
Preparation for Summer Staff
Check-List and Time Line
This is a time line for you to make sure you are ready for the summer.  This includes being physically, socially, emotionally and, most important, spiritually ready.  Please print this off and post it somewhere that you will see it often.  Please look through it thoroughly the first time so that you understand all that is being asked of you.  If you follow this it should help you in doing things little by little so that it does not pile up in the famous way of procrastination.  We know that most of you are students (or teachers, for that matter) and that you are extremely busy.  We understand, but please prepare yourself for this summer so that you can be the best, most energetic, and ready to learn staff member you can be!

By April 1st 
□
I have posted this somewhere that I will see it often!!
□
I have sent in (check off as they are sent)

· Acceptance form
· Driver Profile
· Copy of driver’s license
· Copy of proof of auto insurance
· Participation Forms (2 pages)
· Polo Order form
· IRS Form W-4
· IRS Form I-9
· Copy of second form of ID, proved sufficient by the I-9 form
· 2 photographs of yourself: one recent, one from the age of 2 – 5
· Copy of CPR and First Aid Certification (we do not expect that this is complete, please send the copies as soon as it is complete)
□
I have signed up for a class to receive CPR and First AID certification

□
I have made a list of all the people I would like to contact about partnerships

□
I have received the Mountain T.O.P. preparation guide and questions from Kim

□
I have started praying for God to help prepare me spiritually for a summer on the mountain as a staff person.  

· At Mountain T.O.P. each day this summer there will be a time called Daybreak.  It is especially important for you as a staff person to have this time with the Lord each morning as you lead campers through a week of mission.  Please start now spending at least 15 minutes with the Lord each day in prayer and reading the Word. 
By April 15th 
□
I have written to family and friends for partnerships

□
I have scheduled a time to speak or an announcement made in front of my church or campus ministry for partnerships

By April 22nd
□
I am enjoying life!!

□
I have started to read the Mountain T.O.P. preparation guides and am filling out my worksheets along with my reading

By April 29th
□
I have sent a little reminder to those who still have not sent partnerships

□
I am getting into the habit of intentionally setting aside time each day to be with the Lord

By May 7th

□
I have completed or am signed up for CPR and First Aid certification


□
I have made phone calls to those who agreed to be partners, but have not followed 

through yet

□
I have read through more of the preparation guides and am filling out my worksheets along with my reading

By May 14th
□
I am certified in CPR and First AID and mailed in a copy of the cards

□
I have set travel plans, including where I am staying the night before training

□
I have finished reading through the preparation guides and am familiar with how our campers will be prepared before coming to MTOP

□
I am almost done with my worksheets

□
I have a general understanding of the training environment and have prepared as best as I can (i.e. lots of information, note taking, group workshops, etc..)

□
I am committed to my time with the Lord every day and am excited about continuing this throughout the summer

By May 16th
□
I am proficient in basic vehicle maintenance

□
I have completed my worksheets and they are ready to be turned in the moment I walk in to staff training

□
I have really thought and prayed over the Personnel policy and am ready to follow it as an employee of Mountain T.O.P.
□
I have familiarized myself with the role of a staff person and my job responsibilities

□
I have planned to arrive at training well rested and ready to go

□
To the best of my knowledge and understanding, I am ready to be challenged and do what it takes to be a MTOP summer staffer

By May 19th
□
I am packing!!! (or if you are anything like me, this happens the day before you leave….. I mean… remember, no procrastination!)

By May 21st – I will be at training in the sweet, sweet Cumberland Mountains! 
(May 19th for Directors and Managers – May 21st for Ministry Coordinators)

