MARIN COUNTY 4-H CAMP
Camp Supervisor & Committee Chair
Role at a glance: Leads and oversees camp planning, preparation, training, and overall camp operations. Keeps the committee organized, on schedule, and accountable for delivering a safe, educational youth experience.
BEFORE CAMP
Lead committee meetings; set meeting dates, prepare agendas, and maintain momentum toward planning milestones.
Work with the Clerk to maintain the master planning calendar, deadlines, responsibilities, and key camp decisions (dates, location, fees, capacity, and communications).
Coordinate with Youth Staff Advisors and youth directors on staff preparation, schedules, programming, and training.
Oversee camperships/financial aid with the Vice Chair; review registration materials and key plans before publication or implementation.
Ensure required UC Cooperative Extension paperwork and plans are completed, including health care and emergency plans; review the Health, Safety & Wellness Plan and Staff Training Plan.
Support hiring of paid camp staff through appropriate UC procedures and help update the annual evaluation survey.
DURING CAMP
Oversee the full camp program and help lead first-day orientation.
Ensure policies and safety expectations are communicated and followed by adults, youth staff, and paid staff.
Hold daily meetings with adult chaperones/advisors; advise chaperones and support session leaders.
Supervise paid camp staff and coordinate with onsite personnel such as lifeguards and maintenance staff.
AFTER CAMP
Submit incident reports within 48 hours and promptly notify the 4-H Office of major incidents; summarize behavioral/code-of-conduct concerns.
Lead the post-camp debrief; coordinate program/staff/chaperone evaluations with the Clerk.
Prepare the end-of-year camp report, reconcile the budget with the Treasurer, and coordinate the annual inventory.
Important notes: Operating-procedure requirements: at least 25 years old and at least three years of Marin 4-H Camp experience.
Role summary based on Marin County 4-H Camp Committee Operating Procedures and Leadership Planning Timeline.


MARIN COUNTY 4-H CAMP
Assistant Camp Supervisor & Committee Vice Chair
Role at a glance: Supports the Chair and steps in when the Chair is unavailable. Focuses especially on camper recruitment and promotion, adult chaperone recruitment/training, staffing support, and ensuring adequate adult coverage.
BEFORE CAMP
Preside over meetings when the Chair is absent and take on responsibilities delegated by the Chair; succeed the Chair if the position becomes vacant.
Work with the Chair on camperships, financial aid, and fee waivers.
Coordinate camp marketing and promotion to recruit campers; help recruit adult leadership as needed.
Recruit candidates for paid roles such as photographer, cooks, and nurse; confirm cooks and nurse have required certifications.
Oversee adult chaperone recruitment and training before camp, in coordination with the Chair and Clerk.
DURING CAMP
Be visible and actively participate in camp.
Provide chaperones with clear job descriptions, training, and expectations.
Coordinate delegation and rotation of chaperone duties and check in with Tribe Shadows.
Confirm sufficient adult coverage for activities and events.
AFTER CAMP
Contribute to the camp debrief and identify improvements to chaperone recruitment, training, and adult coverage for the following year.
Important notes: Operating-procedure requirements: at least 25 years old and at least three years of Marin 4-H Camp experience.
Role summary based on Marin County 4-H Camp Committee Operating Procedures and Leadership Planning Timeline.


MARIN COUNTY 4-H CAMP
Treasurer
Role at a glance: Oversees camp finances and financial records, including budgeting, payments, purchasing, deposits, reimbursements, reporting, and year-end reconciliation.
BEFORE CAMP
Prepare the annual budget using prior-year records and expected costs; present it to the committee for review and approval.
Secure committee authorization for disbursements and pay approved bills and expenses.
Coordinate purchasing and track costs for food, craft materials, supplies, site fees, staff payroll, and staff training.
Track camp fees and other income; receive, record, and deposit funds into the appropriate camp account.
Maintain accurate records, invoices, receipts, bills, and an up-to-date list of camp property.
DURING CAMP
Track on-site and off-site expenses, payments, and reimbursements.
Monitor spending against the approved budget and communicate financial updates or concerns to the committee.
AFTER CAMP
Prepare final budget reconciliation and review finances with the committee.
Provide monthly and annual financial reports, including itemized income/expenses and balance-sheet information as required.
Prepare records for annual audit or peer review, complete required government reports, and send annual financial reports to the Regional Program Coordinator by September 15.
Maintain compliance with UC and 4-H financial policies and procedures.
Important notes: Camp finances are administered by the Camp Treasurer, with co-signature authority as specified in the operating procedures for the Unified Marin County 4-H Club & VMO leadership.
Role summary based on Marin County 4-H Camp Committee Operating Procedures and Leadership Planning Timeline.


MARIN COUNTY 4-H CAMP
Clerk / Registrar
Role at a glance: Coordinates registration and camp communications from planning through post-camp follow-up. Maintains accurate records and works closely with the Chair, 4-H Office, Treasurer, and Youth Staff Advisors.
BEFORE CAMP
Build and maintain the master planning calendar with the Chair, including deadlines, owners, and milestones.
Oversee camper, youth staff, and adult registration; coordinate fee/application processing and deadlines with the Marin County 4-H Office.
Update registration forms, welcome letters, packing lists, safety information, website content, and other family/staff communications; obtain required review before posting.
Respond promptly to camp questions by phone, email, and letter; maintain the registration spreadsheet and track fees, partial payments, shirts, dietary needs, and other logistics.
Coordinate with the Treasurer on camp fees/deposits and order camp T-shirts or sweatshirts.
Send acceptance notices and welcome information; work with Youth Staff Advisors and Camp Directors on cabin and tribe lists.
DURING CAMP
Oversee the registration/check-in table for campers, youth staff, and adults.
Coordinate distribution of shirts and sweatshirts with designated youth staff.
AFTER CAMP
Create and distribute the camp evaluation survey; compile results for the Chair and committee.
Submit required post-camp paperwork to the UCCE 4-H Office within 14 days after camp ends.
Important notes: The role is commonly called the Registrar and may be shared by one or two people.
Role summary based on Marin County 4-H Camp Committee Operating Procedures and Leadership Planning Timeline.


MARIN COUNTY 4-H CAMP
Youth Staff Advisor
Role at a glance: Recruits, trains, mentors, and supervises youth staff so they are prepared to lead activities and contribute to camp planning and a safe, positive camper experience.
BEFORE CAMP
Recruit youth staff and oversee their application, interview, and selection process.
Plan and lead regular staff meetings and training, including role-specific responsibilities, health and safety, and best practices for working with children.
Work with upper staff/directors to develop detailed session, special-event, campfire, and free-time plans, including learning goals, schedules, and supply needs.
Support staff development, provide advice and counseling, and help youth leaders solve problems.
Coordinate staff roles and T-shirt design; plan staff onboarding and the required Staff Training Weekend.
Work with the Clerk and Camp Director to prepare cabin assignments and tribe lists.
DURING CAMP
Supervise and guide teen staff; participate in onsite training before campers arrive.
Attend staff and daily chaperone meetings; remain available for advice and problem-solving.
Oversee upper staff as they plan and deliver camp programming; involve the Camp Supervisor when camper or staff concerns need escalation.
AFTER CAMP
Debrief the youth staff program, including recruitment, training, mentoring, and areas to improve for next year.
Important notes: Operating-procedure requirement: at least two years of Marin 4-H Camp experience.
Role summary based on Marin County 4-H Camp Committee Operating Procedures and Leadership Planning Timeline.


MARIN COUNTY 4-H CAMP
Safety, Health & Wellness Advisor
Role at a glance: Plans for and oversees the physical and emotional health, safety, and wellness of campers and staff, working closely with the onsite nurse, chaperones, staff, and kitchen team.
BEFORE CAMP
Create or update the annual Camp Health, Safety & Wellness Plan in line with the California 4-H Safety Guidebook.
Prepare chaperones and youth staff to understand and implement the plan and camp safety procedures.
Plan the Wellness Center; inventory supplies and order or replace items as needed.
Develop approaches for supporting participants who are tired, homesick, anxious, feeling left out, or facing other challenges.
Coordinate with kitchen staff on healthy meals/snacks and sanitary conditions.
Prepare orientation information covering first aid, health-center procedures, standing orders, emergency response, parent contact, accident prevention, and risk management.
DURING CAMP
Oversee camp wellness and work closely with the nurse.
Provide ongoing safety reminders/training and be easy for participants and adults to locate.
AFTER CAMP
Contribute to the post-camp review of health, safety, and wellness needs; note supply, planning, or procedure improvements for the next year.
Important notes: The procedures specify that at least one advisor should be a doctor, nurse, EMT, or another person with at least 15 hours of training in pediatric first aid/CPR and prevention of childhood injuries and illnesses.
Role summary based on Marin County 4-H Camp Committee Operating Procedures and Leadership Planning Timeline.


MARIN COUNTY 4-H CAMP
Education Advisor
Role at a glance: Oversees the educational quality and organization of camp sessions, helping ensure activities are engaging, age-appropriate, experiential, and sufficiently planned.
BEFORE CAMP
Support and guide Session Directors as they design educational sessions for campers of different ages and interests.
Train Session Directors to plan, organize, and facilitate a session.
Collect and review written session outlines; check that each session includes a full one- or two-hour learning experience and that any filler activities relate to the topic.
Create a master schedule/list showing session topics, locations, capacity, duration, assigned adult advisors, and staff participation.
Ensure enough sessions are available for all campers and staff during each time block.
Write brief descriptions of sessions and check that leaders know how often they will present and have enough materials.
DURING CAMP
Ensure campers, staff, and/or tribes are assigned to sessions and that sign-up sheets are available and easy to use.
Visit sessions when possible, note what is working or where help is needed, and share feedback with session leaders or at staff meetings.
AFTER CAMP
Gather session feedback and identify improvements to educational content, scheduling, supplies, and leader support for the following year.
Important notes: The procedures emphasize environmental education and experiential learning experience for this position.
Role summary based on Marin County 4-H Camp Committee Operating Procedures and Leadership Planning Timeline.


MARIN COUNTY 4-H CAMP
Mess Hall Manager / Kitchen Supervisor
Role at a glance: Coordinates camp food service so meals and snacks are safe, timely, nutritious, and appropriate for the needs of campers and staff. Oversees kitchen logistics, food inventory, vendors, and kitchen support assignments.
BEFORE CAMP
Review prior-year food-service feedback and food-safety guidance; develop a menu and estimate food costs for the full camp population.
Coordinate with the Chair and Treasurer on budget approval, food donations, vendor quotes, purchasing, and delivery schedules.
Coordinate with the Clerk and Safety, Health & Wellness Advisor to confirm allergies and dietary needs; plan suitable options.
Assess kitchen equipment and inventory; calculate quantities, organize food storage and labeling, and plan refrigeration.
Confirm food-handler certifications for adults helping prepare or serve food.
Create a daily food-preparation and serving schedule, assign kitchen support/chaperone jobs, and stock sanitizing and cleaning supplies.
Coordinate with guest chefs and confirm any special meal arrangements.
DURING CAMP
Oversee kitchen operations, support-staff scheduling, meal preparation, and meal service.
Ensure food-safety and timing expectations are met; communicate daily with the Camp Chair about meal coordination.
Track food and supplies, adjust quantities or orders as needed, and oversee end-of-day cleanup and waste management.
AFTER CAMP
Complete an inventory of remaining food and supplies.
Ensure the kitchen and dining areas are fully cleaned and reset.
Provide a brief report with food-service feedback and recommendations for next year.
Important notes: The operating procedures require adults involved in food preparation or handling to have Food Handler certification. The checklist adds the detailed kitchen planning and service responsibilities summarized here.
Role summary based on Marin County 4-H Camp Committee Operating Procedures and Leadership Planning Timeline.




