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Activity - Times

Activity times are outlined on the program provided to groups before arrival.  Generally most programs run as follows:

Session 1 ~ 8:30am – 10:00am

Morning Tea ~ 10:00am – 10:30am

Session 2 ~ 10:30am – 12:00noon

Lunch ~ 12:00noon – 1:30pm

Session 3 ~ 1:30pm – 3:00pm

Afternoon Tea ~ 3:00pm – 3:30pm

Session 4 ~ 3:30pm – 5:00pm

It is the responsibility of staff on camp (not Forest Edge staff) to organise the group so they are ready to go on time. 

Activity – Requirements

All activities require closed in footwear (even water activities).  The following clothing is specifically required for each of these activities:

· Abseiling, Big Fox, Climbing, Pamper Pole – long tops (no midriff tops or singlets), long shorts or pants (no skirts or short shorts)
· Incentive Course – oldest clothes (they will get wet and muddy)- No Singlets
· Raft Building, Canoeing & Ski Biscuiting – bathers, rashie or t-shirt, towel, water shoes or old joggers – life jackets will be supplied – No Singlets
· Horse Riding – long pants (boots and helmets provided) – No Singlets
All other activities require normal clothing.

Audio Visual Equipment

To use the TV open the large green door and press the power button.  
To play a DVD turn the TV on, turn on the black PIONEER machine on by pressing the standby/on button in the top left hand corner then press DVD (centre).  Turn the DVD player on, load the disc and press play.  

To play a CD follow the DVD instructions but select CD instead of DVD on the PIONEER machine.
Volume adjustment is the large knob on the PIONEER machine.

Bed-wetting
If this occurs, please place soiled sheets in one of the two washing machines (see washing machine and drying machine instructions), place mattress outside to dry and locate a spare mattress from one of the other dorms.  Spare sheets and pillow cases are in the dorm 23 and spare blankets and pillows are in the store room (off the TV/ AV room).  
Blankets & Pillows
As of July 2007, Forest Edge no longer supplies pillows to all campers but in the event that students or teachers forget, there are some spares located in the store room (off the TV/AV room).  Spare blankets are also located in this room.  If blankets or pillowcases are used please place in laundry to be washed.

Bus

The Forest Edge buses are used to transport students between activities.  Our orange coaster bus seats 22 adults and our seatbelt equipped Hino bus seats 37 adults.  All Forest Edge bus drivers hold an appropriate licence for the vehicle and an F Class Hire and Drive endorsement.  Occasionally it is convenient for a client to drive the bus and they too must hold the relevant vehicle licence.

Cleaning

All groups are responsible for maintaining their living condition’s in a hygienic manner.  Mops, brooms and cleaning equipment are located in the laundry.
Cool room
Staff are welcome to access the cool room for milk for tea/ coffee.  Any cool drinks supplied by the group can be stored in the fridges in the main hall by the downstairs fire place.  Storing them in the cool room can cause too much clutter and constant traffic alters the cool room temperature.
Damages
Please inform a Forest Edge staff member of any damages or breakages.
Disabled Bathroom/ Staff Bathroom
There is a bathroom equipped for people with special needs just off the laundry. This is also used as a second staff bathroom.  
Dorms
Please try and fill the dorms required. Any empty dorms will be locked by management to minimize cleaning time at the end of camp.  In the event that someone gets locked out of their room, there is a set off keys next to the pantry door in the kitchen.  All keys are clearly numbered with the corresponding dorm. 
Drinking Water

All water is suitable to drink unless otherwise signed.

Emergencies

In the event of an emergency, there are evacuation plans and emergency contact maps by all building exits.  This covers where to meet, emergency numbers and names of roads to give directions to help.  If there is an emergency please contact to Forest Edge office (Manager’s Residence 9733 1731).  On the wall in the staff room and in the kitchen by the urn is a contact list with several staff numbers and police, fire, SES numbers on it.

Expectations and Requirements of YOU

We expect that the staff who come on camp are there for the students and not themselves.  Staff are welcome to join in the activities by all means, but the behaviour, manners and discipline of the group is your responsibility.  Forest Edge instructors are here to provide a safe environment for activities but at any time if they deem students behaviour to be inappropriate or dangerous they are well within their rights to cease the activity or remove the misbehaving student/s from the group and report it to the Forest Edge manager and teacher in charge to be dealt with.

Fires

Forest Edge supplies firewood to be used in the inside fireplaces.  Prior to arrival, the wood and kindling supply is stocked up for your stay.  If you run out please feel free to organise a teacher and some students to take the empty crates to the wood pile (located at the top car park) and refill or alternatively inform the Forest Edge instructors and they will organise to restock your supply when convenient.  
A bonfire is located below the camp.  Please ask Forest Edge manager if you wish to use this as there may be a fire ban.  Forest Edge staff can then help you (and some willing students) with the collection of firewood. 

First Aid

All Forest Edge staff hold a current Senior First Aid certificate as a minimum.  During all activities Forest Edge staff carry first aid kits and will help administer first aid.  At all other times, the school must be prepared to administer first aid.

An incident/accident report must be filled out every time a first aid kit is used.
Kitchen

Closed in footwear must be worn in the kitchen.

Kitchen - Birthdays
At the beginning of the camp please consult Forest Edge kitchen staff about arranging a Birthday cake.

Kitchen - Meal Times & Roster

Breakfast
7am

Lunch

12:30pm

Dinner
6:00pm

Supper
At your leisure

We require a “set-up” and “clean up” group. The “set-up” group is expected to help 5 minutes before lunch and dinner and 15 mins before breakfast. The “clean up” group is required directly after a meal. It can take between 5 and 30 minutes depending on the meal and group size.  It is appreciated if their group leader helps supervise these groups.

Kitchen - Supper

Please inform the kitchen staff whether you require Milo for supper or not. Supper is left ready for you to have at your discretion.    A Forest Edge kitchen staff member will run through with you how to use the stovetop.  
Kitchen - Tea & Coffee

Tea, coffee and Milo are available for adults whenever they like.  Please wash own cup after use. 

Light Switches

Main hall lights are located at the far end of the hall beside the female toilets.  All switches are labelled with their light and number.
The dining area lights are located at the west end of the tables on the wall

Each staircase has a light globe and switch at the top of the stairs, and a fluorescent light and switch at the bottom of the stairs.

Night-time activities

Forest Edge does not run night-time activities.  Some activities that we have seen run successfully by our clients are:
- Quiz night

- Disco
- Movie night – we have large carpet rolls you may like to use to keep students off the cold floor
- Ball games – volleyball is great fun with lots of people.  Our volleyball net is stored away; please ask a Forest Edge staff member if you would like to use it.
- Night walk – along the driveway through the Jarrah Forest is suitable

- Fashion Show using newspaper and sticky tape

- Talent show 

- Trust exercises

- Initiative games

- Campfire

Smoke Alarms

Every room has a smoke alarm.  If a smoke alarm is beeping slowly it means that the battery is flat. Please remove battery and let Forest Edge staff know.

Laundry Facilities
· To use the large washing machine; load washing into machine, add a scoop of washing powder (located on the rack by the laundry door) and close lid.  Next push the metal rod back to make it start.  

· To use the small washing machine (in the disabled bathroom); load washing, add one scoop of powder, close lid and turn dial to appropriate setting.

· To use the large dryer; empty load into machine, close door, turn timer to desired time ( 30 minutes full load), push in black button for one second and machine should start.

· To use the small dryer; empty load into machine, close door, turn timer to desired time (40 minutes full load), pull knob out and machine should start.

NO SHOES IN DRYER!!
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    Last Day Clean-up

              Duties
· Strip sheets off beds used only and drop over railing into a pile by laundry door

· Sweep dorms

· Sweep upstairs balcony and stairs

· Sweep bathrooms (will be mopped by our staff after you leave)
· Wipe down benches and sinks in bathrooms

· Sweep main hall floor

· Wipe down tables and benches in main hall

· Drag tables and benches out onto main floor.
· Rubbish and lost property sweep around the outside dorm
At least one staff member from each group is to check that each of these jobs are done before the group departs.  Groups that leave the building and surrounding areas in an unsatisfactory condition will be charged an additional cleaning cost.[image: image4.png]/,
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