
 CAPP CENTER ST. PAUL
 9 AM - Zumba with Giovanna in Studio 1
 9:30 AM - Yoga with Lisa in Studio 1
 9:45 AM - Silver Sneakers with Mike D in Multi-Purpose A
 10 AM - Aqua Zumba with Giovanna in the Lap Pool
 10 AM - Bodypump with Sarah S in Studio 1
 11 AM - Tai Chi with Ann in Studio 2
 
 SABES CENTER MINNEAPOLIS
 8:30 AM - Vinyasa Yoga with Rene in East Studio
 8:30 AM - Aqua Zumba with James in Outdoor Pool
 10 AM - Mat Pilates with Linda in East Studio 

MEMORIAL DAY 
GROUP EXERCISE SCHEDULE

Welcome 2022 Camp Butwin Staff
PLEASE REVIEW AND COMPLETE THE STEPS BELOW: 

All Butwin staff will complete their new employee onboarding via Centrally HR (CHR), easyBackgrounds and CampMinder. 
Below is some important information regarding this process:

1. HUMAN RESOURCES ACTION FORM                                                                                                                         Due UPON RECEIPT 
The first step in this process is completing the enclosed Human Resources Action Form. This form will provide us with all 
of the information we need to set you up as an employee in CHR. Please complete the top box, “Employee Information,” 
sign and return to your supervisor immediately. You cannot move forward in the new hire process until this form has been 
completed. Please remember to write legibly, provide your permanent address and sign at the bottom of the form.

2. EMAIL FROM easyBackgrounds                                                                                                                                   Due UPON RECEIPT 
Successful completion of a background check is part of the hiring process for all employees. You will receive an email from 
easyBackgrounds - please click the link to login and complete the background check process immediately upon receipt.
If you are under the age of 18, you will need to complete the Acknowledgment & Authorization for Background Check  and 
Parental Consent form and have it signed by a parent or legal guardian. Once completed, return to your camp director, 
Tyler Nelson.

3. EMAIL AND INITIAL CHR LOG-IN LATE SPRING 
In late April/early May, you will receive an email from CHR, containing your log-in credentials. Please complete the initial 
CHR log-in process and take a moment to verify the accuracy of your personal information and update it if necessary.

4. CAMPMINDER Due UPON RECEIPT 
Upon receiving your offer letter, you’ll be asked to complete the following forms through your CampInTouch portal: 
Contract, Staff Responsibilities and Policies, Health History/Immunizations and Job Description. Please note that you 
will NOT be allowed to begin working if you have not completed these forms.

5. ONBOARDING CHECKLIST Due UPON RECEIPT 
YOU MUST COMPLETE THE CHR ONBOARDING CHECKLIST BEFORE THE FIRST DAY OF STAFF WEEK. This checklist, 
found in your “mailbox” (blue bell upper right hand) section of the CHR home page, is where you will find your  W-4 and 
I-9 forms and where you will enter your bank account information to set up your direct deposit. Please note  that you will 
NOT be allowed to begin working if you have not completed your onboarding checklist.

REMINDER FOR STAFF WEEK:

You will need to bring 1-2 forms of identification with you on your first day of work during staff week, so that we may 
complete your I-9 form. Please remember that all forms of identification must be unexpired.

aA VALID US PASSPORT SATISFIES BOTH ID REQUIREMENTS FOR THE I-9 FORM

If you don’t have a passport, then you will have to provide two forms of ID – a picture ID (1) and something that proves you 
can legally work in the US (2). The most common types of IDs that satisfy the requirements are:

       PICTURE ID (1) ABILITY TO WORK (2)
       State issued driver’s license       Social Security card
       State issued ID                               Birth Certificate
       School ID

PLEASE REMEMBER YOU HAVE TO BRING ONE ID FROM COLUMN (1) AND ONE FROM COLUMN (2)!

Please contact Camp Butwin Director, Tyler Nelson at tylern@minnesotajcc.org or 651.255.4768 with any questions.

❑ Verbal Warning    ❑ Written Warning    ❑ Suspension for ____ Working Days     ❑ Without Pay     ❑ With Pay

Beginning)__________________ and ending_______________________

❑ Termination           Effective Date______________________________
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