LBC Camps - Company Handbook

“Choose a job you
love and you will
never have to work
a day in your life.”

Working hard for something we don’t care
about is called STRESS. Working hard for
something we love is call PASSION.

Why?

Develop people through sports.
Create winners for life. Infect others
with a positive attitude. Make people
feel good - others and you.

How?
Cultivate a fun & positive environment that EVERYONE
feels a part of. Eliminate fear of failure or not fitting in.
Bring an enthusiasm everyday that is contagious.
Promote and understand the idea that, in life, you can
only control your attitude and effort. Enhance confidence by celebrating effort & personal improvement.
Embrace that what you are becoming is more
important that what you are accomplishing. Learn the
ultimate satisfaction of an ALL OUT EFFORT. NEVER
accept anything less than our best or the best of those
around us. Constantly look for ways to improve and
embrace the challenge.

1st Impressions
WHO ARE YOU? What impressions are you making? | Legarza shirt, shorts and/or sweatshirt.
Always have one, visible article of clothing that is Legarza branded (i.e. Legarza shirt, shorts, or
sweatshirt) | Everything you wear should have sleeves and appropriately cover your body. | Do not
wear beanies or hoods while teaching class. | Keep your tone positive and encouraging - never
negative. | Introduce and/or greet those you come in contact with – parents, students, teachers,
administrators, etc. | What is your answer to “how are you?” | As you THINK so shall you BE...

Organization

-Classes should LOOK & FEEL good. ie: Straight lines, engaged and listening.
-DO MORE SIT LESS.
-Students become more excited when they walk out to PE and see everything set up
and organized.
-Are you prepared and set up for your classes before they start?
-Take notice when students seem tired, uninterested, distracted, etc. and know you can
adjust accordingly.
-Utilize water breaks, attention getters, mass movements, and health huddles as ways to
excite a
 nd draw the group back in.
-What would a parent, teacher, administrator, or supervisor think?
-Establish a consistent routine each day – it helps students feel more comfortable, sets the
standard, and makes your life easier because students know what is expected of them.
Why do we work HARD? To make it EASY! The time & effort you give
preparing and executing is the difference between good and GREAT!

Excitement!

-Be excited, smile & greet your kids daily.
-A class is a reflection of their teacher.
-How do your students feel about PE?
-Do you and your class RUN everywhere?
-Kids will always do what you do, not do as you say - be the example!

-Students gain excitement when they feel a connection to their teacher and peers.
-Help foster a sense of pride within students that they are a part of your class.
-If students know you care about them, students will care about whatever it is you’re teaching and will
be much more amenable to participate, learn, and grow.
-Promote an attitude of excellence within the students by celebrating effort as much as achievement.
-PE shouldn’t only be exciting for athletically-inclined students – it should also be a safe place to make
mistakes, learn from them, and have fun for ALL students!

If you are having fun, they are having fun. Embrace each day as an opportunity to do a
job you love and be great at it. Students will learn to have a passion for PLAY and lead
a healthier and more productive lifestyle.

Responsibility
-You are a teacher, and you should
act and be treated as one.
-MAKE SURE you know EVERY
student’s name in EVERY one of
your classes.
-Treat every child with respect and
expect respect in return.
-Ensure your class is listening.
-Hold your class accountable to do
exactly as you ask. Do not accept
less than what you expect and request of the students.
-Never use a mean or negative
voice or tone - fear is NOT respect.
-Always point out what you want,
not what’s wrong.
-Ensure your class learns everyday
- health, fitness, nutrition, social/life
skills.
-Celebrate effort and improvement.
Help those that do not understand.
-Ensure your students are improving and gainingconfidence in EVERY activity.
-A big part of what we teach is learning and improvement.
-Ensure your students are KIND to one another. Set an example with your peers.
If students do less than what is expected of them, re-explain your expectation to them, and have
them try whatever was asked of them again, and emphasize that they do their best.
-Use mistakes and misdirection as teaching opportunities. Sometimes the most important lessons
are not the skill or sport,but are the teaching opportunities that arise from student disagreements,
misunderstandings, or struggles that inevitably arise.
-Sitting down the students and discussing what is going well and what can be improved promotes
student self-evaluation and student ownership of learning and success.

Relationships

Be a friend. Be their advocate. Get to know them. Let them get to know you!

-Become part of the community - it feels good.
-Introduce yourself to ALL parents, teachers and administrators.
-It’s hard to not like someone that likes you: Practice positive communication, take a genuine
interest in others.
-Talk to at least 1 teacher everyday about good/bad behavior and injuries.
-There is no such thing as over-communication. Teachers would always rather know about
disciplinary issues, student struggles, and injuries than being blindsided by a parent later.
-Always have a report to give back to teachers – be honest about student performance as a whole,
and individually. Always try to end with what has improved, as well as what could be improved.
-When arriving to PE, check in with the office each day. Invariably, schedules change, assemblies
happen, and rooms are being used. By checking in, you help yourself stay informed and help the
administration feel greeted and included.
-Try to become as much a part of your school’s staff, as you are a part of Legarza’s staff. Team
esteem amongst your school’s staff is just as important as team esteem amongst our staff.

Participation

-EVERY student should want to participate in PE and look forward to it, even if it isn’t their favorite
activity or sport.
-NO EXCUSES.
The more students sitting out the more we need to improve as coaches.
If PE is going right, less people will be hurt, sick, tired, not want to play, and everyone will WANT
to be available to play and participate with you!
-As a coach, we should know our students, as well as their strengths. Try to create fair and equal
teams – students will w
 ant to participatemore if they feel they make an impact in the activity.
-Discuss participation as an expectation from the start. Ask students what we as a class can do to
help everyone feel included and involved. What are ways we can help everyone have fun and
become involved?
-Focus less on defining a clear winner, and more on having fun, doing one’s best, improving,
and learning.
-PE should be accessible for all students; students who are passionate about sports, and students
who are not so athletically inclined should all feel challenged, successful, and excited about PE.
-Help students realize their potential by discussing and encouraging a growth mindset.

Student Grades
- Excellent (E): Excellent effort, attitude and participation each day.
- Satisfactory (S): Average effort, attitude and participation.
- Needs Improvement (N): Consistent trouble listening and participating.
You will be asked to evaluate each student 3x each year.
In order to do this you must: 1. Know everyone’s name. | 2. Have an accurate roll sheet.
3. Make notes daily on student behavior such that every student receives a note each week.

Injuries
Report any falls, scrapes, cuts, bruises, sitting out, sickness, etc to supervisor.
ALL head injuries MUST be reported to the office.
Let the teacher know about ANY time that a child is hurt - emotional too.
Be SAFE, sometimes kids act fine, but are not.
We do not want parents to be surprised by anything.
Note ANY injury to your school leader/supervisor, and report it online.
By informing teachers, administrators, and supervisors of injuries, you protect yourself as much as you
protect the student.

Classroom Teacher Communication:
- Talk to or email the classroom teachers each week.
- Tell them when someone is not being themselves.
- Ask about what they are learning in class and apply it to your PE class.
- Ask them questions about their students, especially if you are unsure.
- If nothing else, tell them how great everything is and what we learned.
- Teachers are the experts on their students. By asking them advice on ways to motivate or inspire less
engaged students, we better ourselves, our classes, and help the teachers feel involved in the process

Discipline
1. Point out all positive behavior every time you see it.
2. Tell students what you expect rather than what they’ve done wrong.
3. Remove troubled students from the group to talk to separately.
4. Send students who will not cooperate/continuously disrupt to supervisor.
5. Take moments of misbehavior, poor sportsmanship, and any disruption to the class or class, as teaching
opportunities. Feel free to temporarily stop the lesson, sit the class down, and discuss ways to improve.

School District Do’s & Don’ts:

Do
Get a watch - you’ll need to know what time it is.
Be RESPONSIBLE for getting & returning your own equipment each day.
Manage your time to be able to include all aspects of the warmup, lesson,
game, and Health. Huddle in productive and efficient ways.
Count what you have at the end of the day vs. what you took.
Be the example for every student - Respect, Effort & Positivity.
Have your clipboard and lesson plan with you (or near you) at all times.
Report: Injuries, Discipline Issues, Good Behavior, Participation/Attitude.
Bring water, snack & lunch. OR use LunchMaster - they deliver to you.
Use PE as a time to reinforce what students are learning in the classroom
EX: Use Math and Spelling to count in warmups.
Learn all of your students names quickly.

Don’t

Have your phone out AT ALL during class time.
Take pictures/videos of kids - it is illegal and has severe consequences.
Swear or use sarcasm with fellow co-workers - kids are always listening.
Disrespect others with put down’s - sarcasm included.
Tolerate bullying from any student.
Make sexual/physical references about anyone/anything.
Play music for kids unless it is preapproved by the principal.
Use anything but positive songs, lyrics, chants or phrases.
Interrupt other classrooms or PE groups.
Use names outside of school - make up names if talking about kids.
Compare students scores, performance or anything to one another.
Have your car radio loud or drive fast when pulling up to school.

Paid Time Off: Sick/Holidays
Hourly/Nonexempt - 1 PTO Hour for every 25 hours worked.
Salary/Exempt Management - 10 days per year given each January* / Paid holidays**
Sick days must be reported to supervisor by 7am.
You must actually be sick in order to call in sick, violation is grounds for termination.
PTO requests must be submitted in writing 10 days prior to absence.
PTO will stop accruing once an employee has reached 120 hours (15 days).
Replacement must be stated in writing 72 hours prior to absence.
PTO will not be granted if there is not adequate staff available.

Vacation Blackout Dates

***Summer Camps & Winter Camps
Training/Staff Meeting Days
Minimal PTO Granted:
All other Camps

If you do not have PTO hours to cover your requested time off you cannot take the time off.
*Unused hours carry over when the year ends. Maximum of hours you can accrue is 120.
**Memorial Day, 4th of July, Labor Day, Thanksgiving (2 days), Christmas Eve, Christmas Day,
New Years Day, and others as appropriate.
***After your 4th summer working vacation requests during 4th of July week will be considered.
After your 7th summer working all vacation requests will be considered. Please note that c onsidered does
not mean guaranteed. We will need adequate staff in order to approve requested time off.

Staff Requirements
COACH REQUIREMENTS: On time everyday. | Update calendar with exactly what you have done and will
do for next 2+ weeks. | Appropriately dressed at all times. | Binder near you at all times. | Follow daily unit
schedule teaching the proper lesson with proper equipment. | Setup/Cleanup equipment as required. |
Pass evaluations & meet survey requirements. | Students are excited, engaged, participating, learning and
improving in class daily. | Manage your time so that every part of the lesson is taught in its entirety. |
Respond to and report injuries (ALL head) to your supervisor and online. | Take daily notes on student
behavior so that every student receives one note per week. This is to ensure we provide credible grades. |
Communicate with teachers any incidents from PE (ie injuries, good/bad behavior).

School Leader Requirements
Ensure all equipment is on site and accurately documented online for current unit.
Ensure all equipment is in the warehouse or otherwise available for next unit.
Ensure each coach has a current roster at all times.
Ensure each coach has a current unit schedule at all times.
Ensure each coach has only the current unit of curriculum in their binder.
Collect, organize and turn in old units with notes on them.
Facilitate grades with teachers and principals well before deadline.
Assign replacements and communicate with office for staff absences.
Communicate regularly with School Administration - copy all appropriate parties.
Be the community liaison for that school (be available for special days & events).
Maintain online records for the school - rosters, unit schedules, and staff assignments.
Lead daily meetings to work toward constant improvement as a unit.
Mentor all coaches to meet the following criteria each day:
1. On time everyday - hold staff accountable for all tardies.
2. Appropriately dressed at all times.
3. Lesson/clipboard near you at all times.
4. Follow daily unit schedule teaching the proper lesson with proper equipment.
5. Setup/Cleanup equipment as required.
6. Tasks completed as given.
7. Pass evaluations & meet survey requirements.

Participation
SUPERVISOR REQUIREMENTS:
Ensure each coach is teaching the proper lesson with proper equipment.
Interact with each class, interjecting as necessary to ensure maximum success.
Coaching each staff member on how to improve and what they are doing well.
Call out the timing of class - when to complete warm-ups, heath huddles & end class.
Respond to and report injuries (ALL head) to the office as well as online.
Respond and react appropriately to discipline issues as they come up.
Speak with any student that is not actively involved in class.
Ensure coaches are making daily notes on students behavior and participation.
Make daily notes and get input from coaches on the curriculum.
Facilitate interaction with classroom teachers and our coaches.
Report all staff absences to the office.
Supervisors should collect weekly notes from coaches on classroom rosters.”
Supervisors use these rosters to ensure that coaches are recording at least one note for every
student each week.
Supervisors should periodically check the online injury form to ensure that injuries are being
reported consistently and clearly.
Supervisors should create a group message with their school’s coaches to promote clear and
consistent communication regarding injuries, student misbehavior, or other issues.
Supervisors are responsible for returning and transitioning their equipment to the next
school/unit.
Supervisors are responsible for ensuring that the equipment they checked out is returned so that
the next school has the equipment they need to be able to complete the unit.
Ensure that the curriculum, rosters, injury sheets, and clipboards are all on site and available for
coaches within the registration box/file.

Company Benefits
LBC Camps provides to all of its full time employees, those who work more than 30 hours per
week for more than 90 days in a year, with medical benefits. This currently includes $150 per
month for medical health care, 50% of dental insurance premiums and 50% of vision care, through
plans that are a part of the Company’s health care program. You will be eligible to use the
Company’s Personal Time Off program, which gives you 10 days off per year. The maximum you
can accrue prior to your 5th year is 15 days. Please note all PTO requests must be submitted in
writing to your manager 10 days prior to your absence. Also note that requests can only be granted if there is adequate staff availability – priority will be given to those who submit requests first.
You will be eligible to use these benefits after 60 days of employment.

Do you want to be good or do you want to be great?

