates or shows hostility or aversion toward an
individual or group because of race, color, religion, gender, sex, sexual orientation, national
origin, age, or disability and that is placed on walls, bulletin boards, or elsewhere on council
premises, or circulated in the workplace or on computers, phones, etc.
3.
Verbal or nonverbal innuendoes that relate to or reflect negatively upon someone because
of their race, color, religion, sex, sexual orientation, gender identity national origin, age, or
disability
Similarly, sexual harassment involves:
1.
Making as a condition of employment unwelcome sexual advances, requests for sexual
favors, or other offensive verbal or physical conduct directed toward an individual because
of his or her sex
2.
Making submission to or rejection of such conduct the basis for employment decisions
3.
Creating an intimidating, offensive, or hostile work environment by such conduct
Conduct which could rise to the level of sexual harassment can include, but is not limited to:
1.
Verbal—sexual innuendo, suggestive comments, insults, threats, jokes about gender-specific
traits, or sexual propositions
2.
Nonverbal—making suggestive or insulting noises, leering, whistling, or making obscene
gestures
3.
Physical—touching, pinching, brushing the body, coercing sexual intercourse, or assault
Such forms of harassment or retaliation may constitute discrimination under various state and federal
laws and will not be tolerated by the Council. Any employee who is found to have engaged in such
conduct will receive disciplinary action up to and including termination, depending upon the
circumstances.
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Any employee or staff member who feels that he or she has suffered any form of discrimination,
harassment, or retaliation by anyone must immediately report the alleged conduct to his or her
area/section director so that an investigation of the complaint can be undertaken. If an employee’s or
staff member’s complaint concerns his or her area/section director, the employee does not have to
report to his or her area/section director. Please review the Open Door Policy in this manual.
Reports will be treated as confidential to the extent possible without impeding the ability of the Council
to conduct a thorough investigation. Any person employed by the Council who is found to have violated
this policy will be subject to appropriate disciplinary action up to and including termination. Further, any
staff member who engages in conduct that violates this policy, or whose conduct would violate this
policy if allowed to continue, is subject to disciplinary action, up to and including termination.
Retaliation or discrimination against an employee or staff member for reporting or complaining about
harassment, discrimination, or retaliation is prohibited. Such misconduct will result in disciplinary action
up to and including termination. Any staff member who knowingly makes a false report of harassment
or discrimination will be subject to disciplinary action up to and including termination.
We trust that all staff members will act in a responsible and professional manner to establish a pleasant
working environment free of discrimination and harassment.
All camp staff members are required annually to complete the Workplace Harassment Prevention for
Employees on-line training.

Open Door Policy
The Chester County Council and Horseshoe Scout Reservation is committed to maintaining a good
working relationship with its employees and camp staff members. However, in any work environment,
there will be occasions when problems and complaints arise. It is important that these problems and
complaints be discussed so that a resolution can be reached. Most problems can be solved; but if they
are not freely discussed, they can become more serious. Therefore, it is the responsibility of everyone to
help maintain a good working atmosphere.
We have adopted the following procedure for handling suggestions, problems, and complaints:
1.
Any staff member who has a suggestion, problem, or complaint should discuss the matter
with his or her area/section director and a report must be filed.
2.
If the suggestion, problem, or complaint is not satisfactorily resolved by the immediate
area/section director, or the problem or concern involves the area/section director, the staff
member may meet with the Program Director or Camp Director who will listen to the
suggestion, problem, or complaint and attempt to recommend a satisfactory solution.
3.
If the suggestion, problem, or complaint has not been resolved, or if the nature of the
problem is such that the staff member does not want to discuss it with area/section director
or Program/Camp Director, he or she may discuss it with the Director of Support Services or
Compliance Office.
Employees may bring issues to the Camp Director or Scout Executive at any time.
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When a staff member uses this Open Door policy, he or she will receive a response. While the Council
may not be able to provide the solution that the employee desires, it will listen to the staff member’s
concerns and have frank and open communication with the staff member regarding any issue he or she
feels needs to be brought to the Council’s attention.
Staff members are encouraged to use the above procedures. Every effort will be made to render a fair
and just decision. Once the decision is made, an explanation will be given to the staff member who
brought the suggestion, problem, or complaint.
Wages, Hours and Workweek
The Chester County Council will deduct from employee’s compensation for federal and state tax
withholding, and FICA. Seasonal employees are paid twice a month, for the pay period of the first
through the 15th and the 16th through the last day of the month. Pay day is one week after the pay
period ends.
All employees receive one-day off for every six worked. Additional time can be taken with Camp Director
approval.
Employee Conduct and Discipline
It is the policy of the council to expect all employees to abide by certain work rules of general conduct
and performance at all times. Managers are expected to monitor and enforce these work rules on a
consistent basis. Employees are subject to disciplinary action for any of the offenses listed below and for
failing to perform their job duties in a satisfactory manner.
It is not possible to list all forms of behavior that are considered unacceptable in the workplace;
however, conduct deemed to be unacceptable behavior may result in disciplinary action up to and
including termination of employment. Management, in its sole discretion, reserves the right to
determine when an employee’s behavior is unacceptable and when and what disciplinary action is
necessary under a given circumstance. Similarly, employees may be subject to discipline for poor
performance and violation of other policies and procedures. The type of disciplinary action that may be
imposed may vary depending on the facts and circumstances surrounding each case. Violations of any of
the policies and procedures contained in this handbook may lead to disciplinary action up to and
including termination of employment.
The type of disciplinary action that may be imposed may range from a verbal warning or written warning
to suspension and/or termination of employment. Nothing in this handbook creates an obligation to
follow any particular disciplinary procedure. Management retains the right and absolute discretion to
discipline employees based on the facts of each case. Management may skip certain disciplinary steps or
repeat certain disciplinary steps depending on particular facts of each situation.
Prohibited Conduct
• Disclosing confidential information to outsiders as defined in the Council’s confidentiality policy
• Gambling or fighting on council property
• Unethical conduct or conduct that creates a conflict of interest
• Stealing the council’s property, a client’s or customer’s property, or the property of any
employee; or misappropriation of council property or the property of other employees or client
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•
•
•
•
•
•
•
•
•
•
•

partners including any violation of supply discount policy; destruction of council property, or the
property of any employee.
Bringing or consuming alcohol or illegal drugs or use of marijuana on camp property
Reporting to work under the influence of alcohol or illegal drugs; possession, sale, or use of
marijuana or illegal drugs or chemicals, or consumption of alcohol
Gross negligence or willful acts in the performance of duties resulting in damage to council
property or injury to others
Insubordination
Violation of the council’s sexual harassment policies
Serious safety violations
Use of threatening or violent behavior
Failure to report personal injury resulting from an on-the-job work situation
Excessive absenteeism or tardiness
Viewing, downloading, distributing, or sending sexual or pornographic material is strictly
prohibited and will result in discipline and/or discharge.
Making maliciously false statements concerning another employee of the council or the BSA, or
a Scouting volunteer

Management reserves the right to take any form of disciplinary action at any time. While the
circumstance of a particular case may result in termination for a first offense, other cases may result in
other forms of disciplinary action. This policy in no way implies any kind of contract or obligation to
follow any particular disciplinary procedure. This policy does not alter the employment at-will
relationship.
Youth Protection and Membership Standards
All persons involved in Scouting shall report to local authorities any good faith suspicion or belief that
any child is or has been physically or sexually abused, physically or emotionally neglected, exposed to
any form of violence or threat, or exposed to any form of sexual exploitation including the possession,
manufacture, or distribution of child pornography, online solicitation, enticement, or showing of
obscene material. This duty may not be delegated to any other person.
Reporting Procedures:
Refer to instructions later in this document. Reporting should be done as soon as the issue has
happened.
Dress Code
All Staff members will be given staff shirts to be worn at all times when working, unless given prior
permission from the Camp Director. Camp Staff are also required to wear their issued nametag with
their uniform. Additional uniform pieces vary by position and camp of employment.
Employment Paperwork
The Chester County Council uses WorkBright for all staff on-boarding paperwork. You are required to
complete all paperwork before your employment begins. The Chester County Council reserves the right
to withhold wages if paperwork is incomplete.
Pets
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Personal pets are not permitted unless approval given by Camp Director. Wild animals are not permitted
to be kept for personal or program use without prior approval.
Vehicles
No one under 21 years of age is permitted to transport any camp staff member for work related
purposes. Refer to Permission to Transport form for additional information. All Youth Protection
requirements must be followed when transporting, even if not off-site.
Leaving Camp
No one is permitted to leave camp without approval of the Camp Director. Everyone must all sign-out
and sign-In in the Headquarters building.
Visitor Policy
Any person who acts in a staff role (teaching classes, providing support, wearing a staff shirt, etc) must
be registered with the BSA. This includes all volunteers. Anyone visitor must be discussed with the Camp
Director. No staff, except the Camp Director, has the ability to allow a visitor onto the property.
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Horseshoe Scout Reservation
Chester County Council, BSA Reporting and Definitions
________________________________________________________________
The Chester County Council, Boy Scouts of America (“BSA”) is committed to providing safe and
abuse free environments for all participants involved in Scouting programs.
Chester County Council and the Horseshoe Scout Reservation follow all BSA Youth Protection
Training requirements and reporting procedures.
The following is a supplement to clarify expectations and response(s) to issues in addition to those
addressed by BSA Youth Protection Policy.
Any suspected or reported sexual or physical abuse of a minor will always be reported to the appropriate law
enforcement agency.
This policy addresses situations, such as appropriate boundaries between adults and minors, and minor to
minor misconduct that may not be indicative of abuse but may still be problematic, unsafe and unacceptable.
In furtherance of the goal of creating a safe environment, the Chester County Council, BSA has adopted the
following policies, divided into five sections:
1. Reporting Procedures and Forms (page 2)
2. Definitions (page 3)
3. Progressive Discipline Options (page 4)

If any situations arise that are not covered by these policies or you are not comfortable reporting via the
procedures on page 2, please report to Jake Segal, Director of Support Services, 610-696-2900 x129 or
jake.segal@scouting.org
All Scouts are entitled to a safe and welcoming environment while participating in Scouting.

Approved by Chester County Council Executive Committee
Friday, June 17, 2022.
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Procedure for Reporting
For Camp Staff

For Troop/Pack Members & Leaders

1. Tell your staff leader (department
supervisor).
2. With your staff leader, complete the incident
report form. (link below)
a. If your staff leader is involved, the
report should be completed with
Melissa Pendill, Compliance Officer.
3. The incident will be sent to the Compliance
Officer, Melissa Pendill for review and
investigation.
4. The incident will then be investigated, and
appropriate action taken.
5. The reporting party will be notified of the
outcome, if permitted by law.

1. Incident must be reported to unit
leadership.
a. If unit leader is involved, report
to camp leadership.
2. Unit Leadership must report to Camp
Director.
3. With the Camp Director, complete the
incident reporting form. (link below)
4. The incident will then be investigated,
and appropriate action taken.
5. The reporting party will be notified of
the outcome if permitted by law.

Reporting
Youth Protection/Membership Infraction
Information Reporting Tool
Use this link to report all allegations of abuse,
violations of BSA guidelines or policies,
inappropriate behavior by a Scout/Scout
leader/parent/other.

Incident Information Reporting Tool
Use this link to report all injuries, illnesses, and
incidents during Scouting activities or on
council-owned properties that require the
intervention of a medical provider beyond basic
Scout-rendered first aid.
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Definitions:
•
•

Minor/Scout is defined as any child under the age of 18 in a BSA program or using Chester County
BSA Scouting areas.
Adult is defined as any staff, volunteer, Scout leader, parent, troop leader or volunteer, age 18 and
over.

•

Bullying is defined as causing another person to feel less safe, fearful, or as though they cannot
participate in the BSA program, either because of physical, verbal, psychological, or electronic
communication behavior.

•

Consent: minors, as defined above, cannot give consent.

•

Hazing is defined as any activity expected of someone joining or participating in a group that
humiliates, degrades, abuses, or endangers them, regardless of a person’s willingness to participate.

•

Physical Abuse is defined as an any non-accidental physical force or injury that is inflicted on a
person and has a substantial risk of causing or does cause bodily injury or emotional harm. This
includes any threat or actual use of a weapon against another.
o

Weapons may include but are not limited to knives, guns, wire, rope, rocks, and any
object used to threaten someone(s).

•

Harassment is defined as unwelcome or unwanted conduct that is used to create an intimidating,
hostile, or abusive environment. Harassment can be verbal, physical and/or electronic.

•

Sexual Harassment is defined as unwanted or unwelcome behavior of a sexual nature, or which is
directed at someone because of their sex, gender, identity, or the status of being transgender which
can include both verbal and nonverbal occurrences that take place in person or through electronic
communication.

•

Sexual Abuse is defined as sexual contact, conduct or behavior that occurs without the consent of
the victim. Minors cannot consent to any sexual interactions, therefore any sexual conduct or contact
between an adult and minor is sexual abuse.
o

Sexual abuse may include a range of behaviors including groping or unwanted touching,
kissing, coercing, or forcing someone to perform sex acts, exposure to sexual material or acts
among other actions.

o

Any sexual contact or conduct from an adult to a minor is considered sexual abuse.

o

Minor to Minor coerced or forced sexual activity, including but not limited to any sexual
conduct or contact that involves threats, coercion, pressure, or a power imbalance is a form
of sexual abuse.

The Chester County Council, BSA reserves the right to take appropriate disciplinary action, up to
and including exclusion from any program and/or campsite, if any person engages in abuse, sexual
harassment, harassment, hazing or bullying of any other person.
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Progressive Discipline Options
For the safety of all participants, Chester County Council reserves the right to discipline involved parties at
the discretion of the camp leadership. Based on the investigation, these are possible outcomes.
Examples of Situations

Camp Staff

Participant

Alcohol Use

Minor:
1. termination, parent notification

Minor:
1. expulsion from property

Adult:
1. termination

Adult:
1. expulsion from property,
notification of Scout Executive

Minor:
1. Notify parent
2. Termination

Minor:
1. Suspension from camp
activities, parent notification
2. Expulsion from property

Bullying
Progressive discipline based on
situation/investigation.

Adult:
1. Termination
2. Notify law enforcement
Hazing
Progressive discipline based on
situation/investigation.

Minor:
1. Notify parent
2. Termination
Adult:
1. Termination
2. Notify law enforcement

Illegal Drug Use or
Distribution
(drugs as defined in Federal Law)

Fighting
Progressive discipline based on
situation/investigation.

Adult:
1. Expulsion from property
2. Notify law enforcement
Minor:
1. Suspension from camp
activities, parent notification
2. Expulsion from property
Adult:
1. Expulsion from property
2. Notify law enforcement

Minor:
1. termination, parent
notification, notify law
enforcement

Minor:
1. expulsion from property,
parent notification, notify law
enforcement

Adult:
1. termination, notify law
enforcement

Adult:
2. expulsion from property, notify
law enforcement

Minor:
1. Camp Service Assignment
2. Suspension w/o pay
3. Termination

Minor:
1. Suspension from camp
activities, parent notification
2. Expulsion from property

Adult:
1. Camp Service Assignment
2. Suspension w/o pay
3. Termination

Adult:
1. Expulsion from property
2. Notify law enforcement

13

Stealing/Theft
Progressive discipline based on
situation/investigation.

Vandalism
Progressive discipline based on
situation/investigation.

Minor:
1. Restitution
2. Camp Service Assignment
3. Suspension w/o pay
4. Termination

Minor:
1. Restitution
2. Suspension from camp
activities, parent notification
3. Expulsion from property

Adult:
1. Restitution
2. Camp Service Assignment
3. Suspension w/o pay
4. Termination

Adult:
1. Restitution
2. Expulsion from property
3. Notify law enforcement

Minor:
1. Restitution
2. Camp Community Service
3. Suspension w/o pay
4. Termination

Minor:
1. Restitution
2. Suspension from camp
activities, parent notification
3. Expulsion from property

Adult:
1. Restitution
2. Camp Community Service
3. Suspension w/o pay
4. Termination

Adult:
1. Restitution
2. Expulsion from property
3. Notify law enforcement

Contact Information
ChildLine: 1800-932-0313
State Reporting
Scouts First Helpline: 844-726-8871
BSA Reporting
Chester County Council Contacts
•
•
•

Melissa Pendill, Summer Camp Compliance Officer: 610-696-2900 x123
Jake Segal, Director of Supp. Svc.: 610-696-2900 x129
Jeffrey Spencer, Scout Executive/CEO: 610-696-2900 x111
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