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PASSAGES HIGHLIGHTED IN GREY: This information may vary depending on your situation and your practices. Depending on your organization, the site manager may be a counsellor, a coordinator, a director or someone else, provided that this person is informed of their roles and responsibilities and provided that all staff recognize that this person has a degree of authority. 


The site manager’s role 

The site manager’s role is to see that the camp runs smoothly.  He or she sees to customer service, personnel management and interventions in problem situations, and ensure that policies and procedures are followed.  

More concretely, it is the site manager’s job to: 

· Receive anyone who comes to the camp and refer them to the appropriate person
· Provide quality customer service
· Pass on information and instructions to the right people
· Respond to questions from staff and guide them
· See that attention is paid to the environment and the safety of premises
· Ensure that equipment is in good condition and is safely used or operated
· Manage any problem situation and perform the necessary follow-up
· Bring any request or problem issue to the attention of camp coordinator/management
· Follow and ensure that existing policies and procedures are followed



XYZ CAMP SITE MANAGERS

	Site manager’s name
	Site manager’s title
	Periods when present at the camp
	Room or place where they can be found
	Contact information

	Joe Blow
	Team manager
	Daycare service 
	Reception table at community centre entrance
	555 555-5555

	Joe Public
	Coordinator
	09:00 – 16:00
	Coordinator’s office
	123 456-7890
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