
 

 

 

 

 

 

 

2024 Summer Program Director’s Checklist 
 

Use this Checklist to ensure that you have satisfied University and State Requirements to operate your  

program on campus. 

 Task Timeline 

□  
Pre-Planning: Review Youth Camp Regulation training to determine if your 

program requires State Certification according to COMAR Youth Camp 

Regulations. 

6 months prior to launch of your 

program 

□  
Pre-Planning: COMAR Regulations require that Youth Camp Staff are 
required to have (a) the FBI Criminal Justice Information System (CJIS) 
background check and (b) the Maryland Child Protective Services (CPS) 
background check prior to employment/work with minors.  

Both CJIS and CPS 
background checks must be 
performed at least every two 
years, unless there is a break in 
employment (e.g., seasonal 
work) then both checks will 
expire and must be completed 
again for any subsequent 
appointment. 

□  
Pre-Planning: Develop the following plans in accordance with COMAR 
Guidelines: 

□ Emergency Procedures 

□ Trip Safety 

□ Transportation Safety 

30-60 days prior to the start of 
your program 

□  
Attend the Annual Orientation Meeting held in February or watch the recording 

link. 

February 2024 

□  
Determine which University Services you will require for to operate your 

summer program: 

□ Bear Card (*required for all programs) 

□ University Parking Services 

□ Residential Accommodations 

□ Sodexo Magic Catering  

30-60 days prior to the start of 

your program 

□  
Submit your application to the Center for the Continuing and Professional 

Studies via DocuSign for approval. 

60 days prior to the start of your 

program 

□  
Post-Approval: Summer Program Directors and any adult who supervises, 

interacts with, chaperones, or oversees minors in summer programs or 

activities, either on or off-campus, to report issues related to illness, injury 

or abuse using this Incident Reporting Form. 

As needed  

□  
Post-Approval: Upload fully executed liability waivers for all program 

participants.  Link will be provided once program is approved. 

1 week prior to the start of your 

program. 

 

https://drive.google.com/file/d/1hD6F_26xb_PoIQojaPacADfBdvypJ_zJ/view
https://dsd.maryland.gov/Pages/COMARSearch.aspx#k=Certification%20for%20Youth%20Camps%23l=1033
https://drive.google.com/file/d/1bLyc7DN5eHbTW-ijNimTjR5S77SGalxC/view?usp=drive_link
https://drive.google.com/file/d/1UeJycS2vILZBvpc0wzPm2jU3Ob2EYBJp/view?usp=drive_link
https://drive.google.com/file/d/1hxBXVPessgiqZnpw-_69WZZs5GdnSWd_/view?usp=drive_link
https://morganstate.zoom.us/rec/play/gnRWjCP03h0nJFNpqUi9JCfQpCtuOdCxPnAxgvUImPvBcmyjYVnXVctUipx4_qm_u5c1AlmDGRkOiHiq.mcPA47DF2ANCXkYo?canPlayFromShare=true&from=share_recording_detail&startTime=1708630542000&componentName=rec-play&originRequestUrl=https%3A%2F%2Fmorganstate.zoom.us%2Frec%2Fshare%2F1QQkc5AH_CYTLXsWA-qZgbz5FXO47OMzwyULHOMpTSG4gHbK4yeqLorX2ioKDuBe.PkDg5109_9HRpW4e%3FstartTime%3D1708630542000
https://drive.google.com/file/d/1yjm2hmpaysT2rArN2vAqdLLsxAaabnPC/view
https://www.morgan.edu/parking
https://www.morgan.edu/residence-life-and-housing/summer-conferences
https://msu.sodexomyway.com/catering
https://powerforms.docusign.net/2d920cf2-6474-4d5e-a012-b3bd9b26501b?env=na2&acct=91e00bed-fb84-48ab-9c47-f3a2c0621225&accountId=91e00bed-fb84-48ab-9c47-f3a2c0621225
https://forms.gle/m53NHkJ5myWLRhEj6

