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TO:  Diablo Day Camp Hive Personnel 
 
FROM:  Firefly, Administrator, Diablo Day Camp Committee 
 
DATE:  April 29, 2009 
 
 
   This manual was developed with the input of many people, including a group 
of volunteers who have staffed the Hive for summer sessions ranging over 
several years.  Using that collective hands-on wisdom and experience, 
combined with a desire to offer ideas and suggestions for the most effective and 
simplest methods of handling Hive matters, this manual came to be. 
 
   An efficient, well-run Hive is the heart of camp.  Hive volunteers are dedicated 
to providing assistance to their fellow session staffers – from loading supplies 
onto wagons, to shaving ice for snow cones, to being flexible with a cheerful 
attitude -- in all the varied challenges and responsibilities that go into providing a 
happy, safe day camp experience for hundreds of young campers every 
summer. 
 
   We hope this manual will provide you with many ideas, as well as proven 
guidelines, that will help make your volunteer experience a fulfilling one while 
also helping your fellow staffers get through their day.  We appreciate your 
taking on this vital responsibility for Diablo Day Camp.   
 
   If you have further suggestions for improving this manual, please give your 
written comments to your respective session director.  We can then combine 
these contributions in an addendum for future consideration.  Many thanks from 
the DDC Committee and welcome to Diablo Day Camp! 
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*PURPOSE OF HIVE 
The Hive is a depot to provide support to the camp program and staff through 
efficient management of camp equipment and supplies (both food and non 
food).  The Hive provides dishwashing set ups for the units and maintains the 
staff breaks areas.  Campers (including our own children) are not allowed in the 
Hive for food and equipment safety. 
 

*JOB DESCRIPTIONS 
 
HIVE STAFF LEADER 
Scope and Responsibility: The Diablo Day Camp Hive Staff Leader is 
responsible for the maintenance of the camp equipment and supplies that 
support the goals and objectives of the event.  She/he gives direction to hive 
staff, including elves, as assigned.  The Hive Staff Leader works under the 
supervision of the Session Director or her/his delegate. 
 
SPECIFIC RESPONSIBILITIES 

• Develop a schedule to meet the diverse needs of all units 
 

Coordinates distribution and maintenance of equipment and supplies. 
Delegates specific duties to Hive staff (including elves), helping each to develop 
leadership skills, responsibility, and a caring attitude as members of a cohesive 
staff team. 
Coordinates hive staff schedules, breaks, and meetings with designated 
program schedule.   
Opens and closes Hive area in accordance with established DDC procedures. 
Keeps records and maintains a budget as necessary. 
Participates in the planning and implementation of all day camp activities as 
needed per Session Director. 
 
ESSENTIAL QUALIFICATIONS 
Documented experience in working with children. 
Experience and demonstrated sensitivity in working with people from diverse 
ethnic, cultural, religious, and economic backgrounds. 
Knowledge of safety, hygiene and safe food handling procedures in the camp 
setting. 
Knowledge of how to use and care for equipment used in camp. 
Ability to demonstrate correct camp dishwashing technique. 
Ability to lift 40 lbs. 
Ability to function in temperatures above 900F. 
Participation in camp or program leadership training program. 
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DESIRABLE QUALIFICATIONS 
Knowledge of Girl Scout program. 
Experience in camp or event setting. 
Experience in supervision of adults. 
 
ASSISTANT HIVE STAFF LEADER 
Scope and Responsibility: The Diablo Day Camp (DDC) Assistant Hive Staff 
Leader is responsible for assisting in the maintenance of camp equipment and 
supplies that support the goals and objectives of DDC program.  The Assistant 
Hive Staff Leader works under the supervision of the Hive Staff Leader and the 
Session Director or her/his delegate. 
 
SPECIFIC RESPONSIBILITIES 
See Program Leader for pertinent information. 
Participates in the implementation of all Hive functions as needed. 
 
ESSENTIAL QUALIFICATIONS 
Documented experience in working with children. 
Experience and demonstrated sensitivity in working with people from diverse 
ethnic, cultural, religious, and economic backgrounds. 
Willingness to learn new skills. 
Ability to lift 40 lbs. 
Ability to function in temperatures above 900F. 
Participation in camp or program leadership training program. 
 
DESIRABLE QUALIFICATIONS 
Knowledge of Girl Scout program. 
Experience in camp or event setting. 
Ability to work with other adults. 
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*HIVE PROCEDURES 
 
We have been asked by the Site Ranger not to post anything on the walls 
of the Hive – thumbtacks leave holes and tape peels the paint off. 
 
SET-UP DAY 
Unload your session’s locker in Sand’s Castle; the contents are your session 
supplies for the week.  Empty it completely, please, it’s packed tightly.  Keep 
these supplies in the Hive for the duration of your session. The supply list is on 
pages 26 – 28. 

 
Label all wagons, ice chests, drink thermos and laundry baskets with unit/core 
area names. If you change the names of the units to go with your theme, please 
change the labels back to the official Twin Canyon names (Ants, Butterfly etc.) 
at the end of your week.  Think of the next session following you.  

 
Locate water thermoses for each of the core areas: Nature, Pool, The Nest, 
Staff Break Area and Archery.  This is crucial when the weather is hot!  Archery 
gets large yellow thermos.  You need to verify on set-up day how many core 
areas your session has. The core areas are responsible to transport their own 
thermos to their area and back to the Hive. 

 
Collect Hive Order forms and line up 1 wagon/unit, inside the Hive.  Put the 
unit’s ice chest and drink thermos side by side, with the lids open to air.  
(Grouping them together makes it easier the next morning to dispense ice as 
you pull the wagons past the ice machine. 

 
Fill unit wagons with the supplies noted below, plus any others requisitioned by 
the unit for Monday.  Use the laundry baskets to collect and organize the 
smaller/cooking items. 

 
o Equipment sent to the unit for the summer is dispersed to each 

unit by Session 1 and returned at the close of Session 9.  
 1 Fire Skimmer (red handle) 
 1 Fire Tongs (red handle) 
 1 Tarp 
 1 Clothesline 
 24 Clothespins 
 1 Fire Chimney 
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o Weekly supplies for the units are sent out on Set-Up day and 

returned on Thursday, or Friday. 
 2-4 pot holders 
 1 bag of charcoal 
 1 box of matches (small box)   
 1 unit crafts supply box (plastic tackle box.  See list on inside of 

lid and restock if needed.) 
 Additional materials as requested by director. 

 
o Daily Supplies For Units 

 1 Hive order form (Some sessions hand out 5 forms prior to 
set-up day, so they can be filled out for the week and turned in 
at set-up.) 

 1 Plastic garbage bag to line the unit’s garbage can. 
 1 Large ice chest about 1/3 full of ice.  
 1 Drink thermos with 2 scoops of ice, units will fill with water at 

their site. 
 Additional equipment and supplies as requisitioned by the unit 

or program leader. 
 

• Locate and organize the coffee/hot water makers.   
o Fill the 25 cup coffee pot (labeled “Hot Water”) with water for tea and 

cocoa (please don’t use for anything else).  Have it filled and ready to 
plug in Monday morning for the staff coffee area. After Monday you 
can set it up on a timer.  

o The “Bunn” multi pot coffee maker is filled and plugged in at Session 1 
set-up day, and not turned off all summer.  It is left on over the 
weekends. 

o Directions for how to make coffee are posted on the side of the coffee 
maker.  The brush used to clean the glass carafes is kept at the sink 
area (hanging on a post of the cover).  

o If your session wants to use the large coffee pot, directions for use 
and how much coffee to measure etc is posted in the Hive. 
 Please put the staff coffee area and the “Bunn” multi pot coffee 

maker back the way you found it, filled with water and plugged 
in, at the end of your session. 

 
• Locate and organize snow cone supplies:  the Ice Shaver, 2-3 ice chests, 

scoops, syrup and pumps.  Hang up snow cone sign-up sheet, see 
sample.  Put pumps in syrup bottles (do not dilute syrup). Store 
pumps/bottles in refrigerator overnight.  Instructions for using the Ice 
Shaver are available in the Hive. 
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• Locate and organize dishwashing supplies.   

o Decide on placement of wash lines (recommended parallel to front of 
Hive with drying table in sun, in front of Caterpillar). 

o Rinse washtubs if needed.  Turn tubs upside down on dishwashing 
benches for the night.  Some sessions store them inside the Hive for 
the night because of four legged visitors and the wind.  

o Locate dishwashing soap, sponges, scrubbers and bleach. 
 

• Check the recycling containers located outside the Hive.  If full or nearly 
full, tell your director.  She will arrange for someone to take it to the 
recycling dumpster in the parking lot. 

 
• Lost & Found is kept separate by sessions.  Session One hive staff 

makes a Lost & Found Basket.  
o If there are items in the basket from the prior session, bag it up and 

label with that session’s number. 
 Put the bag in the center aisle of Sand’s Castle.  The Administrator 

will pick it up and donate the items to Goodwill after camp closes 
for the summer.  

 
• Locate food covers for staff break area and check consumable supplies:  

plastic bags, coffee filters, scouring pads, foil, spices, etc. See 
Hive/Session Locker Supplies lists pages 26-28 of this manual. 
 

• Check Ice Machine:  If not full, inform director.  Scoops for handling the 
ice should be clean and found on top of the machine.  Specifics on 
maximizing ice production are on page 21 of this manual. 

 
DAILY PROCEDURES DURING CAMP 
Arrive 30 minutes before camp starts. 

o Plan on staying 20-30 minutes after camp ends. 
 

Start the coffee and hot water for the staff (if not on timer.) 
o Set out tea bags, hot cocoa mix, sugar and creamers. If session 

provides liquid creamer, place on ice. 
o Maintain coffee and other supplies at staff coffee/break areas during 

the day  
o Close break area about 30-45 min. before camp ends. Fill in supplies 

and set up coffee/hot water for next day’s use. 
 

Line trash cans with a bag, (hive/meadow/staff break areas). 
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Set out largest drink thermos filled with water and ice, check every 1 ½ - 2 
hours, as needed by the temperature. 
 
Dispense bleach into sanitizer spray bottles. Place 1 in each unit’s wagon. See 
instructions on Hive bulletin board.  

 
Wipe off staff break table or lay out tablecloth.  Set out utensils and netted food 
covers, as needed to serve staff snacks  

o Make an ice bed for dairy-based items. 
o Some sessions directors want an ice chest with ice at staff area. 

Check with your director. 
o Close area 30-45 mins. before camp ends.  Toss perishables, leave 

staff’s personal dishes out for them to pick up. 
 

Do a final check of what is in the wagon against the Hive order form.  Add any 
requisitioned items stored in the refrigerator.  Place ice in ice chest (1/3 full) and 
2 scoops in the drink cooler.  Pull the wagon out of the Hive. 

 
Set up and supervise central dish wash set-up during the day using the 5 inch 
rule.  Specifics are found on pages16-17. 

 
Maintain ice machine by pulling ice forward multiple times during the day. 

o Supervise distribution of ice for unit use and camper snow cones. 
Remember safe food handling technique. 

 
Fill supply basket per each unit’s Hive order form for the next day, whenever you 
have the opportunity.  Seal in large plastic trash bag to keep critters out of it. 

 
Store returned items clean, dry and in good working order to the Hive/Caterpillar 
by end of day.  Food prep equipment should air dry after sanitizing. 

 
Keep track of supply usage.  Notify session director, preferably in writing, of 
additional supplies needed.  Allow 24 hours for replacement.  

 
Monitor equipment usage.  If requests exceed what we have on hand, search 
the Hive, Sand’s Castle and Caterpillar before notifying director. 

o Notify session director (in writing) if equipment repairs are needed.  
Tag and note problem with equipment; place in designated repair bin. 

 
Adjust water cooler (swamp cooler on roof) for ice machine operation during the 
night (as posted by cooler switch). 

 
Turn off lights in Hive and Caterpillar, close doors.  (Directors will lock.) 
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SUGGESTED SCHEDULE MONDAY-THURSDAY 
NOTE: Each session is different and these times may vary.  Friday schedules 
vary the most from session to session.  Your director will provide a schedule. 

 
8:15 – 9:00 AM 
Start hot water for tea, make coffee and set up staff break area. 

 
Turn over garbage cans, line with plastic bags.  Suggested placement: 

o 1-2 inside Hive 
o 1 at staff coffee area 
o 1 at staff break area 
o 1 at elf break area 
o 1 at each end of dishwashing lines with spatula attached 
o  1-2 meadow area 
o 1 in Snow Cone area 
 

• Dispense bleach into sanitizer spray bottle, 1 for each unit. 
• Load wagons with unit’s perishables(milk) in Hive refrigerator, ice and 

sanitizer.  Pull wagons out of Hive. 
o Park unit wagons by tree across from Hive, grouped by unit location 

makes for fewer traffic jams. 
o Park core wagons by road side of Caterpillar (avoid the door.) 

 
• Attend daily staff meeting, (take turns going). 

o Provide feedback about how unit’s did with clean up previous day. 
o You may have announcements or adjustments in scheduling Hive 

activities for the current day. 
 

9:00 – 9:30 AM 
 Assembly & Flag Up: attendance is not required, but usually fun!. 

o Otherwise, regroup and finally get a cup of coffee for yourself. 
o Please remember voices carry during the quiet of announcements 

and the flag ceremony. 
 

9:30 – 10:30 AM 
Shave ice for snow cones.  Remember: ADULTS ONLY.  Practice safety and 
sanitation procedures. 

 
• Fill unit Hive orders and replenish their daily supplies for tomorrow. 

o Place in a secondary basket until wagon is returned at the end of the 
day. 
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• Set up snow cone area, shave ice. 

o Try table legs in borax in aluminum pans to discourage ants. 
o Keep a list as units visit so you know when you can clean up.  
o Keep syrup wiped up to minimize bees. 
o Practice sanitary scooping of the ice. 

 
• TAKE A BREAK! 
 

About 10:30 AM 
Start setting up dishwashing lines (3 lines works best).  Fill cold water washtubs 
only at this time (remember the 5 inch rule). 

o An extra washtub with cold water under the starting end of each 
bench allows for faster replacement of the rinse tub. 

o Drying table should be placed between dishwashing and the 
Caterpillar in the sun. 

 
• Monitor the amount of shaved ice and continue to shave ice, as needed. 

 
10:30 am-12:00 PM 
This is a busy time in the Hive with units needing things that they forgot to order 
or equipment that is not working. 

o Someone must cover the Hive at all times. 
 

12:00-2:00 PM (varies) 
• Try to take turns having lunch.  If the unit isn’t ready to serve lunch as 

scheduled, come back to the Hive and have them send campers to get 
you or bring your lunch to you at the Hive. 
 

• One adult from unit (not an elf) will supervise their own campers washing 
dishes. One of the Hive personnel may want to also supervise the 
dishwashing.  
o If you keep track of which units have finished, you’ll know when you 

can start breaking down lines so you can clean up faster. 
 

• Wait until units start to wash their dishes before adding the hot water to 
the washtubs.  DO NOT OVER FILL. Remember our 5 inch rule and our 
30 gallon water heaters. 
 

• Monitor the cleanliness of returned equipment.  Have the unit rewash 
anything that is not clean. 
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• Have unit leader rinse out wagon and ice chest.  Allow to dry in sun. 

o Units keep drink thermos in unit to maintain hydration until 
afternoon Assembly. 

 
• Special procedures for cleaning cast iron Dutch Ovens and ice cream 

makers are detailed further on in this manual. 
 

• Allow cooking equipment to dry in the sun, it is more sanitary and a 
“green practice:.  Be sure the item is dry before storing it, however. 

 
2:00 – 2:30 PM 

• Clean up snow cones after all units are through. 
o Wipe everything; store in refrigerator overnight with pumps in jugs. 
 

• Line up wagons in the Hive as you did on set-up day. 
o Place ice chest and drink thermos in wagon with lids open to dry. 
o  Finish filling Hive orders for the next day. 
o Load wagons with unit’s Hive order & daily supplies. 
 

• Break down dishwashing lines, cleaning washtubs with soap if greasy. 
o Allow to air dry before stacking/storing inside Hive. 
o Or, simply turn over and leave on bench. 
 

• Fill tea/coca hot water pot for tomorrow. Set up on a timer. 
o Clean up staff break areas. Toss anything questionable. 
 

3:00-3:15 PM 
• Bag up garbage and place on the meadow side of the Caterpillar. 

o A unit is assigned to take garbage to dumpster. 
 

3:15 PM 
• Closing Assembly.  Enjoy the singing and skits. 
 

3:30 – 3:45 PM 
• Close back door of Hive and lock. 
• Adjust water cooler for overnight operation. 
• Pull ice forward in ice machine. 
• Close front doors of Hive and Caterpillar, turn off the lights. 
• Close the door on Sand’s Castle. Your director will lock up. 

 
That’s it – you’re done for the day- thank you! 
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LAST DAY PROCEDURES SESSIONS 1 – 8 

• Follow daily procedures for staff coffee break area and snow cones.  
 

• Check with directors regarding dishwashing needs for the Friday meal.  
You may only need 1 line set up. 
 

• Clean all equipment before storing.  Please leave it the way you would 
want to find it. 
 

• Clean out the refrigerators and freezers. 
o Check with your director regarding what to leave for the next session.  

Typically, condiments and salad dressings are kept, everything else is 
tossed. 

o  Wipe down the inside surfaces with baking soda and water.  
o Check with director on what to keep in the freezer and rotate bagged 

ice. 
 

• Remove your session specialty items, materials and equipment.  Ask 
your director what to do with them.  Special session items, material and 
equipment is not to be stored on site.  
 

• If you have moved any supplies or equipment in the Hive or Hive area for 
your needs, please return everything where you found it, so the next 
session can find items/equipment where they’re expected to be. 
 

• Inventory left over session supplies. Give the list to your director for their 
Friday Wrap Up Report.  Store left over supplies (if not opened) in Sand’s 
Castle in your session locker and leave unlocked.  The sessions that 
follow will use the supplies if needed. 
 

• Sweep and mop the large room of HIVE. 
 
END OF LAST DAY 

• Wagons should be returned with all equipment, except for those to be left 
in the unit for the summer. 
 

• Check that all equipment is clean and in good working condition.  
 

• Tag any item needing repair; make a note of the problem and place in 
designated repair bin.  Make a list and give to your director for her Friday 
Wrap Up Report. 
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• Wipe sides of snow cone syrup bottles and leave in refrigerator for the 
next session to use. 

 
• Clean and dry the coffee maker you use. 

o  Store in Hive with lid off and coffee basket/stem beside it.  
o Put cord and timer back where they belong. 
o  Do not store anything inside of coffee pot. 

 
• Follow closing procedures like you have been doing all week. 

 
• Check with director if there is anything extra that needs to be done. 

 
Please leave everything where you found it and in the 

condition you would like to find it. 
 

 
LAST DAY PROCEDURES FOR SESSION 9: 
 

• See your Director for a complete list of closing tasks. 
 

• In general as above, although cleaned equipment in good repair will be 
returned to the Caterpillar or back storage room of the Hive. 
 

• The Directors will check with Camp Administrator to see if any remaining 
food items can be used for summer wrap up luncheon. 
o If not, please toss or share left over food items appropriate. 

 

 
 
 
 

THANK YOU FOR ALL YOUR WORK. 
 

THE CAMP CANNOT RUN SMOOTHLY WITHOUT A  
 

WELL-RUN HIVE. 
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REMEMBER:  THE HIVE IS THE HEART OF CAMP 
 

• Some of the unit leaders are first timers to outdoor cooking, moving a 
group of campers from one place to other to meet a schedule, washing 
dishes in an outdoor setting, running a unit, etc.   
 

• Some may be a little apprehensive about what they have volunteered to 
do, but are stepping up to the challenge! 
 

• It is very hard and sometimes impossible for every unit to be on time and 
be prepared to meet the Hive timeline.  The Hive Staff is there to help. 
The Hive is the “HEART” of camp. 
 

• Remember, it is more important to have happy campers, elves and unit 
leaders, than to mop the Hive floor again. 
 

• Keep in mind that we’re “outside” at camp.  This is not a home, camper, 
motor home or a KOA Campground.  It is an outdoor camp where 
campers and leaders join together to experience and enjoy the many 
wonders of nature in the beautiful place “Twin Canyon”. 

 
 

Thank you for being part of the “HEART” of Diablo Day Camp. 
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*GENERAL INFORMATION 
 
BLENDERS:  Instructions available in the Hive. 
 
BOX OVENS: A  cardboard box lined with foil. 

• The foil doesn’t need to be replaced each time, it may just need a patch.  
See staff manual for specifics on box ovens. 

• Before sending out to the unit, check that the baking pan or cookie sheet 
fits inside box with 1-2 inches of clearance on all sides. 

 
CAMP UNIT LOCATION: 

• Units with tree names are up the canyon past the pool.  These are where 
older girl units and the boy’s unit are located.  

• Units with insect names are down by the parking lot side of camp. This is 
where Brownie units are located. 

 
CAST IRON COOKWARE: 
 
Seasoning:  Ask every cast iron cook you know, and chances are each will give 

you different directions on how to clean, cook in, and care for Cast Iron.   
• Wash it in very hot soapy water and then rinse well.   

o New cast iron comes from the manufacturer with a coating to prevent 
rusting during warehousing and retailing.  Washing removes the 
coating so your cookware is ready for seasoning. 

 
• Seasoning in an oven:  Place cast iron in an oven at 3500F for 1 hour.  

o  If your pot has a lid, place the lid on top when in the oven.  (Use 
caution when removing the lid.  Open it away from your face, as heat 
from inside the pot may flare out.)  

o  Remove the cast iron cookware from the oven and allow it to cool just 
until it can be easily handled.  Wipe off any remaining coating with 
paper towels.   

o If the pot/pan feels sticky, heat it again until the sticky coating has 
burned off. 

o Again put a little oil into the bottom of the pot and spread with paper 
towels.  Coat the entire surface of the cast iron, inside and out.  This 
must be done while the cookware is still very warm. 
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o Replace the lid and heat it again until very hot to the touch.  Heating 

opens the pores of the cast iron and allows the oil to soak in creating 
a good seasoning.  

o Cool, then wipe any excess oil from the pot.  Do not leave areas of 
thick oil, as it may turn rancid and give your cookware a bad taste.  If 
that happens, repeat the steps to clean and re-season. 

 
• Seasoning over a charcoal fire: Heat the oven until it stops smoking, 

and then follow the above directions. This method carries a greater risk of 
the Cast Iron flaring and creates a lot more ash and soot. 
 

Cleaning:  Water Method:  If done correctly, cleaning with water will maintain 
the seasoning.  Do not, however, wash with dish soap.  Use soap only if 
you are trying to remove rust or a bad or rancid flavor. 

 
• Wipe off any remaining food and fill it about ½ full of warm water. 

 
• Cover with lid and heat until the remaining food has loosened. 

 
• Dump the water out.  Wipe/ scrape the pot to remove stuck-on food. 

o Repeat this process if food still remains in the oven.  
 

• Heat the cookware over medium heat until all the water has evaporated.  
Remove it from the heat and wipe with a thin layer of oil.   
 

• Heat a second time, and wipe all thick spots of oil.   
o Re-heating a second time is optional.  It is done to make sure the 

pores of the cast iron are open to the oil.  It also is a good way to 
make sure the oil is not too thick. 

 
Cleaning:  Dry Clean Method:  Some people clean their ovens with salt, a 

small brush and paper towels.  
• Wipe off any remaining food particles. 
• Sprinkle with salt and scrub with a brush; wipe out with a paper towel.  
• Repeat this process again if food still remains.  When clean, wipe out with 

a damp paper towel or rinse with water.   
• Place the cast iron in the sun until warm, then oil and store.   
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Remember: 

• Cast Iron hates soap and water. 
• DO NOT SCOUR with powder cleanser or leave soaking; it will become 

unseasoned and rust. 
• Use the Dry Clean or Water Method as described above. 
• Always sun-dry Cast Iron and while it is still warm wipe inside with a light 

coating of cooking oil. 
• Store lids separately; pots upside down. Don’t stack when warm; again, 

the cookware will rust. 
• Cast Iron is brittle and can break if dropped. 
• DO NOT THROW OUT because of burnt-on food or rust.  Inform your 

director. 
 
Types of Cast Iron Cookware at DDC: 

• Dutch Oven:  Used for various cooking methods: baking, stewing and 
stovetop type cooking.  Has a lid and needs a lid puller.  Check staff 
manual for use of Dutch Ovens. 

• Pie Irons: Cast Iron metal bakers seal a filling between two slices of 
bread or pastry. Unit will need extra potholders. Check Hive wall for use 
and care. 

• Brat or Hot Dog cookers:  Similar to pie irons but shaped to hold a hot 
dog or sausage. 

 
Caterpillar: Storage area for camp equipment and basic craft and nature 
materials.  It is used primarily by Hive staff.   

• Unit and program staff can access it for craft and nature materials during 
camp.   

• See “What’s in the Caterpillar” (posted on inside of Caterpillar door).   
•  Campers (including our own children) are not allowed in the Caterpillar. 

 
Coffee Makers and Brewing Coffee: See instruction available in the 

Hive and on ”Bunn” coffee maker. 
 
Crock-Pots: Manual/Instructions available in the Hive. 
 
Dishwashing: 
Dishwashing Set-Up Area – In front of hive:  

• There should be 6 benches, 1-2 sun drying tables, 4 lined garbage cans, 
2 rulers(5”) and 2 water hoses (1 hot water and 1 cold water) each with a 
hand sprayer.  The hoses will be fastened to the overhead shade cover. 
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• Set out 2 lines of 4 washtubs each on the benches outside of Hive for unit 

dishes and 1 line of 5 washtubs in the line for Hive dishes. 
o Attach scraper (rubber spatula) to lined garbage can. 

 
• Five inch rule:  There are two desk rulers hanging on the Hive shade cover 

posts.  They are marked at the 5 inch length.   
o Fill the washtubs to the 5 inch mark.  We have two, 30 gallon water 

heaters on site: one in the Hive for the dishwashing area and one in 
the Pump Room for the back sink.  The hot water runs out quickly if 
you overfill the washtubs. 

o Fill pots as outlined in the table below.  Remember our 5” rule and our 
30 gallon water heaters. Plus, think of your back, one gallon of water 
weighs 8.35 pounds. 
 

Buckets Unit Line Hive Dishes Line 
1st Cold water, pre-rinse Cold water, pre-rinse 
2nd Warm, soapy water with sponge Warm, soapy water with sponge 
3rd Warm, soapy water with sponge Warm, soapy water with sponge 
4th Warm water rinse Warm water rinse 
5th NONE for Unit Lines 

Use for camp equipment only 
Hot water with 1 oz. bleach, 
Long handle tongs 

 
o Some sessions put 1 extra washtub with cold water in it, under each 

bench at the starting end.  This allows for faster replacement of the 
first rinse tub, which gets dirty fast. 

o Drying tables should be in a sunny spot, (you may need to move them 
during the day to stay in the sun).  Sun-dry all Hive dishes and 
cooking equipment before returning to storage, please do not dry 
with paper towels. 

 
• Back-saving tip:  when emptying the washtubs pull a wagon over to the 

side of the dishwashing tub to be emptied.  Put down one side of wagon, 
move the washtub onto wagon and pull wagon over to mop sink. Empty 
washtub water into mop sink by tipping it while still on the wagon. You do 
not have to lift and carry the washtubs!.  
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Dishwashing Procedure:  

• Dishes should be scraped/wiped at the unit and transported outside their 
dunk bag. 

• Scrape using the rubber spatula. This is a key step to keeping the water 
clean. 

 
• Cold water rinse, warm soapy wash, rinse, bleach dip using tongs for 

camp equipment.  Poster in Hive. 
• Supervise the units washing their dishes. DO NOT DO IT FOR THEM 

they need to learn how. 
• At least one unit leader must supervise their unit’s dishwashing. Elves 

may also help as needed. 
• Check items before placing on clean tables to air dry.  

o If necessary, have units rewash camp cooking equipment. 
• When dry, return items to Caterpillar. 

 
Drinks:  
Water: A thermos and ice will be supplied each day in unit wagon.   

• Units will fill their thermos cooler with water at their unit. 
• Each program area (Archery, Nature, Crafts) plus the staff coffee station 

and The Nest should have its own drink thermos with ice water.  On a hot 
day you might send an elf with more ice for each of those areas. 

 
Milk: Most sessions participate in the Milk Program (ask your director), providing 

milk to all units each day (for drinking, not cooking).  
• Powdered chocolate mix or syrup will also be provided daily.   
• Soy milk is also available upon request, check with your director. 
 

Electrical system in Hive:  The Hive has a 100 amp service.  We use a lot 
of amps running appliances.  Coffee pots, roaster or anything that has to 
heat up uses a lot of amps when first started.  Blenders, cotton candy 
machine and the ice shaver are heavy amps users all the time. 
 

• Plan ahead to stagger electrical usage. 
o Consider using Cocoon for rice cookers requested by Brownie units. 
o Start Hot water on a timer 1 hour ahead of starting coffee. 

 
• Don’t use power strips to plug to heating appliances into the same outlet. 
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• Do use heavy duty extension cords to plug into outlets on separate 
circuits.  The circuits for the Hive are as follows: 
o One line is for the 2 refrigerators and the freezer. 
o One line is for the plugs in front of the Hive and the inside of that wall. 
o One line is for the Water Cooler on the roof. 
o One line is for the Ice Machine. 
o One line is for the lights and the plugs on the inside wall on pool side. 
o One line is for the hot water heater. 
o One line is for the inside and outside plugs on Sand’s Castle side, the 

Caterpillar’s lights and plug, also the light in the back room. 
 

• The Nest is on a 20 amp line with the Chateau.  It is a good place to plug 
into if the Hive is doing heavy cooking. 
 

• The Pool area is on its own service.   
 
Ice:  Cubed ice is available for drinks, ice chests, and ice cream making from 

the ice machine.  NOTE: Only the adult hive staff members are permitted 
to remove ice from the ice machine bin.   

 
• Units will be given ice in their ice chest and their drink thermos each day.  

Core program areas (Archery, Nature, Crafts) plus the Nest and the staff 
coffee area are given thermoses too. 
 

• Units planning to make ice cream will need extra ice. When they are 
ready for the ice, they send 2 campers with the unit’s ice chest in a 
wagon back to the Hive to pick up extra ice. 
o Ice used to make ice cream should be disposed of in the small mop 

sink located on the pool side of the Hive, not on the ground.  
 

• Shaved ice is made with the Ice Shaver for snow cones. 
 

Ice Machine:  Instructions for operation and care of the Ice Machine are in 
the Hive.  

• Only adult Hive personnel (and Directors) can dispense ice.  This 
ensures cleanliness of the ice and prevents damage to the machine and 
injuries to unauthorized staff and campers (including elves).  
o  Use the large plastic scoop kept near the machine to dispense ice 

cubes or crushed ice.  
 

• Scoop as much of the ice forward as possible, away from the back of the 
machine, as this is where the ice depth sensor is located.   
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o You need a full ice machine in the morning or you will run out of ice.  
Continue to move the ice forward throughout the day, and at the end.   

o Bag ice on set-up day and each night.  Store in chest freezer for use if 
weather is hot and extra ice is needed. Leave bagged ice for the next 
session.  Rotate ice bags and use so they don’t turn into blocks of ice 
on the bottom of the freezer. 

 
DO NOT REMOVE OR CLEAN AIR FILTERS ON ICE MACHINE.  We have 
been asked not to do it.  If you notice the filters need cleaning, inform your 
session director. 

 
Ice Shaver: Only Adult Hive staff may operate the Ice Shaver.  Practice safe 

food handling.  The “Care and Use Manual” is available in the Hive. 
 
Ice Cream Makers: 

• Check to see that all parts fit and are in working order.   
• Send rock salt in zip lock bags, about 2 cups of salt per ice cream maker.   
• If more ice is needed, instruct leaders to send 2 campers with ice chest in 

a wagon back to the Hive for more ice. 
• Dispose of water and used salt from ice cream maker in mop sink by 

Hive. 
• Clean outer section of freezer (wood) with water to remove all salt.  
• Clean inner section (metal) with soap and water. 
• Dry ice cream maker in sun. Do not store until completely dry to avoid 

rust on metal parts and mold on wood. 
• The ice cream maker parts are not interchangeable.  Keep the parts 

together with the maker.  (They may look the same but they are not.) 
• Before storing, assemble to make sure the ice cream maker works. 

 
Knives: Please sharpen before sending out.  It only takes a couple of seconds 
and may keep a camper from cutting themselves.   
 
Library: A small reference library, is located in the Hive and in the cabinet in 
the Caterpillar.  It contains Girl and Boy Scout books, song, games, skills, skit  
ideas, craft books and cook books.  These materials can be checked out during 
the camp session only.  Check with your director on how to check out material. 
 
Popcorn Makers: We have three types of Popcorn Makers. 

• Hand- Held over a charcoal fire – instructions available 
• Air Poppers  
• Large Popcorn Maker – instructions available. 
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Requisition Form-(Hive Orders): Cooking equipment, utensils and some 
craft-nature materials, can be obtained through the Hive.  See sample. 

• Requisition forms must be filled out by unit or core leaders and turned in 
to Hive staff for all equipment and supplies needed.   
 

• Hive orders should be placed by the timeline set by director’s/hive staff.  
However, the best practice is to complete an entire week’s requisition 
forms and turn them in on set-up day.   
 

• Items issued by the Hive should be returned in the same or better 
condition.  Units must report lost or damaged items to Hive staff. 
 

• If a unit forgot something on their requisition form, they may send 2 
campers to the Hive to request forgotten items from the Hive staff.   

 
Rice Cookers: These are available for unit cooking.  It may be better to plug 

them in the Nest due to power usage.  Instructions are available in the Hive.  
 
Root Beer Making Container: It is a 30 gallon grey plastic garbage can, 

marked “ROOT BEER ONLY”.  
• Directions for use and care of the container are in the staff manual.  

Check with your director to see if your session will be making Root Beer. 
 
Roasters: These work like your kitchen oven.  

• Allow time to warm up and cook.   
• Plug into the Nest due to power usage. 
• Before storing, please be sure it is well dried, store the cord inside. 

 
Snow Cones: Everyone receives one snow cone each day, two if the weather 

is very hot.  Hive staff coordinates sign-ups to minimize waiting.  If you 
keep track of the units as they get their snow cones you will know when 
you can clean up. 

• Setting up the Snow Cones area:  
o Set up a table to dispense the snow cones near the Hive in the shade. 
o Use the Ice Shaver to crush ice cubes for snow cones.  Use and care 

of Ice Shaver is posted on wall of Hive. 
o Only the adult Hive staff may operate the Ice Shaver, not elves.  
o Fill 3 large, clean ice chests with crushed ice and place in shady spot; 

refill as necessary. 
o  
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o Set out snow cone base with pumps.  Do not dilute the syrup.  

Minimize attracting bees by cleaning up spills immediately.  
o Keep a small scoop or measuring cup for dispensing even amounts of 

crushed ice to each person (in ice chest). 
o Snow cones can be dispensed by Hive or unit elves or adults. 
o Use safe food handling practices. 
o Close and clean up snow cone area after all units have been through.  
o Clean/sun dry ice chest before returning to Hive.  
o Leave lid open overnight to air dry. 
 

Staff Break Area:  (Grazing Table) All staff (adults and elves) bring a snack 
for the grazing table once during the week.   
• A sign-up will be displayed at camp in the staff area. 

 
• No children are allowed in the staff area during camp. 

 
• Follow safe food handling (see staff manual and Hive wall). 

 
 
Timers:  Use timers to save time in the morning or when you’re really busy.   

See instructions on how to use posted in the Hive. 
 

• Start the hot water pot or large coffee maker early (except the Bunn), to 
stagger electrical use. 
 

• If you have an overnight and are cooking breakfast at the Hive. 
 

• You might use a timer during the day to turn on something like a rice 
cooker at a specific time, so it is ready when the unit needs it.   
 

• When done with the timer, please unplug and return it to the Caterpillar.   
 
Wagons:  Unit/Core wagons will be available after Morning Assembly.   

• Each unit gets one large wagon.  
 

• Wagon and contents are returned daily by the time set by Directors or 
Hive staff, (except for items that may be kept by the unit until Friday). 
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• Core Staff will pick up and return their own wagon.   

Check wagons for cleanliness when returned.  It may be necessary to 
hose down and then sun dry wagon before storing in the Hive and 
reloading with the next day’s supplies. 
See instruction on care and repair of wagons posted on Hive wall.   
Extra pins for wagon repair are in the Director’s Hut cupboard. 

 
Water Cooler on Roof of Hive: 
See instruction posted in Hive: 
 
Water Shut Off for Hive Area: 

• Shutoff for hot and cold water bibs, Hive water heater and water cooler 
is under the hot & cold water hose reel on the left front corner of the Hive 
at ground level. 

• Shutoff for back sink is inside the Pool area, under the drinking fountain, 
at ground level next to hose bib.  It will cut all the water to the pool and 
changing house. 

• Water cooler.  The shutoff for the water to the water cooler only, (on the 
roof) is next to the cutoff for the Hive. 

 
Wildlife visitors to the Hive: Ants, mice, Yellow Jackets, squirrels and 
raccoons will take the opportunity to forage if we make it easy for them. 

• Ants:  To keep ants off a table, put all the legs in a container (such as a 
recycled butter tub or disposable pie pan) with baking soda. Please do 
not use water as it rusts the legs.  Keep table tops/sides wiped clean. 
 

• Food in Hive: Remember we do have four legged visitors at night.  Put 
food away where they can not get to it at night.  Leave area clean. 
 

• Mop and Dish Sinks/Washtub areas:  Keep sinks clean.  Wash Mop 
sink waste down. You do not need to wipe down inside of sinks. Spray 
inside of sinks with some cleaner during the day.  Spray washtubs clean 
when finished with them. 
 

• Snakes: Information is in the Staff Manual and posted around camp.  
They may sun themselves to warm up in the morning and move into the 
shade to cool down during midday.  Report sighting to Director ASAP. 
 

• Yellow Jackets:  Information is in the Staff Manual and posted around 
camp.  Use mesh food tents when possible.  There are various types of 
traps set up around camp.   
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*SESSION LOCKER SUPPLIES 
(stored in Sand’s Castle) 

These supplies are purchased by the DDC Camp Purchasing Agents for use 
during a given session.  Each session is provided an adequate amount for the 
number of personnel in their respective session.  If additional supplies are 
needed, please contact your director, in writing. It may take two days to replace 
supplies needed, so watch your inventory.   Hive staff as well as Directors are 
asked to thoroughly check the Hive, Sand’s Castle (look in unlocked lockers 
from prior sessions) and the Caterpillar before requesting additional supplies   
 
Additional supplies may or may not be provided dependent upon reason.  If 
supplies have been used for special session-specific use, additional supplies 
need to be purchased from within that session’s budget. 
 
Amount of supplies given to each session per year are evaluated at the end of 
year and may be increased or decreased accordingly. 
 
The key for each session locker is given to directors at Director Training. 

 
Caffe d’vita mix - Frappucino  

1 can(48 ozs)  
Cleaning supplies 

Will be given to session locker as expected to be needed 
1 new mop head  
1 roll of paper towels  

Charcoal 
300  pounds 

Coffee 
1 lbs. of regular coffee  
1 lb of decaf  

Coffee creamer 
1 jar (50 oz) will be given to every other session  

Cotton candy supplies 
2 Cartons (1 each Boo-blueberry floss and Bubblegum floss).  The cones 
will be in the Hive. 
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Dish towels  

3 per session – please note these are not for drying dishes, dishes must 
be air dried! 

Duct tape 
2 rolls  

Foam coffee cups 
One sleeve of cups (about 30 cups) 

Foil 
One 18 inch x 500 feet roll  
Three boxes of square foil sheets (500 per box) 

Gatorade  
One can (76.5 oz) to be used for First Aid station for 3 sessions 

Hand sanitizer 
One 67.6 oz pump to use in the Hive as needed 
One12 oz pump to use in the First Aid station as needed 

Hot chocolate 
One 3 pound can hot chocolate mix 

Lanyard material 
 15 rolls (100 yards ea.) Assorted colors  
Lemonade  

One can(5 lb.) per session of CountryTime, (makes 34 qts) 
Masking tape roll 

One roll (not colored) 
Matches 
 Four boxes (250 each)  
Nestle’s quick chocolate mix 

One can(2 lbs)  
Non-stick cooking spray  

Three (12 oz) cans  
Popcorn – oil - bags 

Two bags of corn (8 lbs)  
Oil (48 oz) will be given to session locker as expected to be needed 
Some sort of small bag to be used for popcorn 

Pot scrubers/sponges 
2-3 

Ranch dressing 
Four (48 oz) bottles 

Rubber gloves 
One box  
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Sno cone syrup 

Eleven gallons of (mixed flavors) base (if director has ordered special 
flavors, order will be filled as available).   
Usually 4 root beer; 4 red; 2 bubblegum; 1 other (ie. Lemon or lime) 

Sugar 
One bag (5 lbs) will be given to every other session locker  

(To be used at the staff coffee station) 
Tea bags 

One box (312 bags) will be given to every third session locker 
 

Zip lock bags 
Will be given as expected to be needed 
2 boxes each of gallon size bags(68); quart size bags (86) and sandwich 
bags(222) 

 
Supplies in Hive 

 
There will be rock salt (water softener salt) in the Hive (in a garbage can) back 
by the mops.  Extra bags will be stored beside the garbage can. 
 
Baking powder  Salt and pepper 
Baking soda  Root beer extract 
Cinnamon Catsup/mustard 
Vegetable oil Cornstarch 
Vanilla extract Taco seasoning mix 
Granulated garlic Italian seasoning 
Granulated onion Wax paper  
Plastic wrap White vineger 
Coffee filters (10 cup) 
 

 
Supplies provided by GSNorCal 

The Site Ranger is responsible for stocking/restocking designated Hive shelves.  
DDC volunteers maintain supplies in the biffy. 

 
Toilet paper  Water hose/reel 
Brooms (3)  Several floor mops/buckets 
Buckets Shovels 
Fire bucket Garbage can liners (large/small) 
Bags of hand soap (for dispensers in biffy) Portapotty/pump wash station 
Rolls of paper towels for dispensers 
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Director’s lockup 

The Director’s control this cupboard in the Chateau (Director’s Hut) 
 

Leather tools special scissors 
Small air horn bug/compass 
Radios (2) flashlights 
Adding machine/tape/ribbon Girl Scout logo flag and pole 
Spare tire air ink cartridge  
Extra pins for wagon repair color paper for printer 
Batteries calculator 
Walkie-talkies/batteries electric pencil sharpener 
Hand pump with needle to inflate balls  
Sort-it (used to put forms in order) 
 

 
First Aid Station lock up 

The Health Supervisor controls this cupboard located in “The Nest” 
 
First aid supplies  Bullhorns 
Tissues Hand sanitizer 
12 propane tanks for cooking stoves (for emergency only) not for unit cooking 
 
 
The Health Supervisor will notify their director in writing if they are running out of 
these supplies.  (Directors will check with Administrator before purchasing more 
supplies). 
 
 
March 2011 
kle 
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*Cooking Equipment Typically Required 
 

Some of these items are issued to the unit at the start of the week and may remain in 
the unit cupboard until Thursday afternoon.  Other equipment such as measuring, 
mixing and cutting items will vary based on the specific recipe. 
 
Box Oven Recipes 
Box Oven, pre-assembled 
or: 
Cardboard box  
Heavy duty aluminum foil 
Duct tape 
13 x 9 pan or cookie sheet 
Non-stick cooking spray 
Matches 
Bricks (2/oven, usually 4 
issued/unit) (at unit) 
Potholders (at unit) 
Charcoal (at unit) 
Fire tongs (at unit) 
Chimney (at unit) 
Newspaper (for fire 
chimney) 
Foil to line ground with 
 
 
 
 
Foil Wrap Recipes 
Heavy duty aluminum foil (or 
double the foil squares) 
Permanent marker (for 
labeling packets) 
Non-stick cooking spray 
Matches 
Potholders (at unit) 
Charcoal (at unit) 
Fire tongs (at unit) 
Chimney (at unit) 
Newspaper (for fire 
chimney) 
 
 
 

Stove Top Recipes 
(Varies with the recipe) 
Large cook pot & lid or: 
Large frying pan & lid (foil 
lid) 
Serving spoon or ladle 
Matches 
Bricks (place horizontally 
with coal in between, 
place pot on bricks if you 
can’t lower grill enough) 
Soap outside of pot if 
placing close to coals 
Potholders(at unit) 
Charcoal(at unit) 
Fire tongs(at unit) 
Chimney(at unit) 
Newspaper (for fire 
chimney)  
 
Ice cream 
Ice cream freezer (bucket, 
metal container & lid, 
dasher, crank assembly) 
Rock salt (2 cups) 
Crushed ice 
Long handled spoon 
Measuring spoons 
Measuring cup 
(lift type can opener for 
canned milk recipes) 
paring knife (sharpen), 
cutting board, bowl, potato 
masher for fruit recipes 
 
 

Dutch Oven Recipes 
Dutch oven 
Lid lifter 
Fire tongs(at unit) 
Potholders (at unit) 
Foil to line bottom, not lid 
Non-stick cooking spray 
Matches 
Long handled serving 
spoon 
Charcoal(at unit) 
Fire starters or Chimney(at 
unit) 
Newspaper (for chimney) 
Foil to line ground with 
 
 
 
 
 
No bake recipes 
Varies with the recipe 
Measuring cup 
Measuring spoons 
Mixing bowl 
Mixing/ serving spoon 
Cutting board 
Knife (sharpen) 
waxed paper 
cookie sheet 
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