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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

CAMPS/SPECIAL EVENTS USING COLLEGE FACILITIES

I.
POLICY

1.00
GENERAL STATEMENTS

1.01
No facility charges will be incurred if all proceeds are going into fundraising accounts, but all expenses must be paid from Camp proceeds and an expense report sheet must be completed and filed with the Athletic Director.  Any college employee who wishes to work a camp during their regular scheduled work day must obtain permission from his/her supervisor and Athletic Director.
1.02
If coaches are paying themselves for working the Camp or event, they must have enough money in their fundraising account to cover all current year expenses including, but not limited to, out-of-state scholarships, assistant coaches, and facility improvements to which their program has committed.  Coaches must follow either option A or option B listed below.
A. College Coaches shall form a Corporation to operate camps and to employ College Coaches, other college employees, and other individuals who are not college employees.   Employees of the Corporation will have to abide by the following duties and obligations:
1. Release and Hold Harmless.  Prior to the start of any camp activities, the Camp shall obtain a properly executed Release and Hold Harmless form from each camper’s parent or legal guardian.
2. Camp Report.  Within 30 days following the end of the camp, the Coach shall complete a camp operations report and file it with the Athletic Director.
3. Camp Expenses.  All camp related expenses of any kind, including, but not limited to, mailing and copying, shall be the sole responsibility of the Camp and not the College.  The Camp shall be responsible to ensure that no College resources are used to organize, advertise, or conduct the Camp except as approved by the College.
4. Vehicles.  College vehicles shall not be used for camp operations unless approved by the College.
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5. Sponsorships.  The Camp shall not have corporate sponsorships, unless approved by the Athletic Director and President.

6. Insurance.  The Camp agrees to purchase insurance to cover liability of campers and staff.  The Camp agrees that the insurance purchased shall be primary coverage.  The Camp shall provide a copy of the certificate of insurance to the college prior to the start of the Camp.

7. Camp Housing and Dining.  The Camp will contract separately with College Housing and Dining Services.  The Camp will ensure that a Camp staff member is present on each floor of the residence hall where campers are located.

8. Escorting Campers on Campus.  The Camp shall provide for supervision of campers while they are walking to and from various points on campus.

9. Payment to College.  The Camp will be charged a daily usage rate for any and all college facilities on and off campus, as outlined in the facilities usage policy.

10. College Employees Working Camp.  Any college employee who wishes to work the Camp during their regular scheduled work hours, must obtain permission from his/her supervisor and the Athletic Director.  College employees shall be required to take personal leave or vacation time if the camp falls within the scheduled work hours.

B. College Coaches shall be paid through payroll and run all expenses through the College.  A copy of the Camp Operations Report will be submitted to the Business Office in order to receive payment.
1. Release and Hold Harmless.  Prior to any camp activities, the Camp Director shall obtain a properly executed Release and Hold Harmless from every camper’s parent or legal guardian.

2. Camp Report.  Within 30 days following the end of the Camp, the Camp Director shall complete a Camp Operations Report and file it with the Athletic Director.

3. Camp Expenses.  All camp related expenses of any kind, including, but not limited to, mailing and copying, shall be the sole responsibility of the Camp and not the College.  The Camp shall be responsible to ensure that no College resources are used to organize, advertise, or conduct the Camp except as approved by the College.
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4. Vehicles.  College Vehicles shall not be used for camp operations unless approved by the College.

5. Sponsorships.  The Camp shall not have corporate sponsorships, unless approved by the Athletic Director and President.

6. Insurance.  Liability Insurance will be covered under the College’s current insurance policy.
7. Camp Housing and Dining.  The Camp will contract separately with Dining Services for all food services.  The Camp will ensure that a Camp staff member is present on each floor of the residence hall where campers are located.

8. Escorting Campers on Campus.  The Camp shall provide for supervision of campers while they are walking to and from various points on campus.

9. Payment to College.  The Camp will be charged 30% of the Camp fee before expenses for use of utilities and housing.  There will be no additional cost for housing when doing a residential camp unless there are damages or excessive clean-up is required.

10. College employees working camp.  Any college employee who wishes to work the Camp during their regular scheduled work hours, must obtain permission from his/her supervisor and the Athletic Director.  College employees shall be required to take personal leave or vacation time if the Camp falls within the scheduled work hours.  If part-time assistant coaches work camps, they cannot work more hours than their contract states.
Adopted:  4/5/2016
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