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General 

Reinhardt University hosts a wide variety of summer programs including camps, clinics, 

workshops, and conferences each summer. This policy statement is intended to provide guidance 

to those involved in certain types of these activities. For purpose of definition, this policy covers 

the following types of summer programs:  

• University and third-party groups hosting single-day youth (under 18 years of age) 

and adult events (conferences, camps, academic/cultural programs, etc.) may occur 

with the requirement that all current campus and hosting facility guidelines are 

followed.  

• University and third-party groups hosting multiple-day youth (under 18 years of 

age) and adult events (conferences, camps, academic/cultural programs, etc.) that 

may or may not require the use of campus housing or community hotels 

(participants are able to stay at their own residence) may occur with the 

requirement that all current campus and hosting facility guidelines are followed. 

• Conferences, camps, academic/cultural programs, etc. that are designated for adult 

learners/participants (18 and over) that are either single- or multiple-day events 

and campus housing or hotel stay is required.  

Though it may be useful for other summer programs to abide by some or all of these policy 

guidelines, the policy was developed with the above groups specifically in mind. 

 

Guiding Philosophy 

The intent of Reinhardt University is to encourage the use of its facilities, on a space available 

basis, for summer youth programs. Though such programs should not take precedence over 

programs designed for enrolled students, there are many important reasons why the summer 

camp program is to be encouraged by the University and its employees. Summer youth and adult 

programs provide the following benefits for the University: 

 

• Summer programs attract many young professionals to the University, many of whom 

will be highly qualified for future University admission; 

• Impressions gained by young people as a result of a summer camp and Reinhardt 

experience can have a significant impact on their choice of college; 

• Facilities which would otherwise be relatively idle during summer months can be used in 

support of youth programs that are available to the public; 

• Summer programs provide an excellent opportunity to acquaint a large number of people 

with Reinhardt University in a short period of time; 

• Outreach efforts (particularly those aimed at youth), and faculty involvement in same, 

can be promoted, and 

• The reputation of Reinhardt University is enhanced by effective summer youth and adult 

programs. 

 

Oversight 

The Division of Student Affairs is the designated unit of Reinhardt University for providing 

summer program coordination, liaison and support. The University has established a 

Management Committee, Campus Experience and Events, with a sub-committee on Camps and 

Conferences to advise and guide the Division of Student Affairs and its related staff in 

management of summer programs.  The subcommittee is charged with the development and 
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reviewing of policies and procedures for requesting, approving, scheduling implementing, and 

managing summer programs including camps, clinics, workshops, and conferences. The 

subcommittee approves facilities, scheduling/dates and pricing for summer programs. Day-to-

day operational oversight of summer program is delegated to the University Camp and 

Conference Coordinator.  

 

Applications and Approval Process  

Summer program organizers (both internal and external) must submit a Summer Program 

Inquiry/Request Form six weeks in advance that will be reviewed by the Camp/Conference 

Coordinator in conjunction with the Camp and Conference Subcommittee. Events that are a 

series (multiple one-day camps, music events, etc.) can be considered as one event, as long as the 

events are consistent and there are no differences in how they are facilitated. 

 

Eligibility 

Any University department or agency is eligible to conduct summer youth or adult programs 

(camp, clinic, workshop, or conference) intended to promote the mission of Reinhardt 

University. An outside person or organization wishing to use University facilities to conduct a 

camp, clinic, workshop, or conference on the Reinhardt University campus must seek to do so on 

a contractual basis. 

 

Director/Sponsor 

The Director/Sponsor is the individual who is directly responsible for the specific summer youth 

or adult program (camp, clinic, workshop, or conference) – this may or may not be someone with 

University affiliation. The Director/Sponsor serves as the liaison to the Camp/Conference 

Coordinator who collaborates with the various University units providing support to the summer 

program.  

 

Responsibilities of a Director/Sponsor  

The Director/Sponsor will:  

• Serve as liaison with all University agencies supporting the summer program; 

• Coordinate arrangements for use of University facilities in accordance with University 

scheduling procedures for summer programs; 

• Register and conduct programs in accordance with the Policy on Minors Involved in 

University-Sponsored Programs or Programs Held at the University and/or Housed in 

University Facilities; 

• Assist with check-in and check-out of attendees; 

• Provide a schedule of activities to the University Camp/Conference Coordinator no later 

hours after camp registration ends;  

• Be accessible in emergency situations; 

• Maintain necessary reports and documentation; 

• Inspect camp facilities immediately prior to and after the summer program session and 

check on any damages reported; 

• Submit payment of invoices for University services and facilities 

• Provide counselors and staff for the summer program (preferably at a ratio no smaller 

than one counselor/staff member to 15 attendees); 
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• Advise participants of appropriate check-in and check-out procedures including charges 

for damages and lost keys; 

• Familiarize participants with University policies, especially those pertaining to fire and 

emergency evacuation procedures, appropriate conduct, possession of controlled 

substances and fire arms, and authorized entry into rooms; 

• Maintain discipline of participants; 

• Advise University Camp/Conference Coordinator (or University contact) of supply and 

maintenance issues in residence hall; 

• Collect and have readily available Medical Release and Consent forms for all 

participants. Forms should contain emergency contact, phone number and known medical 

conditions; 

• Inform the University in advance of early and late arrivals; 

• Complete insurance forms at the time of treatment; 

• Furnish the University Camp/Conference Coordinator with a camp roster as soon as 

possible but no later than twenty-four (24) hours after camp check-in begins; and 

• Ensure that programs and activities conducted on the University campus are in 

compliance with the Americans with Disabilities Act 

 

University Camp/Conference Coordinator 

The Camp/Conference Coordinator is the individual who is directly responsible for the oversight 

of summer programs. This responsibility is assigned by the Division of Student Affairs. The 

Camp/Conference Coordinator serves for the liaison to the Director/Sponsor. The 

Camp/Conference Coordinator collaborates with the various University units providing support 

to the summer program.  

 

Responsibilities of the University Camp/Conference Coordinator 

• Have put into force, if appropriate, a contract with the client group conducting the 

summer program; 

• Acquaint Director/Sponsor with University policy, emergency procedures, and facilities 

layout; 

• Submit a summer program schedule, to Public Safety, Housekeeping, Residence Life and 

other appropriate University Offices and/or personnel 

• Coordinate approval of invoices for University services and facilities 

• Issue keys and make room assignments as needed to provide the best possible service to 

campus guests; 

• Familiarize summer program staff with overall building layout (elevators, fire alarms, 

etc.); 

• Interpret, support, and enforce University policies, procedures, and regulations; 

• Complete work orders and maintenance requests as needed for efficient hall maintenance; 

• Complete administrative paperwork as required by the University; and  

• Assess all charges at the conclusion of the summer program and advise Director/Sponsor 

of any damages charged. 

• Manage client relationships for hosting conferences and camps on-campus pre- and post-

program arrival, including on-site contact and follow-up as needed. 
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• Work with Marketing to develop, implement, and manage marketing plans for camps, 

conferences; including marketing materials, correspondence templates, completion for 

request for proposals and bids for camps/conferences, and other items needed for 

outreach. 

• Develop and monitor operational budgets and allocation of expenditures related to 

camps/conferences and event services. 

• Communicate with key campus stakeholders to keep them informed of the needs of 

camps and conferences and liaison to appropriate entities (Housing & Residence Life, 

Technology Services, Physical Plant, Dining Services, etc.) to manage all logistical 

arrangements for summer camps and conferences hosted on campus including, but not 

limited to: residence halls, dining services, recreational space, classroom space, 

meeting/event space, audio/visual support, and parking. 

• Clearly communicate with clients, campus partners, and service providers about how 

events will be managed and issues that may arise during. 

• Manage and schedule internal campus event reservations using the Ad Astra system. 

• Hire, train, supervise and oversee student summer camp staff. 

• Design and implement assessment and evaluation strategies for conferences and camps. 

• Manage on-site arrival and check-in for all camps and conferences. 

• Manage workflow, documentation and records related to assigned programs.  

• Manage facility and services charges; finalize program invoices and ensure payments are 

received. 

• Maintain frequent contact with program organizers and campus service providers to stay 

informed and meet unique or changing program needs. 

Types of Summer Programs 

Type  Definition 

Internal Institutional 

Sponsored  

An internal camp/conference is a program associated with a 

university and will use the facilities of the university. Internal 

camps/conferences are those with formal university affiliation, 

which are booked, managed, and/or staffed by university 

personnel. Payments/Fees for participant registration are made 

directly to Reinhardt University. This type of summer program 

may be overnight camps and use university residential facilities or 

may be day-only in nature.  

 

This type of summer program includes athletic or academic camps, 

clinics, conferences, tournaments, or other events held at university 

facilities that are used as fundraisers to offset University business-

related expenses, such as uniforms, travel, etc. In this case, the 

primary motivation for the event is so that the team or department 

can raise money through volunteering to serve its participants. The 

primary motivation for the event could also be to raise awareness 

about a university area and/or program. 

 

An example of this would be a summer science camp for girls. The 

university host this type of event to increase our visibility in the 
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community. Another example is a cheerleading clinic to raise 

funds to support for a specific university athletic team. 

 

Any monies raised through this program go to the university from 

this program to support a specific program. Internal summer 

programs are required to abide by university policies and 

procedures, including running all funds through the university. For 

internal summer programs, the university provides the liability 

coverage.  

External Third-Party 

Sponsored 

An external/third-party summer program is with an outside, 

independent organization renting the use of university facilities to 

conduct camp, conference, seminars or clinics. This type of 

summer program includes all events which are scheduled and 

organized by an external client. External, non-jointly organized 

third-party camps/conferences are those with no formal university 

affiliation, which are booked, managed, and/or staffed by non-

university personnel. 

 

These summer programs may be overnight camps and use 

university residential facilities or may be day camps in nature. 

Examples of such events include high school band camps. 

 

Payments/Fees for participant registration are not made directly to 

Reinhardt University but to an outside party/organization. 

 

May not use Reinhardt branding in promotional events without 

permission. Must run their own background checks. Need to 

provide their own insurance. Must sign a formal agreement with 

Reinhardt. Will manage the summer program without 

uncompensated assistance from the university (unless working 

with the Camp/Conference Coordinator). Must assume all risk. 

May be canceled if they compete directly with Reinhardt 

sponsored events that impact Reinhardt recruitment efforts, or 

tarnish Mason’s reputation. An external camp must provide 

liability insurance/coverage and is required to abide by university 

policies and procedures. 

Coach/Professor as 

Operator Sponsored 

This type of summer program includes events which are scheduled 

by university faculty, employees, students and affiliates and are 

related to non-university activities or personal use are External 

Events. This type of summer program is typically instructional in 

nature with university coaches or professors providing instruction 

to minor participants and are held only in the summer when fall 

and spring classes are not in session. Though this type of 

camp/conference has formal university affiliation, and is booked, 

managed, and/or staffed by university personnel, however the 
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university classifies these events as independent camps or clinics 

with the coach/professor acting as an independent operator.  

 

Examples of such events include camps/clinics hosted by coaches 

(individual and team camps - men’s and women’s basketball 

camps, science camp, soccer camp, running camp and volleyball 

camp) 

 

Though this type of summer program seems internal, but it is 

external in nature as the coach/professor of the summer program 

serves the facilitator rather than a university employee. The 

coach/professor intent is to make money rather than support a 

specific university program and because of that it is considered 

external.  That said the university does give the coaches/professor 

a discount on rent, fees, etc.  

 

Payments/Fees for participant registration are not made directly to 

Reinhardt University but to an outside party/organization. May not 

use Reinhardt branding in promotional events without permission. 

Must run their own background checks. Need to provide their own 

insurance. Must sign a formal agreement with Reinhardt. Will 

manage the summer program without uncompensated assistance 

from the university (unless working with the Camp/Conference 

Coordinator). Must assume all risk. May be canceled if they 

compete directly with Reinhardt sponsored events that impact 

Reinhardt recruitment efforts, or tarnish Mason’s reputation. This 

type of camp/conference is required to abide by university policies 

and procedures and is required to provide the university with 

liability coverage insurance. 

Exhibition/Recruitment 

Event 

An internal (truly internal) is when the camp run by the coaches 

and the players that are more like workshops and the purpose is to 

expose/recruit high schoolers to our campus. This type of event is 

covered by the university and the university provides the liability 

coverage.  This is an exhibition/recruitment event.  This type of 

event is required to abide by university policies and procedures, 

including running all funds through the university. 

 

Request Use of University 

After obtaining approval for the summer program (camp, clinic, workshop, or conference) 

campus sponsorship, the next step for any Camp Director is to submit a complete list of desired 

facilities to the Summer Camp/Conference Subcommittee.  The Summer Camp/Conference 

Coordinator will review the list in consultation with the Summer Camp/Conference 

Subcommittee and then once approved submit the necessary Facility Use Request Form through 

Ad Astra. 
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Priority for Facility 

Use Priority for facility use at Reinhardt University will be given to internal activities, 

particularly academic activities that are intended for Reinhardt University students. Beyond that, 

the Summer Camp/Conference Subcommittee is tasked to make decisions about which requests 

are to be given priority when there are competing demands for facilities. Every attempt will be 

made to arrange a mutually satisfying solution among all parties. In the event that is not possible, 

a decision will be made which is in keeping with the best interests of Reinhardt University. Any 

requests for facility use in support of a commuter or day camp should clearly indicate the camp 

is not residential. During the summer camp season, which is generally defined as the times when 

residence halls are available for camp/conference use, priority for facility use will be given to 

residential camps. Consideration will be given, when appropriate, to past experience with a client 

and a realistic assessment of the ability of each activity to produce the benefits, which the 

University attempts to derive from its summer youth program 

 

The University will make all attempts to provide services to the summer program using its 

facilities; however, the University cannot be responsible for requests made by a summer program 

after arrival on the Campus and reserves the right to restrict usage of certain areas of the campus. 

Use of the Falany Performing Arts Center and Black Box Theater are limited to activities that do 

not interfere with any University related function. 

 

Fees for Facility Usage  

Information concerning current fees for food services and housing is provided in this manual. 

The fee structure will be updated by ___ each year in order that those requesting facilities for the 

next summer will have accurate planning information on which to base their request for facility 

usage. Until October 1st, Reinhardt University reserves the right to change the applicable fees for 

the following summer. Final Arrangements by April 1st, Directors/Sponsors are expected to 

contact the Summer Camp/Conference Coordinator of Reinhardt University to provide updated 

estimates of attendance and to provide continuing indication that the program is still being 

planned. Any anticipated need to accommodate more than the number originally estimated 

should be communicated to the Summer Camp/Conference Coordinator as soon as possible. 

Reinhardt University cannot guarantee space will be available for any number beyond the 

original estimate. Directors/Sponsors planning to use campus lodging and/or dining services are 

required to provide a guarantee for the number of participants at least one full week prior to the 

start date of the camp/conference. The camp will be billed for the guaranteed number of 

participants or the actual number attending, whichever is greater. Due to additional costs 

involved, there may be surcharges if a camp/conference exceeds the guaranteed number of 

participants. 

 

Care for Facility Usage 

The summer program will be responsible for the protection of the lodging rooms, bathrooms, 

lounges, hallways, and other areas that they occupy. All facilities used shall be left in a condition 

acceptable to the University. Damages will be assessed, and charges made accordingly, which 

must be paid within two weeks of departure. Reinhardt University reserves the right to require 

the summer program to leave, forfeiting any payments, if there is continued damage occurring 

and the summer program is not able to supervise the participants adequately 
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Special Care 

In many cases, summer programs attract youth under the age of 19 to campus. The level of care 

and supervision appropriate for an enrolled student at the University is not necessarily the same 

as that which is appropriate for a summer camp/conference participant, even though the oldest 

camp/conference participants are sometimes older than the youngest of our enrolled students. It 

is imperative that campers/conference attendees be overseen in a fashion that is appropriate and 

intended to keep them healthy and safe while visiting the University. Reinhardt University and 

its employees should provide a reasonably safe environment for participants in the various 

programs sponsored by the University and attempt to ensure that clients using University 

facilities for their activities do the same. 

 

Appropriate Summer Program Environment 

In order to provide a reasonably safe environment for participants in summer program activities, 

each Director/Sponsor should ensure that certain precautions are taken. All campus rules and 

regulations are in effect. Other precautions that should be considered are:  

 

• Qualified Counselors/Staff 

• Background screening must be accomplished for those who will be directly involved 

with children. 

• Reinhardt University is committed to ensuring the safety and well-being of minors 

who are entrusted to our care or visit our campuses. Please see Reinhardt’s policy on 

minors on campus. 

• Care should be taken that those who will be driving as a part of their duties have a 

valid license and certifications to operate the type of vehicle to be used [Note: the 

Office of Human Resources at Reinhardt University offers driver training for 

university personnel). For more information, visit Human Resources 

• Adequate training should be provided in order that staff members are qualified to 

direct the activities scheduled. 

• Parent Awareness 

o Parents should be aware of the type of activities in which their child may 

participate; 

o Known risks associated with each activity should be clearly explained to parents; 

o Safety instructions should be made available and should be easily understood; and  

o Waivers (Hold Harmless Agreements) must be signed by all participants (or 

parents when participants are under the age of 18). 

• Participant Guidelines 

o Current physicals are required for camps/conference involving vigorous athletic 

activities;  

o Participants should be in appropriate physical condition for the activity they are 

participating; 

o Participants should be placed in the correct skill level for the activity scheduled, 

and 

o Questions designed to ensure a participant’s level of ability are appropriate, 

however questions about disabilities are not. 

• Participant Safety 
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o Each summer program is responsible for the supervision of their group in all 

campus facilities. 

o An adequate ratio of staff to participants should be maintained at all times; 

particularly when in residence halls.  

o In accordance with the American Camp Association, the ratio of program staff to 

program participants must reflect the gender distribution of the participants, and 

should, at a minimum, meet the following: 

o Reinhardt University has extensive guidelines for emergencies to help the 

university respond appropriately and help you prepare for hazards that may 

impact camp/conference. Information on these guidelines can be found within the 

Office of Public Safety. 

o Public safety officials should be made aware of the camp and the daily schedule 

(see section titled ‘Security’); and  

o Acceptable procedures for releasing children from camp/conference should be 

followed (pay particular attention to procedures followed in accepting/releasing 

commuters).  

• Safe Environment 

o Grounds should be inspected prior to and during the camp for safe conditions; 

o  Equipment should be kept in safe condition and suitable for intended use; and 

o  Vehicles used for transportation should be properly inspected 

• Oversight of Attendees 

o The Organization shall be responsible for providing all leadership and supervisory 

personnel, including support staff for housing and use of recreational facilities.  

o Any event involving minors will maintain a ratio of supervising adults to minors 

that meets or exceeds the standards of the American Camping Association.  

o At present the standards require one supervising adult per the number of students 

shown on this chart:  

 

Age Staff Overnight Day-Only 

4-5 Years 1 5 6 

6-8 Years 1 6 8 

9-14 Years 1 8 10 

15-18 Years 1 10 12 

 

Background Checks  

The summer program agrees to conduct State and Federal (GCIC/NCIC) criminal background 

checks (including sexual misconduct) on all employees, staff members, and volunteers prior to 

the event. 

 

Number of Participants 

The University requires an estimated number of group participants at initial booking. Any group 

or organization estimating fewer than 100 must guarantee a minimum number at initial booking. 

Failure to pay for the estimated number may jeopardize the availability of the University's 

facilities. A guaranteed number of participants must be submitted by 10 days prior to the first 

day of the summer program. This number is to be put into an email and sent to University 

Camp/Conference Coordinator at __@reinhardt.edu. Failure to submit a guaranteed number of 
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participants by the above-mentioned date will result in the billing of the summer program for the 

number of participants on this contract. 

 

Summer Program Schedule 

The summer program agrees to provide the University with dates, hours, and facilities needed at 

least 30 days prior to the date of the scheduled arrival. 

 

Disciplinary Procedures 

Reinhardt University is committed to the idea that each summer program attendee should have a 

positive and enjoyable experience at summer camp, conference, etc, and the misbehavior of one 

attendee, or a group of attendees, should not be allowed to impact negatively on the experience 

of others. Most summer programs are short in duration, so prompt action may be required. 

Attendees, Parents should be aware of the disciplinary policy. It is recommended that parents and 

participants sign a form to indicate they clearly understand the disciplinary procedures to be 

followed. 

 

• First Offense: Summer Program Attendee failing to adhere to rules, or exhibiting 

behavior clearly intended to annoy or endanger other attendees, will be privately and 

formally warned by a Summer Program staff member and informed that subsequent 

misbehavior will result in formal counseling by the Director/Sponsor.  

• Second Offense: Subsequent misconduct will result in counseling by the 

Director/Sponsor and a warning that further misconduct will result in removal from the 

summer program. At this point, the Director/Sponsor will contact the parent or guardian 

to advise him/her of the situation and the possible need for picking the attendee up from 

summer program if there is further misconduct.  

• Third Offense: Any further inappropriate behavior will result in counseling by the 

Director/Sponsor of the camp and expulsion from summer program. 

 

NOTE: REINHARDT UNIVERSITY EXPECTS EACH ATTENDEE TO HAVE A 

SUCCESSFUL EXPERIENCE. ANY OF THE STEPS OUTLINED ABOVE MAY BE 

OMITTED OR REPEATED AT THE DISCRETION OF SUMMER PROGRAM STAFF. 

ATTENDEES DISMISSED FROM CAMP FOR DISCIPLINARY REASONS WILL NOT 

RECEIVE A REFUND OF ANY FEES PAID TO ATTEND THE SUMMER PROGRAM. 

 

It should be understood this procedure is intended to provide a reasonable and consistent method 

for dealing with the type of behavior that can be disruptive to a summer program, but is not so 

egregious as to warrant immediate dismissal from summer program. It in no way precludes 

immediate dismissal from camp for more serious disciplinary problems or violations of campus 

or camp regulations. A serious disciplinary problem is defined as one in which the summer 

program staff determines that an attendee is engaging in inappropriate behavior that includes, but 

is not limited to the following: actions which put the camper, other attendees, or summer 

program staff member’s safety in jeopardy; inflicting physical or emotional harm on self or 

others, vandalism or destruction of University property; theft of University property or the 

property of another camper; consistently disrupting the program; possession of alcohol, drugs, or 

weapons; fighting; sexual harassment; sexual misconduct, or behavior that is serious enough to 

warrant a third offense. 
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Dining Service 

The Gordy Dining Center is the primary dining locations for most summer program meals, but 

other types of dining service can be made available. Catering is available through Metz Catering. 

For Catering options and rates, please contact Metz Dining.  

• All meals will be served in Gordy Dining Center, or other designated area by Reinhardt 

University.  

• An initial food guarantee for summer program must be submitted to coordinate the dining 

request. 

• A final guaranteed number of participants must be provided to Metz Dining Services five 

(5) business days prior to the first meal. 

• The guaranteed number should include anyone connected with the summer program that 

plans to eat (including campers, counselors, trainers, helpers, etc.). 

• A representative of the summer program must be available during the meal period to 

assist with the group. 

• If a camp is cancelled, a minimum of 48 hours’ notice is required. If the notice is not 

given, the camp will be charged for the guarantee or 100 participants, whichever is 

greater, for missed meals. 

• A minimum of 50 participants per meal is required in order to open the dining facility. 

• Serving times and special dietary needs will be arranged with University 

Camp/Conference Coordinator 5 business days prior to group’s arrival.  

• For each summer programs protection, each attendee should have a visible means of 

identifying the summer program he/she is attending. This will assist Metz in making sure 

they charge each camp for only their participants. 

• All mealtimes must be adhered to. Any changes are to be made 5 days prior to the first 

meal. If the notification deadline is not met, the group will be billed in accordance with 

the guarantee provided. There will be no reimbursement for missed meals 

• The University Camp/Conference Coordinator in conjunction with Metz Dining Services 

is responsible for coordinating mealtimes with summer program groups. To the extent 

possible, an attempt will be made to accommodate groups by coordinating mealtimes to 

meet their schedule or needs. In the event there are conflicts, University 

Camp/Conference Coordinator will work with groups to coordinate amended mealtimes.  

• Adhering to scheduled mealtimes will be the responsibility of each Director/Sponsor. If a 

group arrives at other than their scheduled time, they may be required to wait for other 

groups. The unscheduled group will NOT be allowed to pre-empt another group from a 

previously arranged mealtime. 

• Reinhardt University encourage each summer program to request evening snacks rather 

than permitting participants/attendees to wander the campus and the state highway. The 

University can arrange for additional food in the summer program package at the summer 

program’s expense. 

• Parents and guests can also pay the above prices for dining services. Please ask parents or 

guests to pay at the dining hall. Metz Dining Services requests advanced notification of 

additional number of parents/guests expected at meals. 

 

Lodging  

Reinhardt University Housing will make residence hall lodging available to summer programs on 

a space available basis during the summer months. Summer Program staff is solely responsible 
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for providing supervision and security in the residence halls. The University Camp/Conference 

Coordinator will allocate appropriate lodging for each summer program and will assist with 

logistical and maintenance requests. Attendees may be issued individual room keys to assigned 

buildings. As a security precaution, external doors are kept locked 24 hours (from the outside) 

except during registration to allow for free movement as attendees check in.  

 

The summer program and/or attendees must furnish pillows, linens, towels and other personal 

articles. 

 

Reinhardt University’s residence halls are designed to provide reasonable security for tenants; 

the door to each room locks when closed and each resident is provided with a key to their 

assigned room. In most cases, accommodations are “suite type”; i.e., two 2-person rooms share a 

common bath. There are also a limited number of single room accommodations and rooms 

specifically for wheelchair accessibility.  

 

The information herein is intended to be guidelines for those planning and conducting summer 

camps which use Reinhardt University residence halls for lodging. Experience has shown that 

summer programs bring a great variety of tenants to campus residence halls. A policy which 

seems entirely reasonable for use with campus students (or high school-aged campers) might be 

arbitrary and ridiculous for a camp that includes adult, married couples or families with young 

children. These guidelines, therefore, are not intended to be strict requirements.  

 

• Room Assignment Guidelines 

o Two people will be assigned to each double room. *Exceptions to double occupancy 

may be made when circumstances require individuals providing supervision to be 

assigned to separate floors of the residence hall. 

o Except in cases involving family members or staff assigned to provide supervision 

and/or control of campers, every effort will be made to assign male and female 

campers to different residence halls. 

o If male and female campers are assigned to the same residence hall, control is 

facilitated by assigning male and female campers to different floors. If this is not 

feasible, every effort will be made to confine exceptions to single gender floors to the 

first floor of the residence hall. 

o Single rooms will be used to deal with unusual lodging situations. 

o Unrelated males and females will not be assigned to rooms where they would share 

the same bathroom. 

• Assignment Procedures 

o After the guarantee has been received from a summer program client, the 

Director/Sponsor will be provided with lodging information for the summer program. 

It will include the names and locations of the residence halls assigned, a diagram of 

each residence hall (for use in making room assignments), and information pertaining 

to the administrative expectations of Reinhardt University Housing.  

o It is expected that the Director/Sponsor will ensure rooms are assigned in a way that 

is consistent with the guidelines stated above. The principal concern is that 

assignments be made in a manner that is designed to promote the well-being of all 

concerned 
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Complementary Rooms for Summer Program Staff (based on camp attendance) 

For overnight summer programs, the University will provide a room and facility cost benefit to 

groups by not charging groups for a specific amount of staff who reside in the same residential 

facility as their group. One staff member for every ten (10) attendees will not be charged room or 

facility cost. For each staff member over this allotted number a room and facility charge will be 

assessed. All staff members will be charged for meals. 

 

Additional Services 

Each summer program is responsible for any additional items outside of this contract including 

but not limited to: additional athletic supplies, ice deliveries, lining of fields, etc. Reinhardt 

University will work with your organization to help provide these items, but your organization 

will be billed for these additional resources. 

 

Security 

Security, in general, will be the responsibility of the summer program staff and Reinhardt Public 

Safety.  

• During the program day, summer program staff will be expected to stay with attendees at 

all times except for specific programmatic activities in which it might not be reasonable 

or appropriate to remain with them. If such unsupervised activities are planned for 

minor/youth, care should be taken to make sure each child’s parent(s) are made aware of 

it and agree to have the child participate.  

• At night, a sufficient number of summer program staff/coaches/sponsors/counselors 

should remain with youth/minor attendees in the residence halls to provide control and 

security. 

• In order that Reinhardt Public Safety may assist in providing security as well as to 

promote situational awareness and enhance security of summer program operations, the 

Emergency Locator List for University Summer Programs should be provided by the 

University Camp/Conference Coordinator (who receives this information from the 

Director/Sponsor) no later than 3 hours after summer program registration ends and 

include the following information: 

o Name of the camp 

o Contact persons and phone numbers 

o Locator list indicating where campers are staying overnight 

o Daily schedule 

• This information will allow the Reinhardt Public Safety to better respond to emergency 

phone calls; to recognize participants; to inform patrols of summer program’ 

whereabouts; and to be alert for unusual activity in the vicinity of the summer program. 

 

Rates 

The 2023-24 Summer Program rates are:  

Meal Amount  Fees Amount 

Breakfast $8.00  Overnight Housing Per Night $29.50 

Lunch $9.00  Facility Use Per Day $28.00 

Dinner $10.00    

 

Billing Procedures  
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After the summer program is completed, invoices for services rendered will be submitted to the 

Director/Sponsor. If the Director/Sponsor is acting on behalf of an organization that is not 

directly associated with Reinhardt University, the Director/Sponsor will be responsible for 

securing payment from the organization sponsored. Payments will be due within 30 days of the 

invoice date. All checks should be payable to “Reinhardt University” and a copy of the 

applicable invoice should be enclosed with payment. The Director/Sponsor will make 

arrangements for final payment at the date of arrival with the University Camp/Conference 

Coordinator. 

 

University Employees 

Security officers, athletic trainers, student health center and other university staff are not 

assigned to the summer program's events except by special arrangements made in advance. 

 

Pre & Post Walk-Throughs 

The University requires each summer program to provide a staff member(s) to inspect the 

residence halls(s) and other buildings prior to occupancy, and then again before departure, 

walking through with a University staff member. 

 

Parking  

All camp participants are required to abide by University parking regulations while on campus. 

Directors/Sponsors should ensure that attendees (campers, coaches, counselors, staff, volunteers, 

and parents) are aware of pertinent parking regulations. All should be advised of areas in which 

they should park their vehicles while on campus. If camps include participants who are under the 

age of 19 and will be remaining overnight on campus, care should be taken by the 

Director/Sponsor to ensure that no unauthorized use of vehicles occurs during the period summer 

program is in session. 

 

Sickness and Accidents 

The University accepts no responsibility for sickness or accident of any guests covered under the 

Contractual Agreement. 

 

 

Insurance Requirements  

Summer programs that are sponsored by the University (internal/institutional) are not required to 

provide a Certificate of Liability Insurance as they are covered the University’s policy. Summer 

programs that are sponsored by clients/individuals (external/non-institutional) and not by 

Reinhardt University are not provided insurance coverage by Reinhardt University and must, at 

own expense, procure Commercial General Liability Insurance, To be clear, external/non-

institutional summer programs must carry and maintain comprehensive general liability 

insurance, ensuring against liability for bodily and personal injury to or wrongful death of 

persons, or damage or loss of property occurring in or about the premises arising out of the 

camp/conference’s use or occupancy. External/non-institutional summer programs must submit 

to Reinhardt University a Certificate of Insurance by ____.  

• The summer program must provide general liability insurance in the amount of not less 

than $1M for each event for injuries sustained, and $100,000 for property damage 
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coverage each occurrence, naming Reinhardt University as an additional insured. 

Insurance must cover dates of usage.  

• Any summer program with minors on campus shall also provide evidence of Sexual 

Misconduct/Abuse Liability insurance of an amount of not less than $1M per occurrence. 

Coverage endorsed onto the General Liability policy is acceptable. 

 

Indemnification Clause 

The summer program shall indemnify, defend, save and hold harmless Reinhardt University 

from any liability, loss, expenses, including costs of defense and reasonable attorneys' fees, 

damages or claims resulting from: a) the violation of any laws, ordinances, rules or regulations of 

any government or government agency, or the violation of private rights, including by way of 

illustration, infringement of any copyright, trade or service mark, right of privacy or any other 

constitutional, statutory or common law right of any person, corporation, company or other 

entity; b) the defamation, slander or libel of any person, corporation, company or other entity; c) 

any and all damage or destruction caused to any building, parking areas, other facilities, 

structures or the grounds of the campus, or d) the injury of any person or destruction of property 

belonging to any other persons; caused by, related to or arising out of the use, possession and 

occupancy of the premises by the Organization, its employees, agents, guests and invitees, 

including members of the general public attracted by the activities of the Organization, and 

regardless of whether such liability, loss expense, damage or claim arises out of or is the result of 

misfeasance, malfeasance, negligence, gross negligence or intentional torts of Organization, its 

employees, agents, guests and invitees, including members of the general public attracted by the 

activities of the Organization, excepting liability, loss, expense, damages or claims arising solely 

out of acts of gross negligence and intentional torts of Reinhardt University, its officers and 

employees. 

 

Waivers 

• Internal/institutional summer programs – A University approved waiver is required to 

be collected for each camp/conference participant. Please note that the 

Campus/Conference Coordinator will assign the appropriate waiver for the summer 

program. 

• External/non-institutional summer programs - A waiver is required to be collected for 

each camp/conference participant. The waiver must state that Reinhardt University is 

released from responsibility for the presence of the participant in the summer program.  A 

copy of each waiver must be available for review upon request. 

 

Reservation Deposit 

In order to reserve facility space for summer programs, a non-refundable deposit is required. A 

$200 deposit, or 5% of the expected total bill, whichever is greater, is required for all summer 

camp bookings. Dates are reserved on a first come first serve basis. The reservation is not 

confirmed until both deposit and signed contract are received. The check for deposit should be 

made payable to Reinhardt University and submitted with the signed contract. The deposit will 

be applied toward the cost of facility usage for the camp.  

 

Cancellation 
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If the program is canceled, or significantly reduced in size, there will be no refund of the deposit 

or the difference between the deposit amount and the cost of facilities used. If the camp is held, 

the deposit amount will be credited toward the amount of the balance due for camp services.  In 

the event a summer program must break the Agreement with the University, the summer 

program will be assessed a 50% fee for the lost revenue for any cancellation after June 1, 2022. 

Any cancellation prior to June 1, __ will result in loss of deposit. 

 

Final Arrangements 

By April 1st, Directors/Sponsors are expected to contact the Camp/Conference Coordinator 

University facilities in order to provide updated estimates of attendance and to provide 

continuing indication that the program is still being planned. Any anticipated need to 

accommodate more than the number originally estimated should be communicated to the 

appropriate facility manager(s) as soon as possible. Reinhardt University cannot guarantee space 

will be available for any number beyond the original estimate. Directors/Sponsors planning to 

use campus lodging and/or dining services are required to provide a guarantee for the number of 

participants at least one full week prior to the start date of the summer program. The summer 

program will be billed for the guaranteed number of participants or the actual number attending, 

whichever is greater. Due to additional costs involved, there may be surcharges if a summer 

program exceeds the guaranteed number of participants. 

 

List of Attendees of Summer Programs 

Each summer program is requested to collect and submit a list of summer program attendee for 

the use of Enrollment Management and Advancement. This list should be submitted the 

Camp/Conference Coordinator within one week of end of the summer program. The list should 

include the following items: name, address, phone, email address and age. 

  

Program Evaluation 

Where feasible, participants should be asked to complete an evaluation at the end of the camp. 

The results should be summarized, analyzed, and retained by the Campus Sponsor as a measure 

of participant satisfaction. These evaluations should be used to improve overall camp operations 

 

Questions 

Any questions concerning policies covered in this manual should be addressed to the University 

Camp/Conference Coordinator.  


