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Camp Organisers Check List-
Camp co-ordinator timeline to assist with smooth running of your camp
8 – 12 months Before Camp - Booking
1.  FORMCHECKBOX 
Select camp dates with Forest Edge and discuss the proposed camp with your Principal, Committee or members.

2.  FORMCHECKBOX 
Contact Forest Edge to confirm dates &complete booking form; scan and email back to forestedgerc@bigpond.com
3.  FORMCHECKBOX 
Pay your deposit in order to secure your booking. 
3 – 8 Months Before Camp - Camp Program
1.  FORMCHECKBOX 
Contact Forest Edge to plan Activity Program

2.  FORMCHECKBOX 
Arrange transport

3.  FORMCHECKBOX 
Fundraise

3 months Before Camp - Information to Parents/Participants
1.  FORMCHECKBOX 
Send out the “Benefits of school camp”, “What to Bring Checklist” and other relevant forms and information such as a school medical/dietry form and camp permission form. 

2.  FORMCHECKBOX 
Collect medical, dietary and other relevant information from parents/participants in order to complete the “Camp Finalization Form”. Allow extra time for lateness.

3 Weeks Before camp - Leading up to Camp!
1.  FORMCHECKBOX 
Pay half payment invoice at least 2 WEEKS prior to arrival. A final invoice with adjusted numbers will be sent at completion of camp.

2.  FORMCHECKBOX 
Complete the “Camp Finalization Form”, scan and email to forestedgerc@bigpond.com at least 2 WEEKS prior to camp.

3.  FORMCHECKBOX 
Organise dorm kitchen rosters, any competitions, activity groups (14-18) and room allocations.
4.  FORMCHECKBOX 
Organise a staff roster.

5.  FORMCHECKBOX 
Brief all who are attending camp on everyone's role at camp including the role of  Forest Edge staff.

6.  FORMCHECKBOX 
 Forward final details of camp to parents and check that all participant payments are received for camp.

Arrival- During Camp!
1.  FORMCHECKBOX 
On the way to camp, read out dorm allocations on the bus.

2.  FORMCHECKBOX 
Re-read roles and responsibilities.

3.  FORMCHECKBOX 
Have students ready with water bottle, hat, appropriate clothing and sunscreen at start of each activity. Seat in each Activity Group with leader, at dining tables.

4.  FORMCHECKBOX 
Support Forest Edge staff with group management.

5.  FORMCHECKBOX 
When in doubt, liase with Forest Edge Camp Manager.

Post Departure - After Camp
1.  FORMCHECKBOX 
Debrief the camp with participants and give feedback to Forest Edge if desired. 

2.  FORMCHECKBOX 
Arrange for payment of Final Invoice.

3. Camp Diaries and photographic display in the school library or classroom.  Write a report/make notes for next years camp follow up/handover.

4.  FORMCHECKBOX 
 Compile and burn a CD or DVD with camp photographs, video and students’ work. Forward to Forest Edge, if possible for camp promotion and future development/improvement of camp facility.

5.  FORMCHECKBOX 
Make a booking at Forest Edge for the following year. (Book early to avoid dissappointment). 
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