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Introduction 

Your summer at BEAM is going to be fun, intense and exhausting (but mostly in a good way!). This summer procedures 
guide is designed with two purposes in mind. 

First, we want to give you an overview of what to expect during the summer. We’ll give you the broad outlines of how 
things usually go. This is not meant to be complete training: you’ll get full training online and then in person. However, 
this can tell you a bit about what to expect. 

Second, we want to cover a few processes that aren’t covered anywhere else. You should read these carefully, but then treat 
them as a reference. If you have a question later about how something works (student discipline, reimbursements, etc.) 
you can always come back here to remind yourself. 

We know there’s a lot to take in. You should prepare seriously from this manual, but also know that you will have more 
opportunity to learn what you need to know for the summer. You’ll be part of a team where we all support each other to 
do the best work possible for the students. 
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Program Overview 

You are about to be staff at either BEAM Discovery or BEAM Summer Away. 

BEAM Discovery is a five-week commuter program where rising 7th-graders explore deeper mathematical reasoning 
through classes in Logical Reasoning, Math Fundamentals, Math Team Strategies, and Applied Math. In addition to 
two hours of classes, the program also has two hours of Open Math Time per day (time where students complete math 
work from classes, do independent work of their own interest, and generally set their own agenda), and two hours of staff-
led activities where students can have new experiences. They make friends from different schools across their city and 
build a close-knit mathematical community. Throughout their 7th-grade year, BEAM will continue to provide students 
with math problems, alumni newsletters, and opportunities to apply to other programs. 

BEAM Summer Away is a three-week residential program where rising 8th-graders learn about mathematical proof and 
take their learning to the next stage. They live together on a college campus for three weeks make friends that will last a 
lifetime. Students take a different topics course each week meeting four hours per day, as well as a problem solving 
course that meets two hours per day. They also have two hours of activities and two hours of free time each evening, and 
an hour of independent study called modules. Most students at BEAM Summer Away attended BEAM Discovery in the 
prior year. All students at BEAM Summer Away are part of the BEAM Pathway Program which provides Saturday 
classes, mentoring, and guidance throughout 8th grade and high school, and optionally through college for those who 
declare a math-related major. 

What’s It Like to Be Staff? 
At BEAM, all staff contribute to build the program. We have an ethos of going above and beyond for students; we really 
do everything we can to make their experience great. The staff are all dedicated to the program and are giving up their 
summer to make this happen; it’s an amazing group of people. 

When possible, major program decisions are made by consensus, although sometimes it falls to the Site Director (SD) to 
just make a call. 

BEAM staff bond closely with many of the students. The kids are pretty amazing, and getting to know them is often the 
best part of the program. You’ll have lots of opportunities (at activities, meals, during free time, or during travel) to just 
talk with students and find out more about them and their lives, and to share your own life and experiences with them. 

We try hard to create a structured program for students without overwhelming them with rules. There are times that your 
job will be about enforcement, but often it’s just reminding students what it means to be a good community member. 
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Students are coming from many different backgrounds and may have different expectations, so patience and 
understanding are really important. 

In general, BEAM tries to distribute tasks evenly between different staff members. BEAM Discovery is a relatively 
structured program with a larger staff, and so many of the tasks are set at the beginning of the summer. BEAM Summer 
Away is smaller and looser, and relies more on people volunteering periodically based on their own capacity and 
availability. 

Communication is essential at the program. Both the SD and the Director of Student Life (DoSL) are available to talk 
and share concerns. 

Who Is the Staff? 

Counselors/TAs 

Counselors are generally college students, and they have two roles: social support and academic support. As counselors, 
they run activities and take primary responsibility for supervising students when not in class. At BEAM Discovery, they 
also escort students on public transit to/from the program; at BEAM Summer Away, they live in the dorms with the 
students, run hall meetings, and support students as needed. Counselors’ other role is as TAs, where they make classes 
work: they help students with mathematics, help with any students who are not focused on classwork, and sometimes 
(working with the instructor) may teach for a while. Counselors facilitate Open Math Time (at BEAM Discovery) or 
Modules (at BEAM Summer Away) by working with students both individually and in small groups on the math. BEAM 
Discovery also has a number of Junior Counselors (JCs), who are high school aged students (usually BEAM alumni) with 
similar responsibilities. 

Director of Student Life (DoSL) 

The Director of Student Life keeps the nonacademic portions of the program running smoothly. The DoSL directs the 
team of counselors to keep kids safe and happy, to run and assign activities, and to handle discipline. The DoSL is the 
right person to talk to about discipline questions, scheduling questions, or when you want to run an activity for students. 

Faculty (Instructors) 

Faculty teach courses and help run Open Math Time (at BEAM Discovery) or Modules (at BEAM Summer Away). 
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At BEAM Summer Away, faculty also join students for meals, help run activities, supervise students when needed, and 
help out with some of the day-to-day work. The Math Team Strategies instructor additionally runs the Saturday relays 
events, while the Solving Big Problems instructor coordinates challenge problems and student presentations of challenge 
problems. Meanwhile, the six topics course instructors teach two out of the three weeks; during the week they aren’t 
teaching, they help other instructors, sit in on each other’s classes, and run activities. 

At BEAM Discovery, some faculty may choose to stick around for other aspects of the program — eating lunch with 
students, running activities, or field trips. (Everyone is invited to all parts of the program.) However, these components 
are optional. Faculty who would like to run activities should speak with the DoSL. 

Nurse 

The program’s nurse helps keep students and staff healthy. Formally, the nurse’s role is to provide staff training at the 
beginning of the summer, inspect students’ medical files when they first arrive, and advise in medical situation. 

At BEAM Discovery, the nurse will be on campus during all hours when students are present at the program. 

At BEAM Summer Away, the nurse may be on campus for the entire program or may only be around for the most active 
parts of the day. In addition to the above responsibilities, the nurse also meets students when they arrive to deposit their 
medications, as students may not keep medications while at BEAM. 

You should call the nurse for any medical incident. You’ll get more training on this below and then at the program. The 
nurse generally also assists with other aspects of program administration when the medical portions are running smoothly. 

Site Director (SD) 

The Site Director oversees BEAM. The SD is the logistics and communications center of the staff, running meetings, 
leading the mailing list, and making it possible for everyone else to do their job very well. The SD is the person you call 
when something goes wrong and you don’t know what to do. The SD has the whole program in their head, but it’s up to 
you to keep it that way by telling them what’s going on. In some cases, this role is shared between two co-SDs. There may 
also be a Deputy Site Director, who is generally an equivalent person to contact. 
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Social Worker 

The program’s social worker is the person to speak to when a student seems unhappy or you have concerns about their 
emotional well-being. They will work with individual students and will also support staff in their interactions with 
students. The social worker will also run activities and take on some of the non-academic duties of a counselor. 

Staff Responsibilities 
❖ Do the explicit tasks listed above.  

❖ Attend staff meetings. 

❖ Check e-mail at least once daily. 

❖ Point out anything that’s not working well. 

❖ Keep site leadership (DoSL and SD) informed about disengaged students or other developing issues. 

❖ At the end of the program, complete all final surveys and evaluations of students. (Please note that your final 

paycheck is dependent on completing these tasks!) 

❖ Be awesome:  

➢ To students. 

➢ To each other. 

➢ To the program. 

BEAM Summer Away: Additional Staff Responsibilities 

At BEAM Summer Away, an ongoing spreadsheet tracks stories about students to enable us to write letters at the end; 
please keep this running feedback during the summer by submitting to the Google Form. 

All BEAM Summer Away staff sign up for additional tasks. Some tasks just need to be done by someone; in additional, 
all faculty also contribute to traditional “counselor tasks” to give the counselors some time off! 

Faculty often have difficulty deciding how much to contribute to counselor tasks. As a rough guide, we recommend 
signing up for an average of 6-7 hours/week to run activities, supervise evening free time, supervise students who have 
stayed back from a field trip, go shopping, etc. In addition, we recommend supervising one field trip over the course of the 
entire summer (not counted in those seven hours). Again, this is flexible. If you are a topics course instructor, you might 
do much less in the weeks you’re teaching and much more in the third week. If you’re happy doing lots of supervising 
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students who are staying back from field trips (often a less popular task), then don’t worry about making sure you go on a 
field trip during the summer. Each person contributes what they can! 

Remember also that these roles are often very fun! “Supervising evening free time” might mean leading the kids in a big 
game of soccer or playing board games with them. Going shopping is a nice chance to get off-campus, have some time to 
yourself (or take a friend), maybe get a meal at a restaurant. Many of us see this as a great opportunity to get paid for 
something fun. 

Volunteers for staff tasks will be solicited at twice-weekly staff meetings. These are tracked on a spreadsheet in the Google 
Drive folder. Tasks you signed up for will be e-mailed out to the whole staff the night before. It is important to make sure 
to do everything you sign up for, since there is no check on it otherwise! If you are in charge of some event (for example, 
the Field Day, Talent Show, or Religious Services) where you need volunteers, please directly add sign-up slots to this 
spreadsheet so that everyone can track who is doing what. 

There is an ethos at the program of each person contributing what they are able. For example, counselors who have 
defined roles that take up a lot of time (such as running Field Day) might do fewer breakfast runs or snack provision. It’s 
very important that all staff attend to their own well-being, and take plenty of time off to stay happy and rested. (That, 
too, is part of your job!) 

Staff Coordination 
There are four key hubs of staff information:  

❖ The mailing list. Email is a key part of our communication. You are expected to check email daily. In addition, 

we may have a text-based chat for staff, which you should check regularly. 

❖ The Google Drive Directory, which is a shared repository for everything about the program. Documents, 

information, instructions for various roles, and staff signups are stored here. 

❖ Staff meetings, which occur twice a week during the program. Because students cannot be unsupervised, staff 

meetings generally separate faculty and counselors. Faculty at BEAM Summer Away should note that they will 

not have TAs in their classes during counselor staff meetings; if you would like an additional adult in your room, 

please ask one of the non-teaching faculty that week or speak to the SD. 

❖ At BEAM Discovery, the main office is constantly staffed and has important supplies. At BEAM Summer 

Away, the supply room is in the main student dormitory and has supplies such as extra staff handouts (including 

all of the various yellow card/medical/purchasing/etc. slips), umbrellas, class supplies, extra backpacks, pens and 
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pencils, paper, arts and crafts supplies, and much more. There is a combination lock on the supply room that you 

use to get the key. The combination is 4096. Once you have the key out and the door open, please replace it and 

scramble the combination so that no students see it. 

Sometimes things come up, and at those times you might get a call asking you to pitch in. We will make an effort to 
minimize this, but things like student illness (requiring hospital trips) are unpredictable. 

When you’re not explicitly scheduled for something, you are absolutely welcome (and encouraged) to take time off and 
relax. You’re also welcome to join in on whatever’s going on: participate in an activity, sit in on a class, hang out with the 
kids. We want to encourage a spirit of creativity and improvisation: sign-ups are there to make it possible to plan ahead, 
but the program always welcomes your presence and initiative. 

At the end of each day, the SD and DoSL will send emails updating you on important goings-on at the program 
including any changes to the schedule or your responsibilities for the next day. All e-mails for the next day will be sent no 
later than midnight. Hence, you are responsible for reading staff emails at some time between midnight and the first time 
you come into contact with students each day. (It is OK to do this on your way into the program at BEAM Discovery and 
before breakfast at BEAM Summer Away.) 

Before, During, and After the Program 
The days prior to the program are reserved for training and setup. All staff attend training and setup, and it is a busy 
time! Faculty, you should not expect to be able to use this time to plan your classes. While you will be able to meet with 
TAs, you should otherwise expect this time will be quite busy and leave very little time for course planning. (Of course, at 
BEAM Discovery your evenings will be free, and at BEAM Summer Away we also try to preserve evenings during this 
time.) 

The schedule for the program itself is provided as an appendix to this document depending on which site you are at. 
Please note that the schedule is always a bit tentative as we sometimes do need to make adjustments.  

The days after the program are for wrap-up and cleanup. All staff wrap up the program together to discuss what went well 
and what we would like to improve in the future, and work to clean the program up and pack for next year. 

At the end of the program, all staff have the responsibility to complete student evaluations and letters. Students receive 
both a personal note (typically hand-written from a staff member, often a counselor) and a formal letter summarizing their 
progress and recommended next steps after the summer. Writing these are a significant task, and may require some time 
beyond formal time at the program. In particular, faculty at BEAM Discovery have one less day of wrap-up but have a 
significant letter-writing requirement. 
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Because of the work of writing these letters and internal evaluations, it is especially important that staff keep track of 
student accomplishments and struggles during the summer. These often provide important context and concrete examples 
for the letters. At BEAM Discovery, faculty receive tracking sheets to keep updated for their students. At BEAM 
Summer Away, there is a centralized form where people submit ongoing feedback. Please keep up with these! 

Advice for Staff 
❖ Everyone has a different way of interacting with students. Some people like to be in large groups running games; 

others like to have quiet one-on-one interactions. Both are important, so lean towards what you do best and what 

you most look forward to. 

❖ Engage and put yourself out there. It’s the community that makes BEAM special: the community of students and 

the community of staff. 

❖ Communicate frequently. Communicate with each other; communicate with the DoSL and SD. If a student is 

not engaging in your class, tell us. If a student is withdrawing from others, tell us. If you don’t have the supplies 

you need, tell us. Many of the challenges students have faced during the summer might have been addressed 

earlier with prompt communication. One of the barriers to prompt communication is an assumption that another 

staff member already knows what you’re going to share. When in doubt, share anyway.  

❖ Enforce rules, even if you’re uncomfortable with them, but feel free to raise your discomfort with the DoSL or 

SD. It is essential that we all stay consistent and have each other’s backs. 

❖ Stay calm. Sometimes students will test your energy levels or might seem like they’re intentionally misbehaving. 

Raising your voice is never helpful. Assume the best of students and keep your cool. 

❖ Have fun. Always seek out the parts of the program you really enjoy! 

Working with Young People at BEAM 

One of the great things about a program like BEAM is that the vast majority of your time with students is going to be 
either teaching students math or spending time with them socially. It’s a vibrant, exciting atmosphere with an amazing 
group of young people. 

Our goal is to give students as much freedom and flexibility as possible. We aim to treat them as much like adults as we 
can, and to expect the same behavior in return. This is reflected in our efforts to give students as much choice as possible 
in their classes and activities, and how everyone refers to one-another by first name at the program. However, when 
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students do not live up to our expectations, it is similarly important that we maintain clear boundaries and show them that 
those boundaries are real. 

Our rules reflect this philosophy. While we have a few more specific rules, we try to just give common-sense principles 
and refer back to them as needed: 

❖ Be excellent to one-another. 

❖ Don’t do stupid stuff. 

❖ Be here to grow. 

❖ Listen to the staff 

Messaging 
Overall, we try to message delight in doing math. We love interesting problems and we love seeking out challenges. We 
try to push ourselves, to grow as much as possible (“be here to grow!”). We see limitless possibilities in what students can 
do, and we try to open their horizons about what they can do. 

We tell students, “if you’re not being challenged, then we’re not doing our job.” When they get stuck on a problem, we 
actually express happiness, because that means they’re really being challenged. (Of course, we also want to make sure they 
get an appropriate amount of challenge: they should feel a lot of mathematical success at BEAM.) 

When issues of creating a positive community come up, we similarly work to have consistent messaging and bring things 
back to our basic rules: 

❖ Be excellent to one-another can be used both to praise someone who did something excellent or when someone 

did something that was not excellent. It can be indirect as well. For example, defacing a poster is not being 

excellent to whoever made the poster or to the BEAM community. 

❖ Don’t do stupid stuff comes up whenever discussing something dangerous or unwise. 

❖ Be here to grow is referencing the idea of a “growth mindset,” the idea that everyone can improve themselves by 

working hard and being reflective. Those who believe that they can do better through hard work (and that it is 

not just about fixed intelligence) are much more likely to challenge themselves and grow. While how smart you 

are might play a role in what you accomplish, what you make of yourself is up to you. This kind of messaging 

might come up when we talk about: 

➢ Students should put forth their best effort in classes. 
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➢ They should not do anything to impede the growth of themselves or others, such as putting someone else 

down. 

➢ They should not refer to others as dumb (or smart, really, either). 

❖ Similarly, you should not refer to students as smart or reference intelligence. Rather, when we seek to praise a 

student, we should talk about the quality of their work, their insight, and their work ethic so as to encourage more 

similar work. 

❖ Listen to staff instructions is also clear. 

❖ BEAM is a safe space is not one of our rules but is something we often bring up to explain why we have a rule. 

We are a community of people who share an enthusiasm for math and we are creating a place where everyone can 

feel comfortable and can be themselves. This kind of messaging might come up when we talk about: 

➢ Being inclusive towards everyone at the program. In particular, we want to encourage students to make 

friends with and be friendly to people in the program who have a different gender, culture, ability, or 

background than them. 

➢ Peer pressure.  

➢ Avoiding racial slurs (and other categories of slurs not explicitly mentioned here), even those used in jest 

or without negative connotations. Such comments negate the safe space.  

➢ Avoiding profanity, which is not being excellent to each other nor is it creating a safe space, as some 

people may be offended, including staff. 

➢ Avoiding homophobic and transphobic comments. 

All students have signed a code of conduct indicating that they will strive for these broad principles but may often need 
reminders about what the broad principles look like in practice. 

Student Supervision 

General Procedures 
Staff who are supervising students should make sure that they can see and hear students, and that students can see and 
hear them. Keep a watchful eye on the group. Ensure that everyone is safe and happy. If for any reason you feel 
overwhelmed, call for additional staff. 
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Supervising students does not mean that you can’t play games with them or otherwise engage in the same activity. Just 
make sure that while you are part of the activity, you can still keep a watchful eye on everyone and ensure a safe 
environment.  

When you are supervising a group of students, you should continue your supervision until you have passed them on to 
other staff members. (For example, they go to class, they go to their next activity, they go to lunch, etc.) 

Supervision Ratios 

BEAM staff should maintain the following supervision ratios at all times: 

❖ For passive activities, defined as those where students are spectators or have limited mobility and are using no 

tools or equipment other than computers, calculators, or paper and a writing utensil, the required ratio is 1:25. 

Note that scissors or a compass (with the pointy end) count as tools that mean the activity is no longer passive. 

Examples of passive activities: most classes, board games, watching movies, painting, singing, or drama that does 

not involve extensive movement. 

❖ For non-passive activities that occur on-campus, the required ratio is 1:12 (for BEAM Discovery) or 1:10 (for 

BEAM Summer Away). 

❖ For off-campus trips (including to nearby fields if not on-campus), the required ratio is 1:8 (most programs, so 

long as at least two staff are present with the group) or 1:5 (for programs whose campus is in New York City or 

where only one adult is present with the group). In addition, any off-campus group should include a staff member 

with program-approved first aid and CPR training and should take a first aid kit and CPR mask. 

These ratios comply with local laws and best practices. Please remember also that no staff member should ever be 
supervising a single student. 

Running Activities 
All staff can run activities for students; it’s part of counselor’s regular tasks. Students indicate activity preferences (at 
BEAM Summer Away they do it at hall meeting the night before; at BEAM Discovery it’s while en route to the 
program), so they’re usually in the activities they want to be. Make them awesome! 

If you are running an activity, it is your responsibility to: 

❖ Make sure needed supplies are ordered in advance. 
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❖ Bring with you all the supplies you need. 

❖ Get to the activity meeting point five minutes before it is time to go. 

❖ Pick up the list of students in your activity and use it to gather your students. You may not leave until you have all 

the students. 

❖ Once all students are assembled, go and do the activity! You do not need to sign out. Make sure to finish by the 

end of your activity block. 

When running sports, it is additionally your responsibility to: 

❖ Verify that students are wearing appropriate clothing: loose clothing that is easy to move in and will not cause 

them to trip; good shoes/sneakers; etc. 

❖ Ensure that the play area is safe - that the ground is in good condition and does not have obstacles that will cause 

people to trip; that there is good air circulation in an indoor space;  

❖ Ensure that there is adequate water supply for students and that they drink water, or make sure they brought full 

water bottles. 

❖ Watch students for signs of injury or illness. Look for any kind of limping; signs of heat exhaustion (nausea, 

headache, profuse sweating, cold to the touch, extreme thirst, confusion, weakness, pale skin); etc. 

❖ Discuss sportsmanship with students if it becomes relevant; ensure they maintain a positive attitude towards the 

game. You should feel free to stop the game if students become rowdy, are not listening to instructions, or show 

poor sportsmanship. 

❖ Display proper sportsmanship yourself. You may participate, but you must also ensure your participation supports 

all students, rather than allying too closely with one team or another.  

Activity schedules are set by the DoRL/DoSL. Faculty are encouraged to sign up on the staff signup to run activities, and 
then talk to the DoRL/DoSL about scheduling. 

Student Behavior and Rules 

Recall that we give students four general rules to guide their behavior: 

❖ Be excellent to one another. 

❖ Don’t do stupid stuff. 
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❖ Be here to grow. 

❖ Listen to the staff. 

Be sure to read the section on Messaging to Students and Student Rules in the BEAM Policies Manual. During the 
summer, we use a warning and “yellow card” demerit system to address violations of specific rules. The next section 
discusses how this system works and is followed by a list of specific summer program rules and our approach to their 
enforcement. 

Student misbehavior does not take up much of your time during the summer, but without clear action it can take up most 
of your energy. That’s why we spend so much ink on this: a functioning system here has a big impact on everyone’s 
summer. 

Responding to Misbehavior 
The most important part of your training as a staff member is not how to respond to misbehavior, but rather how to 
create a space where students don’t misbehave. We’ll talk much more about this in training; you’ll learn to create clear 
expectations for students, praise positive behavior, and build a strong sense of community and norms. 

However, if a student does something they shouldn’t (even if minor), it’s critical that you respond! Otherwise, you are 
setting a norm that this kind of thing is okay. 

What we want to do here is lay down the procedures for when things do go wrong, because it’s essential that we are all 
consistent in our responses. Even if you don’t necessarily agree with everything here, you do have to enforce it, because if 
we don’t support each other and if students don’t have predictability, it becomes much harder to create a stable 
environment. 

Step 1: Recognize inappropriate behavior 
It is important to be proactive and address things early! Your first priority is everyone’s safety; stop anything dangerous. 
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Step 2: Have a conversation 
Occasionally, a quick correction (for example, “stop taking 
all the lead out of your pencil”) gets the job done. 

Usually, you’ll want to have a conversation. If you can’t do 
it right away, find the student later to talk with them. In 
either case: 

❖ Describe briefly what you saw, then ask what 

happened and let them talk. 

❖ “What’s up?” Try to get at why it happened. 

❖ Why this is bad; relate it back to the four rules. 

❖ Explain your expectations for the future. 

This conversation could be less than a minute long, or it 
might be much longer. 

When you have this conversation, assume the best of 
students. This can feel very hard in the moment; you 
might get the sense that the student was intentionally 
pushing boundaries. Maybe they were, maybe they 
weren’t, and you just don’t know. We want to inspire 
students to do better, so we assume the best of them and 
really hear them out. We want the student to be learning. 

Step 4: Impose consequences 
More about this is below. 

Step 5: Tell other staff 
In all but the most minor of circumstances, you should 
communicate with other staff. If you issue a warning or a 
yellow card, there are systems in place for how to 
communicate this. For other incidents, please make sure 
to talk to the Director of Student Life or the Site 

Disciplinary Conversations 

What they did/what you saw 

If the situation allows for conversation, “Why are we 
talking right now?” or “What happened?” If the 
interaction needs to be more brief, tell the student what 
you observed. 

Discussion about what happened 

“What’s up?” Why were they doing this? Really listen to 
their reply. 

Why this is not okay at BEAM 

What are they disrupting? Why is it unfair to others? How 
does it conflict with be excellent to one-another/don’t do 
stupid stuff/be here to grow/listen to staff instructions, 
or how is it making BEAM not a safe space? 

Next Steps and Consequences 

Restore the community; set expectations for the future. If 
appropriate: 

• Warning: “Normally this would be a yellow card, 
but I think this is your first time, so it's just a 
warning. If it happens again, you will get a yellow 
card.” Text/email info to DoSL. 

• Yellow Card: “Now I’m going to give you a 
yellow card. Do you understand why? What will 
you do differently next time?” Give yellow card 
to DoSL ASAP. 

• Escalate: Get program leadership. 

Remember: assume the best of our students! 
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Director. If you notice a pattern, don’t assume someone else reported it: talk to program leadership. 

Also... 
When something goes wrong, all students need to know that the community remains safe. They need to see that you’re 
dealing with it and restoring order. 

You don’t want to embarrass a student; we never “chew out” our students, and we never try to have this conversation 
where others can hear it. However, it’s good for the community to see that you are responding. It’s good for others to see 
that you’ve called the student aside and are talking to them. It’s good for the community to see that you’re stopping 
whatever was disruptive. 

This is especially true in cases of bullying or hurtful statements aimed at another person. Everyone needs to see that you 
take this seriously and are dealing with it right away. 

Warnings and Yellow Cards  
BEAM has a system called yellow cards to track and respond to student misbehavior. When a student does something 
which individually isn’t serious enough to warrant a disciplinary response but where we want to be aware of patterns, we 
give a yellow card. Yellow cards serve as a bookkeeping system for both students and us. They allow a formal way of 
tracking and responding to developing trends in behavior: first through conversations, and then through direct 
intervention. Students know that their behavior was observed and was logged, and the response is predictable and 
consistent. 

A single yellow card carries no consequence (see below for what happens if a student gets multiple). Yellow cards are 
specifically designed for infractions that don't warrant an individual consequence but for which we do want to reply to if 
they become a pattern. 

For context, we do not give out very many yellow cards each year—in some sense, spending this much effort on the topic 
doesn’t align with BEAM’s goals. However, we’ve found that a clear and predictable system is essential to maintaining a 
safe environment. Clearly maintained boundaries are respected; unclear limits get tested. 

Examples of things that should immediately earn a yellow card: 

❖ Flagrant use of a phone or other device at times when electronic devices are not allowed. 

❖ An intentional insult against another student. 

❖ Taking another student’s property when that student has not given enthusiastic consent to share.  

❖ Minor destruction of BEAM or campus property (e.g. writing on a desk). 
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❖ Ignoring critical staff instructions, especially with safety implications. (By contrast, there are more minor staff 

instructions that would lead to a warning first.)  

❖ Intentionally trying to sneak away from staff supervision. 

❖ Making an unnecessary mess (e.g. playing with food inappropriately). 

❖ Spreading inappropriate material (e.g. writing profanity or sexual content on a sign). 

❖ Intentionally spends time in the bathroom or outside of class. 

❖ Lying to staff (although please use your judgement here). 

❖ Anything where the student previously received a warning or yellow card (so they know they shouldn’t do it). 

Students know about yellow cards. However, sometimes a student does something wrong but it's pretty minor and you're 
not sure they knew it was wrong. In this case, you can give a warning instead. Warnings are not a formal system that 
students know about, although we do track them. When you give a warning, you’re just saying, “Normally this would be a 
yellow card, but I think this is your first time, so it's just a warning. If it happens again, you will get a yellow card.” 

Common examples of warnings include the first time a student: 

❖ Uses their phone in a minor way, like checking notifications. 

❖ Uses profanity without intent to harm someone else (like singing along with song lyrics or using it in 

conversation). Use your judgment with profanity: if a student just stubbed their toe and swore, it’s OK to not issue 

a warning, but you do need to ask the student to refrain from profanity if the situation ever repeats.  

❖ Throws a ball indoors. (But for something really minor, like just bumping it an inch above their hand and letting 

it fall back into their palm, just tell them to stop.) 

❖ Being late to an activity or class, or causing others to be late. (For example, waiting too long to start eating lunch.) 

Again, we assume the best of students; warnings are for when you’re not sure a student really understood it was wrong. 
Each night, you will get an e-mail with a summary of warnings and yellow cards. Thus, if a student already got a warning, 
it should now be a yellow card! However, it’s OK if you forget they already got a warning. We’ll notice and then you 
might go back (or someone else on staff might go back) to tell them it is retroactively a yellow card. 

Also, remember: just as important as the warning or the yellow card is the conversation. Talk with the student, hear what 
they have to say, explain clearly why we don’t want them to do what they were doing, and then proceed. 
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How to Give a Warning or Yellow Card 

❖ To give a warning: 

➢ Have a conversation with the student. 

➢ Inform them clearly that this would normally earn a yellow card, but you’re just going to warn them that 

the next time they do it they’ll get a yellow card. 

➢ Contact the Director of Student Life and tell them what you gave the warning for and to whom. Please 

text or e-mail as soon as possible. At BEAM Discovery, all warnings and yellow cards must be 

communicated by the end of your day with students. At BEAM Summer Away, all warnings and yellow 

cards that take place before lights out must be shared with the DoSL no later than 11pm.  

❖ To give a yellow card: 

➢ Have a conversation with the student. 

➢ Inform them that they are getting a yellow card. 

➢ Fill out an actual yellow card (you have these in your pocket). Return the yellow card as soon as possible 

(but no later than the end of the day) to the Director of Student/Residential Life. To be clear, the card 

does not go to the student. 

What if a student argues with you about the validity of a yellow card, or a request you’ve made (such as to clean something 
up)? In general, BEAM seeks to develop more independence among our students and the ability to express themselves, so 
we encourage students to advocate for themselves. However, there are times when that’s not possible. We suggest: 

❖ Take students seriously, and remember that many of our students do not know how to express themselves without 

being confrontational or highly energetic. Calm them down and use it as a teaching moment for how to have a 

mature discussion. This often works even if students are just trying to cause mischief by debating with you. 

❖ If this is not a good time to talk about it (for example, it is delaying another activity), tell them so and end the 

conversation. 

❖ If you think the student is just being contrary or trying to take advantage of you, often having a calm conversation 

will still be the best course of action. Unfailing reasonableness and assuming the best of students is shockingly 

effective. Nonetheless, you can cut off the conversation if you think they are being disrespectful, and you can tell 

them so. 
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It is not the policy of BEAM that adults are infallible. Students are not forbidden from maturely debating a rules call with 
us. If a student makes a good point and you think they were right, you can revoke your own yellow card or change what 
you told them (and even apologize!). However, you may never revoke another staff member’s yellow card nor imply to a 
student that you think they shouldn’t have gotten it. We always support each other. You’re welcome to hear out the 
student’s concerns, promise to think about it, and then you may talk to that staff member or a supervisor if you’re not sure 
what to do next. 

Consequences of Yellow Cards 

The DoSL and SD are in charge of managing of the yellow card system. So you know, the consequences of getting yellow 
cards are: 

❖ 2 yellow cards: Verbal warning.  

❖ 3 yellow cards: Lose an activity period (i.e. they must stay in the classroom building). 

❖ 4 yellow cards: Parents called, and lose an activity period. 

❖ >4 yellow cards: More serious consequences. 

If a student goes three full days without receiving a yellow card, then one yellow card is removed from their record. 

More Serious Offenses 

Sometimes, something a student does goes beyond a yellow card. These include all kinds of hate speech (racial or 
homophobic slurs aimed at a particular student), inappropriate sexual comments aimed at another student, stealing 
someone else’s property, significant property damage, or any physical altercations. These are extremely rare, but we want 
you to be prepared! 

If any of these happen, stop it immediately, isolate the students or bring them with you, and get program leadership. 

  



55 Exchange Place, Suite 603, New York, NY 10005 
(888) 264-2793 

info@beammath.org 
www.beammath.org 

 

23 
 

A Handy Chart to Summarize 

Respond, but no warning Warning on 1st offense; 
yellow card on 2nd 

Immediate yellow card More serious 
consequences 

A student’s cellphone, 
away and in their pocket, 
makes noise during class 

A student is caught 
checking the notifications 
on their phone during class 

A student is caught 
playing a game on their 
phone during class 

A student is caught 
showing an inappropriate 
(X-rated) video with 
others on their phone 

A student runs into a bush 
while running to catch a 
ball, doing a small amount 
of damage 

A student is waiting for an 
activity to start, standing 
under a tree, and 
absentmindedly pulls a 
couple leaves off 

A student is swinging from 
a branch of a tree, 
obviously bending it each 
time 

A student intentionally 
bends a branch of a tree 
around the trunk, snapping 
it off 

A student says “don’t ask 
me for help, I’m stupid” 

A student says “ask me for 
help, he’s stupid” jokingly 

A student says “ask me for 
help, everyone else in here 
is stupid” 

A student yells “you’re all 
f***ing stupid!” 

A student takes their 
dishes to get cleaned in the 
dining hall, and leaves a 
napkin behind 

You see a student get up 
and leave, forgetting their 
dirty dish left behind on 
the table 

A student leaves their dirty 
dishes behind, and when 
you point this out, they say 
“Camila always cleans up 
for me” 

A student throws their 
trash at another 
unsuspecting student 
instead of cleaning it up 

A student runs in the 
hallway back to their room 
to get a pencil during 
modules 

Two students race each 
other to the end of the 
hallway 

A student takes another 
student’s basketball and 
then runs up the stairs, “as 
a joke” 

A student runs screaming 
down the hallway and 
tackles another student to 
the ground 
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A student gets up after 
lights out to use the 
bathroom, but then get 
distracted by a poster on 
the wall and stand there 
for a while reading it 

Two students get up early, 
before quiet time ends, and 
play Dominion (this 
actually did happen) 

Two students on the same 
hall get up after lights out 
and have a conversation in 
the hallway 

Two students who live on 
different halls are found in 
a bathroom after lights out 

A student uses the 
bathroom for an unusually 
long time during class 

A student is 5 minutes late 
to class; they say they were 
in the bathroom 

A student is 5 minutes late 
to class; they stopped to 
get extra cups of cereal 
from the dining hall 

A student doesn’t show up 
to class, and after 
searching, they are found 
in a hallway around the 
corner texting/playing on 
their phone (note there 
may be a reason for this 
like communicating with a 
parent or something; this 
isn’t necessarily worse than 
the prior box, it’s just 
clearly outside the yellow 
card system either way) 

Some students are playing 
a game in a bedroom at the 
far end of a hallway, so 
they don’t hear anyone 
announce that it’s time to 
clean up and get ready for 
modules, and are thus are a 
couple of minutes late 

A student is 5 minutes late 
starting modules; they say 
they couldn’t find a pencil 

After helping one student 
during modules, you turn 
back and discover another 
student in your group is 
playing a cellphone game 

A student refuses to do any 
work on modules for the 
entire hour (again, not 
necessarily worse, but 
something that needs 
addressing outside the 
yellow card system) 

Thanks to Malcolm Eckel for developing this chart. 
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Further Rules Specific to the Summer Programs and Associated Messaging 
❖ Dating is allowed at BEAM, but we have to take care that students do not go beyond age-appropriate behavior. 

We allow students to hold hands, link arms, or hug briefly good night. We do not allow sitting in someone’s lap, 

petting, or kissing. In general, you should exercise your judgment and talk frequently to other staff members about 

what you observe so that we remain consistent. 

➢ We do not publicize our rules on dating (because a frank discussion may make some students 

uncomfortable), but as relationships develop we will speak individually to the students involved. If you 

think that two students are dating and should have a conversation with a staff member, coordinate with 

the Director of Residential/Student Life. 

➢ In general, violations of these rules are not yellow card-worthy unless repeated, extreme, or intentionally 

kept hidden from staff. However, violations do deserve an earnest and potentially uncomfortable 

conversation! For small things, a simple “Keep it G-rated!” may be sufficient. 

➢ If students ask why these behaviors are not allowed, we explain that there are three reasons. First, the 

focus of the program is on academics. Second, not everyone is comfortable with public displays of 

affection, and this must be a safe space. Finally, we are responsible to parents, who also may not be 

comfortable with closer contact. Students all live in the same city, and they can continue their relationship 

with parental permission after the program. 

❖ Students must clean up after themselves. If they don’t, they should be sent back to do so. Repeated violations of 

this earns a yellow card. Again, it is about being excellent to each other. 

BEAM Summer Away Residential Program Specific Rules: 

❖ Some regions of the dorm(s) are for specific genders only. Violating this is an instant yellow card. (In general, 

because many students may be questioning and exploring their gender identity, we avoid references to gender at 

the program (e.g., using gender neutral language, avoiding language like “boys and girls” or “ladies and 

gentlemen”). However, floors must be separated for liability reasons as well as parent and student comfort. 

Students who are not gender binary will be supported on a case-by-case basis to accommodate their needs.) 

❖ After 10:30pm, students must be in their rooms, and after 10:45pm the lights must be out. Violating this (other 

than for quick bathroom trips) is a yellow card.   
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❖ Lockouts must be dealt with proactively. If a student locks themselves out, it is very important to have a 

conversation with them about how to remember their keys and avoid this in the future. A consequence for 

repeated lockouts may be that a staff member holds a student’s keys, and so the staff is necessary for the student to 

get into their room! We do not give forgetfulness yellow cards if students are honestly just forgetting. 

❖ No Technology Time: 9am-6:45pm (beginning with 9am classes, continuing until the end of dinner) is “No 

Technology Time”. That means that students may not use electronics during this time, with the following 

exception: we sometimes create a space outside where students who finish lunch 15 minutes early can go outside 

and use their phones. Students may always ask for an individual exception if they need it (for example, a family 

emergency).  

With regard to cell phone use, staff members should model good cell phone behavior for students. If you need to use your 
phone during a meal, please go to a side area out of student view. TAs should not use cell phones during classes without 
permission from the instructor. During electronics-free time, try to respect the same rules as the students within 
reasonable bounds. It is important that the cell phone policy for students is strictly observed in class, so that instructors do 
not find themselves giving inconsistent instructions. 

BEAM Discovery Program Specific Rules: 

❖ BEAM Discovery is electronics-free from the start of breakfast (typically around 9am) until the day’s schedule 

ends (typically around 4:10pm). Students who travel on their own and arrive early may use their electronics until 

breakfast begins. At the discretion of their travel counselors and after a few days to acclimate and demonstrate 

that they are responsible, students may also use their electronics while traveling to/from the program on the 

subway. Staff should be firm in enforcing the electronics rules. Staff should also model good behavior for students, 

and should avoid using their phones while in view of the students, including TAs in classes. Students may use 

their phone to check the time, i.e. by flicking it on and off (but they should not unlock it). 

Are Students Ever Removed from the Program? 
BEAM is committed to supporting our students over the summer. That means we go the extra mile for them, even if they 
don't always buy in right away. Part of our goal is to get students excited about math, and sometimes they don't start 
there. 

However, there are some circumstances where students might need to be removed from our programs. For example: 
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❖ If a student is disrupting the success of other students, for example by distracting others from participation in 
either academics or social activities, they will receive a specific warning about how their behavior must change. If 
they do not change, they may be asked to leave. 

❖ We are committed to giving students the opportunity to become interested in mathematics. For example, they 
may be disengaged in a specific class or they may only do math about half the time, but we would like to make an 
effort to reach them and turn them around on math. If a student shows no interest in doing mathematics or 
refuses to do math in general once the program is well underway, they may again receive a specific warning about 
their actions. If this becomes commonplace and disruptive to the community, they may be asked to leave. 

❖ If a student's presence is a danger to the physical or emotional safety of themselves or another student at the 
program. Whenever possible, we will first give a student a warning (often after a first major incident) that their 
behavior will lead to being asked to leave, and then if it continues we will ask them to leave. Some initial incidents 
may be so severe that students may be asked to leave immediately after those incidents. 

Whenever possible, staff will be broadly consulted if we’re considering substantive action. If you have any questions about 
this, please speak with your site director. 

Medical Incidents 

Minor Medical Incidents 

We are authorized to give first aid (but see below about medications). However, it is generally our policy to do as little as 
possible without proper medical guidance. Your first call should be to the nurse. If they are available, simply follow their 
instructions or allow them to care for the student. First aid kits should be available, either in the supply room, main office, 
or brought with on field trips. 

If you are unable to contact the nurse, seek out a staff member with first aid training; a list of which staff have first aid 
training will be distributed at the beginning of the program. One should always be available.  

For any medical incident, including those where you speak with the nurse, you must fill out a green medical report slip 
immediately and give it to the nurse right away (or put it in the nurse’s slot in the office, infirmary, or supply room). 
Please fill it out immediately following the incident or while the incident is ongoing; do not “leave it for later.” 
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Medications 

In general, our staff (with the exception of a licensed medical professional) may not administer medications to students. 
However, we may allow students to “self-administer” under certain circumstances. Self-administering means that the 
student opens the medicine container themselves, removes the appropriate dosage, and takes it. The procedure will be 
printed near the cabinet where student medications are stored. Make sure to follow it precisely. 

Medications must be kept locked at all times. This includes both program and personal medication. If you have 
medication of your own, you must either keep it hidden on your person or in a locked room secure from students. 
Similarly, students must turn in medication other than inhalers and epi pens. 

More Serious Medical Incidents 

Your first step is to evaluate if the situation is an emergency. When in doubt, treat it as an emergency. Again, when in 
doubt, treat it as an emergency. Examples of symptoms that are emergencies worthy of calling 911 immediately: loss of 
consciousness; loss of motor control (such as seizures); inability to breathe; any form of paralysis, numbness, confusion, 
double vision, slurred speech, trouble finding words, or weakness on only one side of the body; head injuries that result in 
vomiting; bleeding that does not stop; sudden disorientation or confusion; severe weakness; extremely severe headaches; 
coughing up blood; severe allergic reactions. 

If the situation does not warrant an immediate 911 call, your next step is to place two phone calls: 

❖ The nurse will be able to provide suggestions on next steps. The nurse should be your first call. If the nurse is not 

available, confer with a staff member who has first aid training. 

❖ The Site Director should be informed about the developing situation. 

Ideally, you should make the call to the nurse while another staff member or someone else nearby calls the Site Director. 

Depending on your conversation with the nurse, you should decide what to do next: 

❖ Call 911. 

❖ Visit the Emergency Room via taxi. 

❖ Visit the Urgent Care via taxi. 

❖ Receive care on-campus from the nurse, who will come in. 

❖ Wait and see what happens (for example, a minor fever with no other symptoms), while taking appropriate action 

(such as isolating the student and allowing them to rest). 
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❖ Do basic first aid (such as applying a bandage) or allow the student to self-administer some medication (e.g. some 

Benadryl). 

Regardless of what happens, you must fill out a green medical report slip and give it to the nurse to be put in the student’s 
file; if the student self-administers medication, you must use the main medical log to note it. It is your responsibility to do 
this right away, while giving the medical support. (The nurse will look over these slips to provide follow-up care and to 
notice any trends either for particular students or for the program as a whole.) You are also in charge of ensuring that 
appropriate follow-up is done, or getting another staff member to take responsibility for it. Please keep the Site Director 
advised of anything that may need attention. 

Going to the Hospital (via 911 or taxi) 

If you are calling 911, there are two phone calls to make:  

❖ Call 911 on your phone. Advise the ambulance where you are, and in particular that you are at the campus. 

❖ On a college campus, call campus security. Tell security that you have called an ambulance. They will go to the 

campus entrance, meet the ambulance and guide it to you. (Otherwise, campus is too confusing.) Security may 

also send an EMT to provide assistance. 

If you are going via taxi, call a taxi, set up a meeting point, and go. 

When making a trip to the hospital, do the following as soon as possible: 

❖ Get another staff member. They can help you make all the necessary phone calls and arrangements. Above all, do 

not go without telling anyone! We need to know what is going on, and we need to know who is going. Make sure 

to bring a cell phone. 

❖ Call the Site Director. Advise them about the situation.  

❖ You will need a copy of the student’s medical file. No doctor can provide  care without permission to treat, which 

is contained in his/her file. Additionally, the medical file has important information about immunizations, recent 

hospitalizations, allergies, etc. The Site Director, the Director of Residential Life, and the Residential Counselor 

in charge of medicine will all have copies; additionally, copies are kept in the medical box in the storage room. 

(The storage room is your best source for this, because it will also have the green slips describing what treatment 

has taken place so far during the summer.) If you leave so quickly that you cannot get a copy, the Site Director 

can have it faxed to the hospital if you provide them with a number. 



55 Exchange Place, Suite 603, New York, NY 10005 
(888) 264-2793 

info@beammath.org 
www.beammath.org 

 

30 
 

❖ Bring directions on where to go if possible.  

❖ If you have time, there are “hospital care” packs in the staff storage room. They have snacks and drinks, along 

with a deck of cards. If you want reading material or another game for the waiting room, you can grab that as 

well. 

Finally, you should place the following two phone calls when you are able: 

❖ Call the student’s insurance (information is on their medical forms) to advise them of the situation. Make sure 

that they are covered for treatment. In particular, some insurers do not cover anything but emergency room visits 

when out of the service area; you should confirm that your visit will be covered and you may need to adjust where 

you are going. 

❖ The student’s parents should be informed as soon as is reasonable. When possible, have the student call. Parents 

will want to know what is going on and to speak with the student. Depending on the situation, the nurse may be 

able to talk with them, but more likely you will have to advise them of the situation. You should continue to 

advise them as the process develops. You should talk to the student’s parents even if the student objects. You can 

ask the Site Director to make this call, although usually the parents will want to speak to the student. 

Visitors Policy 
Visitors are (frequently!) welcomed at BEAM. You may have personal guests, but all visitors must observe the following 
rules: 

❖ Visitors must sign in with the Site Director and receive a lanyard with a visitor’s pass. 

❖ Visitors may never be alone with students; a BEAM employee must always be present. Visitors do not count as 

“supervision” for students. (Exception: past staff do not need to be explicitly escorted around student areas; 

however, they still do not count as supervision.) 

❖ Please inform the Site Director if you expect to have a visitor; they’ll inform the other staff. 

❖ If you see anyone unfamiliar to you without a visitor pass, please stop them (politely) and ask what they are doing. 

If you do not believe they should be there, call either Campus Security or the Site Director. 

❖ At the residential program, visitors may never be alone in the student dorm. 

You do not need to continually accompany any visitors except in the student dorm; they are welcome to go between 
classes, join activities, etc. 
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Overnight visitors are generally not allowed, but exceptions (such as significant others or past staff) may be allowed in 
special circumstances. In these cases, please talk with the SD. Note that a background check will need to be performed 
and guests will be asked to pay for themselves. 

Teaching Assistants 
Faculty and TAs should work together to plan out the best class possible for the students. The faculty and TA should find 
a time to talk before the class begins about what will be covered and how it is best presented to the students. Because each 
faculty member expects different things from TAs, here are some helpful discussions to have: 

❖ What are appropriate discipline boundaries for the class? How does the instructor want to handle various 

situations that might arise? 

❖ When the TA has an idea for how to explain a difficult concept, should they contribute it? 

❖ To what extent should students struggle with problems vs. getting more direct help in completing them? 

❖ Is the TA interested in guest teaching, or helping to come up with a problem set, and if so is there a place for that 

in the course? 

TAs generally support instruction in many ways, including helping individual students with work, collaborating with the 
instructor on next steps, handling minor disciplinary situations without distracting from the class, and dealing with 
individual emergencies so that the class can continue. For much more information about TAs and their role, see the 
“Being a Good TA” section in the Counselor Guide. 

Logistics 

Purchases 
If you need supplies, BEAM is happy to get those supplies for you. (This includes class supplies, activity supplies, or other 
generally useful items.) Please enter your purchase request into the online form linked at the bottom of emails to the staff 
mailing list (unless the SD tells you to use a different process). Note that you should request purchases at least four 
business days ahead of time. Most purchases will be made online. 

Reimbursements 
Over the summer, if you are only expecting to submit one or two reimbursements: 

❖ Scan your receipt (or take a photo). If it is electronic, forward directly to the Site Director or other designated 

member of the BEAM staff.  
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❖ Give the physical receipt (if there was one) to the Site Director, and also email the scanned copy. 

Reimbursements are generally made at the end of the summer, but can potentially be made sooner if needed. Please note 
that you must submit a receipt for all expenses. This includes baggage charges on your flight to/from the program, so 
please get a receipt. Receipts must be itemized. That is, a credit card charge receipt is not sufficient. 

All reimbursements must be submitted within 90 days.  

Google Drive for Communication and Proliferation of Documents 
BEAM uses Google Drive extensively to provide access to certain documents. Some of the folders of particular note, 
especially during the summer, are: 

❖ Each summer site has a shared Google Folder which summer staff are added to. Some of the things in this folder 

are: 

➢ Staff signups for running activities and other tasks 

➢ A form where summer staff can leave continuous feedback about students (please do this throughout the 

summer) 

➢ An inventory list of everything the program had at the start of the summer 

➢ A list of helpful information (such as student class assignments) 

➢ Notes from staff meetings 

➢ Other generally useful information 

❖ The “Staff Guides” folder contains staff guides on how to do many of the things at the program. Some of the 

subfolders are: 

➢ A “Counselor Guide” and, for BEAM Summer Away, “How to Run a Hall Meeting”. Counselors should 

all read these. 

➢ “Thoughts on Academics”, which is particularly useful for faculty. 

Numerous guides designed to help you do specific tasks at the program, which you do not need to read unless you are 
doing one of those tasks. You are encouraged to edit these files: if you find a better way to do something, please add it to 
the document. (But don’t delete the old way, because different situations call for different approaches.) 

When the summer ends, BEAM’s headquarters will remove summer staff as collaborators on these folders.  
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Dress Code 
BEAM’s summer programs have a casual dress code. Relaxed but tasteful is appropriate. Please keep in mind that we are 
working with children, and your clothing should be appropriate and setting a good example for them. 

Handing Out Food 
When handing out food, please observe the following procedures: 

❖ Wash your hands before handing out food, even if you are wearing gloves! 

❖ If food is not individually wrapped, wear sanitary disposable gloves. You should never touch the food directly. 

❖ If you are serving fruits that must be washed, wash the fruit thoroughly while wearing gloves, then dry them with 

a clean paper towel so they do not mold. 

❖ If students are taking food themselves, ensure that there are tongs or other serving implements so that they are 

not touching food. 

❖ Until served, refrigerated food must be kept at 45 degrees Fahrenheit or less; hot food must be kept at 140 degrees 

Fahrenheit or more. 

❖ Any food that must be kept cold or hot must be thrown out promptly if not eaten. 

Staff Rehiring 
In early fall, summer staff will receive a rehiring result. That result will either be an invitation to return or an invitation to 
re-apply, but without a promise of rehiring. Staff who are invited to return will be able to freely confirm their return until 
January. After then they will have until the new hiring process finishes—as long as we have a spot, they can take that spot. 
Staff who are invited to return will also be able to join the hiring committee if they are interested in doing so. Please note 
that although we have never done so, we retain the right to revoke an invitation to return, and this does not change the at 
will nature of your employment. 

There are many factors in rehiring, including fit with the staff, helpfulness with other tasks, proactiveness in suggesting 
program improvements, success bonding with and inspiring students, consistent application of discipline, and general 
reliability. For instructors, the criteria include quality of observed teaching, student feedback on classes, and mathematical 
depth of classes. 

BEAM’s guidelines are that returning staff receive an increase in pay commensurate with time worked in the same 
position. Specifically: 
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❖ Faculty receive a $100 increase in salary (over the base for that position) per prior summer worked as faculty. (At 

BEAM Discovery, this is divided into $50 per course.) 

❖ Junior faculty receive a $100 increase in salary (over the base for that position) per prior summer worked as junior 

faculty. (Again, at BEAM Discovery, this is divided into $50 per course.) 

❖ Counselors receive a $100 increase in salary (over the base for that position) per prior summer worked as a 

counselor. Note that this increase applies even if the counselor switches between BEAM Discovery and BEAM 

Summer Away. 

❖ Other staff receive comparable increases in pay. (For example, the full-time nurse’s salary would get an increase in 

hourly rate corresponding to $100 for the summer.) Please speak to your site director for more details for your 

position. 

Please note that although we expect to offer these salary increases, BEAM reserves the right to set salaries as it deems 

appropriate independent of these guidelines. 



Site location: Rise Kohyang Middle School (3020 Wilshire Blvd, Los Angeles, CA) Field trips (all counselors go):
Staff Training Dates: June 19–21, 2019 [all staff] Movie (Toy Story 4): Saturday, June 29, 2019
Program Dates: June 24–July 26, 2019 Bowling: Friday, July 5, 2019
Wrapup Dates: July 29, 2019 [all staff], July 30, 2019 [counselors only] Dave and Busters: Saturday, July 20, 2019

Time Event On-Duty Staff (aside from individual counselor duties, other staff are free)

12:00pm–1:00pm Weeklong Activities
Activity Counselors (and faculty optionally running activities): Run your activities (this will be about half of counselors). 
Note: don't leave for your activity unless all students are present; report it if a student is missing.
Note: Faculty and some counselors may have staff meeting 1–2 days/week.

1:05pm–2:05pm

Afternoon Classes 
(Math Team 

Strategies & Applied 
Math)

Afternoon TAs: TA your class (you will TA either odd or even days).
Afternoon Faculty: Teach classes. The instructor or TA should make sure attendance is posted at the door outside.
Counselor Pedagogy: Half of counselors will have counselor pedagogy workshop each day, alternating days.
Note: Off-duty counselors may have staff meeting 1–2 days/week.

4:10pm Departures
Travel Counselors: Deliver announcements to travel group and leave with them.
Flex Counselors: Meet self-travel students to deliver announcements, then help clean up.

2:10pm–3:05pm
Afternoon Open 

Math Time (M–Th), 
Relays (F)

All Counselors: M–Th: Go to your classroom and help run OMT. If overstaffed, circulate. F: Run relays.
Afternoon Faculty: M–Th: Set up and run OMT in your classroom. F: Optionally assist with relays.

3:10pm–4:10pm
Daily Activities 

(M–Th), Assembly (F)

Activity Counselors (and faculty optionally running activities), M–Th: Run your activities (this will be the other half of 
counselors from weeklong activities).  Note: don't leave for your activity unless all students are present; report it if a 
student is missing.
All Counselors, F: Meet in travel groups then go to assembly.

11:25am–11:55am Lunch
Lunch Counselors: Serve lunch.
Lunch Supervision Counselors: Supervise lunch (this will be half of counselors on alternating days).

9:20am–10:20am
Morning Classes 

(Logical Reasoning & 
Math Fundamentals)

Morning TAs: TA your class (you will TA either odd or even days).
Morning Faculty: Teach classes. The instructor or TA should make sure attendance is posted at the door outside.
Note: Off-duty counselors may have staff meeting 1–2 days/week.

10:25am–11:20am
Morning Open Math 

Time
All Counselors: Go to your classroom and help run OMT. If overstaffed, circulate.
Morning Faculty: Set up and run OMT in your classroom.

BEAM Discovery Site Schedule: LA 2019

7:45am–9:00am Morning Travel
Travel Counselors: Text in that you are awake and meet your travel group.
Flex Counselors: Verify all counselors are awake. Fill in for anyone who is sick, or come to campus.

9:05am–9:20am Breakfast
Counselors: Breakfast with students.
Morning Faculty: Set up for classes.
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