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Camp Planning Checklist

	DEEC Camp Coordinator:                                                                                             Email: 

	Timeline
	Task
	Completed
Yes/ No/ N.A

	2 terms prior to visit date

	State School
· Review DoE School excursions policy and procedure
· Commence Excursion Planner on OneSchool
· Use school camp and Cost Calculator template to help calculate costs and appropriate GST

Non-State school
· Follow your excursions policy and procedure
· DoE Child Safe Environment 
· DEEC Student Code of Conduct 2024 to 2026 
DEEC staff comply with working with child blue card processes

	

	
	Consider which curriculum programs and or activities you would like to participate in
https://daradgeeeec.eq.edu.au/curriculum
https://daradgeeeec.eq.edu.au/programs

Consider implications for Students with Special Needs (accessibility, behaviour/ supervision, medications, and timetable).
Contact relevant staff in your school for support if needed.
	

	1 term prior
	· [image: QR Code - Scan with your mobile phone]Decide who will be the ‘Camp Leader’ (teacher in charge).
· Have your cohort teachers complete a 2-minute survey about your students: 
https://survey.qed.qld.gov.au/n/e0ghywk
This survey allows your DEEC coordinator to learn about the needs and strengths of your campers and to plan a program accordingly.
	

	10 weeks prior
	Your DEEC camp coordinator will contact the camp leader to organise a Teams Camp Planning Meeting.
During this meeting, your coordinator will assist you with: 
· Program creation
· Book the cook
· Cost Calculator
· Answering any questions you may have
Advise your DEEC Camp Coordinator of any changes to booking numbers from the original booking confirmation. 
	

	9 weeks prior
	· Prepare Activity and medical consent - STUDENTS form and any other permissions forms required to attend camp for Students and Adults to be approved by your school. 
· Send home a copy of the program with the Gear List. 
· Read The Department’s Administration of Medication in schools procedure and send home the ‘Consent to Administer Medication’ form as appropriate
	

	
	Investigate transport options:
· Bus availability, obtain quotes and book
· Ensure departure time from school + travel (including stops) correlates with arrival time on the program 
· Ensure departure time from DEEC + travel (including stops) correlates with the expected return time
· Notify DEEC if you need to change arrival or departure times ASAP 
· Private transport (State schools only) 
· Flights availability, costs, booking
	

	8 weeks prior
	Ensure any non-teaching staff have a Blue Card and: 
· Check it’s currency 
· Ensure applicable adults know to bring the original card to camp for checking by our Business Manager. 
· Link Blue Cards to your school 
For more information about Blue Card requirements, visit: 
www.qld.gov.au/law/laws-regulated-industries-and-accountability/queensland-laws-and-regulations/regulated-industries-and-licensing/blue-card-services
	

	6-8 weeks prior
	Arrange a team meeting with camp staff meeting to discuss:  
· DEEC student code of conduct 
· CARAs 
· Assigning of roles and responsibilities within your team 
 Distribute the following to camp staff (including volunteers): 
· Camp program 
· Activity and Medical Consent - STUDENTS
· Accompanying adult brochure (for volunteers)
· Climbing Risk Acknowledgement form for ADULTS not employed by the Department of Education. This is not required from students. 
Consider including volunteers in your meeting or hold an additional meeting to discuss camp expectations (E.g. kitchen duties, belaying and taking photos of students). 
	

	4 weeks prior
	· Plan your own evening activities (movie, camp fire, talent quiz, disco, games) 
· Create Kitchen Duty groups and roster for main meal times (no more than 4 at the dishwasher at any one time- dishwasher must be supervised by an adult). 
	

	
	Collect 'Activity and Medical Consent’ forms from students and adults and transfer the relevant information to the Alert List and Book the Cook forms. 
	

	2- 6 weeks prior
	Your DEEC Camp Coordinator will send you a student information video of what to expect on camp for students OR they will present a PowerPoint via Teams. This will be followed up with a question time for students. 
	

	2 weeks prior
(must happen)
	Finalise and complete both tabs on ‘Book the Cook’ and read the DEEC Meal Policy
	

	
	State School
Your DEEC Camp Coordinator will share a folder called ‘Your Camp Documents Folder’ with you. Save the following completed and final documents in this folder: 
· Alert List
· Book the Cook
· Accommodation Layout
· Group lists (ensure numbers are as even as possible please)

Non- State school
Email the following completed and final documents to your DEEC Camp Coordinator: 
· Alert List
· Book the Cook
· Accommodation Layout
· Group lists (ensure numbers are as even as possible please)
	

	
	Organise with Admin Office:
· School first aid kit (including asthma puffer/ spacer/ EpiPen)
· Student medication and medical plans
· Camp Leader contact number while on camp
	

	
	Inform and prepare your students: 
· Location- where are we going? 
· DEEC Student Code of Conduct 2024 – 2026
· Camp Program and Activities- final version
· Ensure all students have a Gear List and know what not to bring! 
· DEEC does not supply linen to students and adults
· Advise parents/ carers of a mobile phone number for the School’s Camp Leader while on camp (if parents need to contact as the campus office is not always attended)
	

	Day before
(to bring with you)
	Organise the collection of school mobile phone (if applicable), sunscreen, insect repellent (non-aerosol), first aid kit, spare water bottles and sun smart hats (no caps) etc.
	

	
	Print out a hard copy of final versions of the following to bring on camp:
· Camp group lists 
· Attendance and Activity Consent List
· Accommodation layout
· Medication administration list as well as any Individual Medical Management Plans
· Kitchen duty groups and duty roster for display

Also bring DEEC activity and medical consent forms and medical information for all students and adults.
	

	On the Day
	Collect student medication from school admin.
	

	
	Complete your school roll and send a complete copy to your office.
	

	During Camp
	· Annotate and check for any late arrivals or departures on camp on the Attendance and Activity Consent List. Submit to DEEC Business Manager on the final day. 
· Camp Leader to discuss finalisation of camp details for invoicing with Business Manager before departing (usually on last day). 
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