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FLMNH TEACHER CONTRACT – Summer Camp 2014
Training

· Museum staff will provide a mandatory training on Saturday, May 17th beginning at 1 p.m.  During this training we will review camp logistics, museum policies, and program ideas and lessons for the camp.

Registration

· All camps have a minimum enrollment of 5 and a maximum enrollment of 15 children, unless previously discussed with you.

· Public Programs staff will oversee parental sign in and out.

· The Public Programs Coordinator will e-mail or call the teacher at least 1 week prior to the camp date if the camp section needs to be cancelled due to limited registration.

Lesson Plans and Supplies

· Teachers must provide the specified Education Staff member, for Summer 2014 this is Amanda Harvey, with detailed lesson plans and a supply list at least 1 week prior to camp (unless an alternate date is previously discussed with Education Department Staff).  Lesson plans must include scheduled activities, with brief descriptions, as well as the locations and times of these activities (e.g., classroom, exhibit halls, Natural Area, etc.)
· Teachers will be provided with standard classroom supplies (see list provided in Teacher Manual).
· Teachers may request additional supplies with the Supply Request Form.  Supply requests should be made on the form available in the Teachers Manual.

· Teachers may purchase up to $20 in supplies per camp on a reimbursement basis.  These supplies should be materials we do not stock in our regular Education supplies.  Please note, while we try to process reimbursements as quickly as possible, it may take up to 6 months to process reimbursement through the University system.  Please use the form provided in your teacher folder in your classroom to speed processing of your reimbursement. To be reimbursed, you must provide itemized receipts with the business name, address, and telephone, and date of purchase
· Education will try to acquire and stock recycled materials for camp use (see Communal Classroom supplies section in Teacher Manual).  We cannot guarantee quantities of these, but will do our best to acquire materials and keep them stocked.

· Any additional or special supplies must be requested and approved by the Coordinator in advance.

· If teachers to do not provide a supply list within the required timeframe, then teachers will be responsible for purchasing supplies not available in the standard classroom supplies.  

· There are education resources available including activity books, field guides, equipment, etc. for use by all teachers.  Discuss your needs with Education Staff. 
· Museum specimens may be made available for use. Please check with Education staff about the types of specimens you might want to use.

· Teachers are encouraged to come to the museum the Sunday before the start of camp, anytime from 1 to 5 pm, to check supplies and set up the classroom.

Field trips

At this time, we do not allow field trips unless under special circumstances or through our Field Camp class. All classes must remain on museum grounds.  If you would like to take your camp off museum grounds, approval must be obtained from the Public Programs Coordinator.  

Junior Volunteers and Interns
· Teachers will work with 1-2 Junior Volunteer and Camp Intern assistants during each camp session.   These JVs will help teachers with set-up, clean-up, and the running of camp activities. Interns will assist with teaching and lesson planning for that week. 
· Interns and JVs are supervised by Education staff.  If there are any problems or questions, teachers should communicate these to the Public Programs Coordinator. 

· Teachers will complete an evaluation of Interns and JVs at the end of each week (found in your teacher folder). 

First day of camp

· Sign-in can take longer on the first day, so there may be a slight delay in getting your camp started. 
· We will provide name tags for each student.  These must be worn at all times. 

· Note days when students will spend a lot of time doing messy or outside activities so that Education staff can alert parents and guardians appropriately.   
Classroom Prep and Clean-Up

· Public Programs staff will ensure that the classroom is clean for the first day of camp each week.

· Public Programs staff will ensure that clean and enough supplies are available.
· Please plan to arrive at least 15 min before camp starts to check in and to set up and plan to leave 15 min after camp ends to clean-up. This time is already included in you timesheet for the pay period. 
· Instructors are responsible for cleaning up the classroom after class, including 1) moving tables back into their original form; 2) wiping down tables and the sink areas; and 3) sweeping if necessary.  (These jobs may be assigned to Junior Volunteers.)  Please use appropriate cautions when disposing of materials.  Do not dispose of materials down classroom sinks if possible as the drains clog very easily.

Cancellation Policy

You are responsible for teaching the camps and classes that you have committed to.  If for some reason you cannot, you are responsible for notifying the Coordinator as soon as possible.  If for some reason a replacement cannot be found and the Museum is forced to cancel a class or camp due to the instructor’s absence, the instructor will be held responsible for the lost revenue to the Museum.  

Contracted Sessions

We are pleased to contract you for the sessions emailed to you on 05/14/2013 by our Public Programs Coordinator, Catherine Carey. 
 I have read this contract and understand and accept my responsibilities as a camp teacher as describe in this contract.
____________________
Contract Teachers’ Name

Contract Teacher’s Signature



Date
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