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PROGRAM SUMMARY 

 
Mission Statement:  The C.A.M.P. program will improve the career 
knowledge, self-awareness, and self-efficacy of middle school children who 
are experiencing homelessness. 
 
Target Audience 
 
The C.A.M.P. program will serve middle school-aged children who are 
residing in the Homeless Families Foundation’s (HFF) Family Shelter.  These 
children meet the Federal definition of homeless and often participate in a 
variety of after school and summer educational and recreational activities 
housed in HFF’s Dowd Recreation Center.  The C.A.M.P. program is one of 
these after school and summer program options. 
 
Location 
 
The C.A.M.P. program’s classroom-based activities will take place in HFF’s 
Dowd Recreation Center, located at 33 N. Grubb Street, in Columbus.  
Community-based activities will take place throughout the Columbus area at 
employer sites that will offer a variety of career exploration options.  All 
employer sites will be evaluated with regard to their ability to contribute 
toward program goals and provide a safe, effective learning environment for 
middle school-aged children.   
   
Goals 
 
The C.A.M.P. program will enroll a minimum of ten participants per session.  
Sixty percent (60%) of all enrolled participants will complete the eight-week 
program.  Eighty-five percent (85%) of all program completers will 
demonstrate an improvement in their ability to: 
 
 

1. Identify their PERSONAL STRENGTHS; 



2. Describe their PERSONAL INTERESTS, VALUES, and 
CHARACTERISTICS; 

3. Identify appropriate CAREER OPTIONS based on their personal 
strengths and personalities; 

4. Identify CAREER AND LIFE RESOURCES in the community; and, 
5. Identify effective CAREER PLANNING strategies. 

 
Staffing 
 
The C.A.M.P. team will consist of: 
 

! C.A.M.P. Program Coordinator (1) 
! Project Connect Coordinator (1) 
! HFF Site Coordinator (1) 
! Curriculum Coordinator (1) 
! Career Exploration Site Coordinator (1) 
! Additional HFF and CPS staff may be utilized to provide ancillary 

support as needed 
 
Session Dates 
 

! School Year Session 1:  This session will take place in the first half 
of the school year, between September and December.  Ideally, this 
session will end prior to the winter holiday season; 

 
! Summer Session:  This session will take place during summer recess 

between June and August.   
 

! School Year Session 2:  This session will take place in the last half of 
the school year, between January and April.  Ideally, this session will 
start after the New Year holiday and end prior to Spring Break; 



Service Delivery 
 
As noted above, three sessions will occur each year.  Each session will be 
approximately eight weeks long.  The first half of each session will focus on 
curriculum-centered, classroom-based activities that are led by a qualified 
Columbus Public Schools teacher.  The last half of each session will focus on 
community-based career exploration activities that are coordinated and 
supervised by a qualified Career Exploration Site Coordinator. 
 
The following will be accomplished by program staff during the 
classroom/curriculum-based component of each session: 
 

! Administer a pre-program survey of participants’ self-awareness, 
career knowledge, and self-efficacy; 

! Deliver the established curriculum to all participants; 
! Record attendance for all participants; 
! Record key interests, values, and abilities for all participants; 
! Record behavioral information for all participants; 
! Prepare all participants for community-based activities; 
! Draw connections between the classroom-based learning outcomes 

and the community-based career exploration activities for all 
participants; 

! Identify those participants who will be assigned to community-based 
sites.  Plan and confirm each participant’s site visits; 

! Establish a follow-up plan for any participant who is not assigned to a 
community-based site; and, 

! Ensure a seamless transition from the classroom-based component to 
the community-based component of the program for each participant. 

 
The following will be accomplished by program staff during the community-
based component of each session: 
 

! Coordinate and facilitate the community-based career exploration 
activities of all participants.  This includes transportation and other site 
logistics; 

! Ensure that learning takes place surrounding the career exploration 
activities of all participants; 



! Draw connections between the career exploration activities and real-
life experiences/choices of all participants; 

! Plan a formal presentation through which participants will share their 
experiences and lessons learned.  This presentation will take place 
during a culminating event in which participants are honored and 
recognized; 

! Formally document the activities and learning outcomes that occur 
during the career exploration site visits; and,  

! Administer a post-program survey of all participants’ self-awareness, 
career knowledge, and self-efficacy. 

 
NOTE:  Session lengths may vary due to unforeseen circumstances 
such as inclement weather, curriculum changes, site logistics & 
availability, etc.  In the absence of these circumstances, each 
session should be eight (8) weeks long, with four (4) weeks of 
classroom-based and four (4) weeks of community-based activities.  
The weekly schedule will depend on the time of year and Dowd 
Recreation Center and staff availability.  History suggests that the 
learning activities described in this plan can be accomplished with 
two 90-minute weekly meetings.    
 
To ensure that appropriate career exploration sites are available to program 
participants each session, site development and maintenance will take place 
continuously, under the guidance of the Career Exploration Site Coordinator.  
Thus, the number and diversity of available sites will increase over time.  
When necessary, program staff will endeavor to develop career exploration 
sites that are highly relevant to the needs of session participants.  
 
Planning Schedule 
 
Initial planning for each session will take place on the following timeline: 
 

! School Year Session 1—early December 
! Summer Session—early May 
! School Year Session 2—early August 

 
During initial session planning, program staff will: 



 
! Review the existing career exploration sites; 
! Establish preferences for the development of new career exploration 

sites; 
! Establish career exploration site development deadlines, if necessary; 
! Establish student recruitment plans and deadlines; 
! Establish session dates and identify major session milestones. 

 
Following initial planning, the planning team will meet monthly to implement 
the program and perform ongoing quality control activities. 
 
Staffing and Responsibilities 
 
Thorough Position Descriptions are provided at the end of this section.  
Below is a summary of major program activities and essential staff. 
 
Meetings:  Planning meetings and monthly staff meetings will be planned 
and facilitated by the C.A.M.P. Program Coordinator, who will maintain 
and distribute official records of all proceedings.  Other Essential Staff:  All 
planning team members are expected to attend planning meetings and 
monthly staff meetings.  Absences should be reported to the C.A.M.P. 
Program Coordinator in advance. 
 
Administrative Tasks:  Purchasing, staffing, infrastructural decisions, and 
formal outcomes reporting will be facilitated by the C.A.M.P. Program 
Coordinator.  Other Essential Staff:  All planning team members will 
address administrative needs with the C.A.M.P. Program Coordinator on a 
timely, as-needed basis. 
 
Career Exploration Site Development:  The Career Exploration Site 
Coordinator will develop and maintain an up-to-date and thorough written 
record of available community-based career exploration sites.  The Career 
Exploration Site Coordinator will ensure that site personnel are oriented to 
the program and capable of meeting the program’s needs.  The Career 
Exploration Site Coordinator will be present for and facilitate all site-based 
activities involving program participants, or will arrange in advance for a 
suitable replacement.  The Career Exploration Site Coordinator will maintain 



a thorough written record of all activities and subsequent learning outcomes 
for each participant.  Other Essential Staff:   All planning team members 
will provide input into the site development process.  The Curriculum 
Coordinator will work closely with the Career Exploration Site Coordinator to 
ensure a seamless and effective transition for participants from the 
classroom component to the community-based component of the program. 
 
Career Exploration Site Orientation:  The Career Exploration Site 
Coordinator will plan and facilitate the orientation of community site 
personnel.  The Career Exploration Site Coordinator will ensure that the 
orientation activities are thoroughly documented in writing so as to protect 
the safety of all participants and the integrity of the C.A.M.P. program.   
Other Essential Staff:  At the discretion of the Career Exploration Site 
Coordinator, any program staff can be involved in the orientation process.         
 
Participant Recruitment:  The HFF Site Coordinator will manage the 
participant recruitment process for each session.  This process includes 
identifying participants and ensuring that all necessary parent notification 
and record-keeping processes are completed in a timely manner.  All 
participant information must be communicated to the Curriculum 
Coordinator and Career Exploration Site Coordinator prior to program start.  
Other Essential Staff:  At the discretion of the HFF Site Coordinator, any 
program staff can be involved in the recruitment process.         
 
Participant/Parent Orientation:  The HFF Site Coordinator will 
schedule and manage participant/parent orientation activities.  The 
Curriculum Coordinator and Career Exploration Site Coordinator will be 
incorporated into the participant/parent orientation process.  Other 
Essential Staff:  At the discretion of the HFF Site Coordinator, any program 
staff can be involved in the recruitment process.         
 
 
Classroom Management and Curriculum Delivery:  The Curriculum 
Coordinator will ensure that the learning objectives are achieved by 
delivering the chosen curriculum effectively.  The Curriculum Coordinator will 
maintain a thorough written record of each participant’s involvement in the 
classroom.  The Curriculum Coordinator will communicate to the Career 



Exploration Site Coordinator all pertinent participant information to ensure 
appropriate site development and placement.  The Curriculum Coordinator 
will ensure that a pre-program survey is completed by each participant.  
Other Essential Staff:  The Career Exploration Site Coordinator will 
participate in classroom-based activities to ensure that participants 
matriculate seamlessly from one program component to the other. 
 
Career Exploration Activities Management:  The Career Exploration 
Site Coordinator will ensure that the learning objectives are achieved by 
coordinating and managing the implementation of effective community-
based career exploration activities.  The Career Exploration Site Coordinator 
will maintain a thorough written record of each participant’s involvement in 
the community-based component of the program.  The Career Exploration 
Site Coordinator will ensure that a post-program survey is completed by 
each participant.  Other Essential Staff:  The Curriculum Coordinator will 
participant in community-based activities to ensure that participants 
matriculate seamlessly from one program component to the other and 
connect learning outcomes in the classroom to practical activities and 
choices in the community. 
 
Culminating Event/Activities:  The Career Exploration Site 
Coordinator and Curriculum Coordinator will assist participants in the 
development of a formal presentation in which they will share their 
experiences and lessons learned.  This presentation will be given by the 
participants at a culminating event that is to be planned by the Career 
Exploration Site Coordinator (with input and assistance from other C.A.M.P. 
staff as needed).  Administrative tasks related to this event, such as 
purchase order development, will be communicated to the Program 
Coordinator in a timely manner.  Other Essential Staff:  All staff who have 
contact with participants and their families will be invited to attend this 
event.  All career exploration site personnel who have contact with 
participants and their families will be invited to attend this event.   
 
PROGRAM IMPLEMENTATION 
 
The C.A.M.P. program was developed to serve an inherently mobile 
population.  All participants will be HFF family shelter residents who meet 



the Federal definition of homeless.  Because this living environment is 
temporary (families move into the shelter on a continuous basis, and the 
maximum stay is 90 days), the C.A.M.P. program must be flexible.  The goal 
of the program is to provide life-enhancing education and career 
development opportunities to all middle school-aged children residing in the 
HFF family shelter regardless of their move-in and move-out dates. 
 
Program staff will encourage all students to demonstrate positive attendance 
habits and active participation in all program components.  Because career 
exploration site placement options may be limited, priority in placement will 
be given to students who adhere to these expectations.   
 
The C.A.M.P. program will endeavor to: 
 

! Prepare each participant for career exploration site placement(s) by 
teaching him/her the behavioral and critical thinking skills he/she 
needs to self-evaluate, explore, and interact in the world of work; 

 
! Develop, for each participant, one or more site placement(s) that 

relate to his/her interests; 
 

! Assist each participant in the development of a long term career 
exploration plan; 

 
! Assist each participant in the development of a positive self-concept; 

 
! Assist each participant in the identification and/or development of an 

information and support network that can be relied upon in times of 
need.  This will include development of the skills needed to access that 
network at will. 

 
! Engage in an ongoing quality control inquiry so as to maintain an 

effective and satisfying program for participants, staff, and community 
partners. 

 
! Honor participants and their accomplishments by showcasing their 

efforts through a variety of programs and events. 



 
! Contribute to the Columbus Public Schools’ standing as a local and 

national leader in providing creative, high-quality educational 
programs for students experiencing homelessness. 

 
RECORD KEEPING 
 
All program participants and activities will be recorded using the formal 
reporting procedures outlined below.  Original records will be maintained 
by the HFF Site Coordinator.   
 
Forms:  The following forms will become part of the permanent program 
record.  Form completion and disposition will be managed in a timely fashion 
by the listed staff. 
 

! Student Information: HFF Site Coordinator (Section 1), Curriculum 
Coordinator (Section 2), and Career Exploration Site Coordinator 
(Section 3) 

! Career Exploration Site Information: Career Exploration Site 
Coordinator 

! Classroom Activities Log: Curriculum Coordinator 
! Community Contact Log: Career Exploration Site Coordinator 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 



C.A.M.P. Student Information Form 
 

SECTION 1: Enrollment (to be completed by HFF Site Coordinator) 

 

Session (check one):       Year: 20_____ 

! School Year 1  

! Summer  

! School Year 2  

 

Last Name:  _________________________________________ 

First Name:  _________________________________________ 

Parent(s):  _________________________________________ 

School:  _________________________________________ 

Grade Level: ______ 

Home Address: _________________________________________ 

Phone:  (     ) __________________ 

 

Special considerations upon enrollment: 

Health:  _________________________________________ 

Language: _________________________________________ 

Learning: _________________________________________ 

Transport: _________________________________________ 

Behavior: _________________________________________ 

Other: _________________________________________ 

! NONE  

 

Check all before referral to Curriculum Coordinator: 

 

! Emergency card on file 

! Parent orientation completed 

! Student referred with copy of this form to Curriculum Coordinator 

! Transportation needs (if any) communicated to Project Connect Coordinator 



C.A.M.P. Student Information Form-Page 2 

SECTION 2:  Admission (to be completed by Curriculum Coordinator) 

 

Classroom Attendance 

Session Date Time Present Absent 

1     

2     

3     

4     

5     

6     

7     

8     

 

Primary Interest Area(s): 

1.  ___________________________________________________ 

2.  ___________________________________________________ 

3.  ___________________________________________________ 

 

Special considerations upon or after enrollment: 

Health:  _________________________________________ 

Language: _________________________________________ 

Learning: _________________________________________ 

Transport: _________________________________________ 

Behavior: _________________________________________ 

Other: _________________________________________ 

! NONE  

 

Check all before referral to Career Exploration Site Coordinator: 

! Student is appropriate for site placement  

! Student is prepared for transition to site (including transportation) 

! CAMP uniform provided to student 

! Student referred with copies of this form and coursework to Career Exploration 

Site Coordinator 



C.A.M.P. Student Information Form-Page 3 

SECTION 3:  Placement (to be completed by Career Exploration Site Coordinator) 

 

Site Name:  _________________________________________ 

Additional site information can be found on the Site Information Form that corresponds to this site. 

 

Career Exploration Site Attendance 

Session Date Time Present Absent 

1     

2     

3     

4     

5     

6     

7     

8     

 

Primary shadowing experience(s): 

1. __________________________________________________ 

2. __________________________________________________ 

3. __________________________________________________ 

 

Special considerations upon or after site placement: 

Health:  _________________________________________ 

Language: _________________________________________ 

Learning: _________________________________________ 

Logistics: _________________________________________ 

Behavior: _________________________________________ 

Other: _________________________________________ 

! NONE  

 

Check all before program completion: 

! Student Satisfaction Survey administered 

! Student prepared for transition to culminating event 

! All original program documents submitted to HFF Site Coordinator 

 

Career Exploration Site Information Form 



 
Session (circle one):  School Year 1 Summer School Year 2  
Year:  20_____ 
 
Site Name: ______________________________________ 
Address: ____________________________________ 
Phone: (       ) _______________________________ 
Fax:  (       ) _______________________________ 
Web:  www. _______________________________ 
 
Site Manager/Contact Name: ____________________________ 
Phone: (       ) _______________________ 
 
CPS Staff Assigned to Site: ______________________________ 
Phone: (      )________________________ 
 
Primary Business Type: ____________________________ 
 
Primary Business Function(s):  
1.  ____________________________  
2.  ____________________________  
3.  ____________________________  
 
Primary Site Activities: 
1. ____________________________ 
2. ____________________________ 
3. ____________________________ 
 

Student 
Participants 

Employee 
Participants 

Employee  
Job Titles 

Employee 
Oriented? 

   !  

   !  

   !  

Start Date End Date Days Times 

    



A.C.E. Community Contacts Log 
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Staff: ___________________Signature: _____________________ 



C.A.M.P. 
Classroom Activities Log 

 

Class Date: _________________ 

 

Class Time: _________________ 

 

Today’s Activities: 

 

1. ______________________________________________ 

 

2. ______________________________________________ 

 

3. ______________________________________________ 

 

Notes: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Instructor: ___________________ Signature: _________________ 



Program Coordinator Responsibilities: 
 
Provide program oversight of and ensure accountability at all program 
levels; 
 
Ensure adequate staffing of all program positions; 
 
In conjunction with the Project Connect Coordinator, manage all budgets, 
expenditures, and special considerations, decisions, and changes; 
 
Ensure that all required program data and documentation is acquired in 
accordance with the Master Plan; 
 
Maintain copies of all program data, descriptions, and reports; 
 
Facilitate all staff meetings, including scheduling, invitations, agendas, 
minutes, and information distribution; 
 
Ensure program viability and quality, requiring ongoing review of 
customer/student satisfaction data and other program data (i.e. hours 
worked, numbers served); 
 
Ensure that all program partners are duly recognized for their involvement in 
the program.  Suggested methods of accomplishing this will be decided by 
the Planning Team and may include but not be limited to Thank You cards, 
certificates of appreciation, student-centered projects/gifts, etc.   
 
 



 

Career Exploration Site Coordinator Responsibilities: 
 
Based on the decisions of the CAMP Planning Team, develop appropriate 
career exploration sites in a timely fashion.  Complete a Career Exploration 
Site Information form for each site; 
 
Provide Program Coordinator with biweekly accounts of all site development 
activities via the Community Contacts Log or Career Exploration Site 
Information form. 
 
Orient all career exploration site employees and other key site personnel to 
the C.A.M.P. program, its mission, expectations, limitations, etc. (See Career 
Exploration Site Employee Orientation Guide); 
 
Become familiar with C.A.M.P. participants and their unique strengths, 
resources, abilities, interests, weaknesses, preferences, etc. to ensure 
appropriate, meaningful site placement.  It is recommended that the Career 
Exploration Site Coordinator and Curriculum Coordinator communicate on a 
weekly basis and that the Career Exploration Site Coordinator plan a weekly 
visit to the classroom to observe student participation, behavior, etc.  All 
classroom visits will be confirmed in advance with the Curriculum 
Coordinator to minimize interruptions; 
 
Collaborate with Curriculum Coordinator to assign each participant to an 
appropriate site; 
 
Collaborate with the Curriculum Coordinator to identify the need for and 
develop special program components, such as field trips, guest speakers, 
etc.  Special program components should be approved by the Planning Team 
via the Program Coordinator, in advance; 
 
Orient key site personnel to the C.A.M.P. participant(s).  As much as 
possible, site placements and activities should be based on the unique 
interests and needs of each participant; 
 



 

Collaborate with Curriculum Coordinator to ensure students’ workplace 
readiness and familiarity with site expectations, requirements, etc.; 
 
Establish and confirm, as needed, all mentorship site logistics.  Ensure 
communication of important logistics information and needs to key program 
staff; 
 
Ensure that all participants arrive at and depart from their site(s) in a safe 
and timely manner; 
 
Coordinate staff coverage/accompaniment at each site; 
 
Provide site support for the duration of each session; 
 
Coordinate student/site employee involvement in the culminating event; 
   
Collaborate with the Curriculum Coordinator to obtain Student Satisfaction 
data; 
 
In conjunction with the Program Coordinator, ensure that all program 
partners are duly recognized for their contributions to the C.A.M.P. program. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Career Exploration Site Employee Orientation Guidelines: 
 
Career exploration site employee orientation is the responsibility of the 
Career Exploration Site Coordinator.  All site activities, including site 
employee selection and orientation, must be done with the wellness and 
safety of the participants in mind.  
 
Orientation will be facilitated only with the permission and full support of the 
career exploration site manager or other qualified site representative.   
 
All site employees selected to work alongside C.A.M.P. participants must be 
made aware of the following: 
 
Service is voluntary 
Contact with middle school students is required 
Program purpose and goals 
Timelines, logistics, and duration 
Relevant student information (consult with HFF Site Coordinator for 
information about confidentiality) 
Culminating Event information 
 
The Career Exploration Site Coordinator will provide ongoing support to all 
site employees (as needed and when appropriate) and will engage in quality 
control measures on behalf of the C.A.M.P. planning team for the duration of 
each session.   



 

HFF Site Coordinator Responsibilities: 
 
Direct all student recruitment activities; 
 
Promote the C.A.M.P. program to residents, school Principals, and other 
stakeholders as needed throughout the program’s duration, including 
creation, duplication, and distribution of all promotional materials.  Copies of 
all promotional materials should be provided to the Program Coordinator; 
 
Plan, promote, and facilitate all student and parent orientation activities; 
 
Complete a Student Information Form (Section 1) for each participant.  This 
form will be forwarded to the Curriculum Coordinator prior to the start of the 
program; 
 
Ensure the availability of appropriately equipped classroom space(s), as 
needed, at the HFF facility; 
 
Provide administrative oversight for all activities based out of the HFF 
facility, including student file maintenance, and logistics activities (i.e. 
transportation services); 
 
Direct the activities of the Parent Liaison; 
 
Assist all program staff in the resolution of student-centered or parent-
centered concerns throughout the duration of the program;  The results of 
any participant interventions—especially those affecting program 
participation or student availability—will be communicated to the Curriculum 
Coordinator and Career Exploration Site Coordinator immediately; 
 
Ensure that all appropriate HFF-based program staff are invited to major 
program events, such as the culminating event; 



 

Project Connect Coordinator Responsibilities: 
  
In conjunction with the Program Coordinator, manage all budgets, 
expenditures, and special program considerations, decisions, and changes; 
 
Facilitate the scheduling and purchase of all CPS district-provided 
transportation services for C.A.M.P. participants (to attend C.A.M.P. 
activities) as needed; 
 
In conjunction with the Program Coordinator, review and evaluate all 
program quality data and the ramifications thereof; 
 
In conjunction with the Program Coordinator, ensure adequate staffing of all 
program positions; 
 
 



 

Curriculum Coordinator Responsibilities: 
 
Ensure that all curriculum materials are obtained and prepared prior to the 
session start date.  For assistance with the purchase of materials, the 
Curriculum Coordinator will contact the Project Connect Coordinator;  
 
Provide classroom-based Career Development instruction to middle school 
students; 
 
Immediately report all student-centered or parent-centered performance, 
attendance, behavioral, or other concerns to the HFF Site Coordinator for 
resolution; 
 
Assist students in the completion of career interest and values inventories to 
ensure that they have the self-awareness necessary to select and benefit 
from career exploration activities; 
 
Provide the Career Exploration Site Coordinator and site employees with the 
student-related information they need to provide relevant and effective 
career exploration experiences; 
 
Prepare students for career exploration experiences from the standpoint of 
workplace readiness (i.e. dress, behavior, expectations, outcomes), which 
will require collaboration with the Career Exploration Site Coordinator; 
 

! Ensure smooth transitions for each student from the classroom setting 
to the career exploration site experience by working in conjunction 
with the Career Exploration Site Coordinator and other program staff.   

 
Work with the HFF Site Coordinator to ensure that student files are kept up-
to-date with all pertinent forms and other participant data including, but not 
limited to, classroom exercises; 
 



 

Obtain Student Satisfaction data related to the classroom portion of the 
C.A.M.P. session. This information will be provided to the Program 
Coordinator; 
 
In conjunction with the Career Exploration Site Coordinator, plan and 
facilitate students’ involvement in the culminating event. 
 
 



 

Parent Liaison Responsibilities: 
 
Assist the HFF Site Coordinator with all student recruitment, parent 
orientation, and program promotions as needed; 
 
Assist the HFF Site Coordinator and other program staff in the resolution of 
all student-centered and parent-centered concerns throughout the duration 
of the program; 
 
Assist the HFF Site Coordinator and other program staff in the acquisition of 
all student and parent data as needed; 
 
Facilitate, at the direction of the Career Exploration Site Coordinator, 
Curriculum Coordinator, or other program staff, effective dialogue with 
students concerning their participation in the program and the lessons 
learned as a result (i.e. journaling).  This qualitative information should be 
maintained in the student files; 
 
Assist the Career Exploration Site Coordinator, Curriculum Coordinator, and 
HFF Site Coordinator with logistical duties (i.e. accompanying students to 
mentor sites) as assigned; 
 
At the direction of the HFF Site Coordinator, ensure that all student 
emergency contact information is available to program staff at all times; 


