
Communication 
 

Your Co-Workers – Your Students – Your Parents 
In all cases, supportive, open communication and cooperation among all employees, parents, students, 
and administration is essential to the success of the Academy. There are generally two types, 
anticipated or unanticipated. 
 
Anticipated Communication:  
(Ex: Caleb was picking on other kids in the program and you had to speak to him on several occasions but were 
unable to curb his behavior. You are planning on speaking with Caleb’s mother at pick-up in an effort to create 
some possible solutions) 

 Know your facts 

 Be conscious of your tone of voice 

 Be clear and concise and pay attention to the pace of the message 

 Control the conversation 

 Check for understanding.  This will help ensure that the person on the receiving end 
understands what you are explaining to them 

 Create a ‘Communication Plan’ aka, get on the same page! 

 ‘Let’s check-in tomorrow morning’… 
 
Unanticipated Communication:  
(Ex: You are wrapping up your day outside of the school when all of a sudden you are approached by Patrick’s 
mother who is visibly upset about the “incident” that happened today in the van involving her son being bullied. 
She is blaming you for not dealing with it correctly and wants the other kids kicked out of the program. You have 
no clue as to the “incident” she is referring to.) 

 Listen more than you talk 

 Remember that you are working with limited information 

 Don’t make hasty judgments or decisions 

 It’s OK to admit that you don’t know the answer 

 Don’t fake it! It will come back to you… 

 Know how to end the conversation by repeating what has been discussed and expressing the 
steps you are going to take next in an effort to provide insight and a solution 

 Show appreciation for their concern 

 Follow up!  Do what you say you are going to do.  Create and follow a plan. 
 

Communication with Co-Workers & Administrative Staff 
There is a lot going on at the Academy every day, all summer. Open, honest and clear communication 
between you and your co-worker and the administrative staff is crucial for us all to support each other 
and have a successful summer. Never ever be afraid to ask a question of a senior staff member or 
anyone on the administrative time.   
 
We expect all Academy employees to always speak with good purpose with the intent of supporting 
each other and the organization.  Never gossip, lay blame, use profanity, off-color remarks, or 
inappropriate language when communicating with anyone. Leave your personal problems at home so 
they will not affect your group in a negative manner. You will be spending a lot of time in the field every 
week with at least one other co-instructor. Misunderstandings and/or problems are inevitable. When 
they do happen it is always best to clear the air at your earliest convenience; keep communication lines 



between you and your co-instructor open at all times. If you are struggling with any personal or co-
worker issues that you feel you cannot resolve on your own, ask for help from either the program 
director or executive director. We are here to support you. 
 
There are protocols to follow and forms to complete in the event of an incident or accident in the field. 
These are covered in detail in the Medical section of this handbook. Because the administrative and field 
staff don’t see each other at the end of every day, it is critical that these forms are completed and 
turned in to keep the administrative staff informed of incidents that occur. 
 
Instructors are required to alert the administrative staff immediately if you need to change your 
itinerary while out in the field. In addition, the program director or executive director must approve 
changes to itineraries that are known in advance. The administration will then post changes in writing 
for parents and help instructors relay important messages to all parents. 
 

Communication with Parents 
Our students love our programs, this we know for sure, but it’s the Parents that pay for these programs 
and it’s the Parents that decide if their child will return next year. As Instructors, you have the most 
contact with parents and are a huge factor in relaying positive messages regarding their child’s 
experience as well as getting them involved in supporting our non-profit organization. 
 
Know your Parents: Both Instructors are required to be in their classroom at the beginning of each day 
to meet every family member or guardian that drops a student off. Make eye contact, introduce yourself 
and shake their hand. They are about to leave their child in your care. Make them feel that they have 
made the right decision. 
 
Know your Program: Parents and Students selected their programs based on the descriptions we 
publish on our website. Most families have been discussing their program selection for months leading 
up to the summer. It is important that you know and understand what was promised in the program 
description and that you deliver. One of the most effective tools to let the parents know what their child 
will be doing while in your program is through the distribution of itineraries. Once distributed, follow 
your itinerary to the best of your ability. 
 
What did you do today? There is no better way to end each day than by having a check-in or “debrief” 
with your kids. Use van time and time waiting in the classroom to re-live your day’s adventures. Have 
the kids contribute while you write their answers and comments on classroom white boards. You can 
also get back a bit early and spread out a stack of local visitor’s guides and magazines and let the kids cut 
out pictures of places that you visited to be pasted in their “Adventure Journals”. Come up with some 
other creative and fun ideas to share what you did that day with the parents when they arrive at the end 
of the day to pick up their child. These activities go a long way in creating talking points between your 
kids and their parents. This then translates to parent’s perception of their kids experience and gives 
value to your program and the Academy as a whole. Your contributions to the mission of the Academy 
act as our biggest fundraiser and our families are our biggest contributors to our financial sustainability. 
Small steps like these go a long ways in supporting our mission. 
 
Conflict Communication:  Academy staff has the responsibility of not only keeping all participants safe, 
but also to inform and engage parents or other family members when managing situations.  Parents are 
crucial stakeholders in our programs and communicating and understanding family expectations is one 
key to communication management.  Family members and Academy staff may see the world of 



participants and children through very different lenses.  Situations that are considered routine for you as 
an outdoor leader are often not within the experience of parents and family members.  
 
In the rare case that you find yourself the target of extreme frustration and anger from a parent or 
family remember, it is important to remember the following: 

• DO: Acknowledge the emotion 
• DO: Identify the focus of the anger 
• DO: Legitimize if appropriate 
• DON’T: Dismiss the anger or the person 
• DON’T Refute the focus of the anger 
• DON’T Act defensively 

  
Always remember that if and when a tense or challenging situation occurs, to communicate it to the 
office. Never feel like you are alone in any situation. We are here to support and assist you. 
 

Communication with Students 
On the first day of a session set your ground rules and expectation for student behavior. Here are a few 
good ideas to help get the ball rolling and to bring your students into the process of establishing a 
culture of acceptance safety and fun. 

 Have the students decide on three rules for the program, discuss why they are 
Important, and have them sign the “camp rules.” 

 Create a “program pledge”. 

 Have students draw up their own camper contracts 

 Be creative and have fun with it! 
 
Reasons for misbehavior: If you can identify the reason behind your student’s misbehavior, you will 
know better how to handle the situation.  Here are some common reasons for misbehavior: 

 A desire for attention 

 Frustration, homesickness, illness, exhaustion 

 Conflict with another student or staff 

 Problems from home 

 Established behavior patterns 
  
Disciplining styles: The Academy prohibits using corporal punishment as a method to discipline 
students. “Corporal punishment” means the intentional infliction of physical pain upon the body of a 
minor child as a method of changing behavior.  We also avoid using “time outs” as a disciplining method.  
Please strive to use creative alternatives such as making a student your “assistant” or creating “chill out 
zones”, etc. 
 
We encourage you to discipline in the following style: 

 Use positive reinforcement 

 Identify misbehavior and explain why it is unacceptable 

 Compliment and reward your student for a job well done, i.e., “Josh is sharing, so he can make 
the first s’more”. 

 Understand the reason for misbehavior; this will help you to figure out what the student needs. 
Is it affection, help with a problem, food, water, shade, etc.? 

 Ask pointed guided questions like: What happened? What did you want? What did you do to get 



it? How did that work? How did it make you feel? What are some other choices you could have 
made? What is the best choice? 

 The goal is to get students to understand their mistakes and support them in creating their own 
solutions so that they take responsibility for their own actions. 

 
We are here to help make a difference in the lives of children. We are not in the business of kicking kids 
out of a program. If a student is ruining the experience for the rest of the group, however, then this 
behavior needs to change or the student needs to leave the program. If a student does not follow the 
rules and the offense is severe: 

 First time: sit with the student, discuss the problem, and briefly write up the incident on an 
Incident Report Form (found on staff website); relay the situation to the parents and the 
program director. 

 Second time: write up the incident again on the same form; meet with the student, 
administrators and parents at the end of the day to discuss the situation and consequences 
which could include leaving the program. 

 Third time: Remember to document the incident on the same incident form, meet with the 
student, program director or executive director and the parents and make sure that everyone 
understands either 1: why leaving the program is the only option or 2: why a rare fourth and 
final chance will be given. 

 
With the approval of the Program or Executive Director: Items that are grounds for dismissal are:  

 Use or possession of drugs or alcohol or tobacco 

 Physical or mental abuse or harassment of another person 

 Purposeful destruction of property or nature 

 Use or possession of any type of weapon 
 
Things to remember: 

 Don’t take misbehavior personally.  You are the adult - always remain calm, keep emotions in 
check 

 Be fair and take the time to listen 

 Be a role model - don’t scream or use foul language, never-ever say “shut up” 
 


