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	This checklist can help you to be organised throughout the planning phase of your camp
	Tick when completed

	1. Return Confirmation of Acceptance to DEEC
	

	2. Consider which program activities you would like and review relevant CARAs 
	

	3. Submit T-shirt Order Form - ONE WEEK PRIOR to Pre Camp School Visit (PCSV)  (if you have planned to carry out this activity during this PCSV to your school)          
	

	4. Participate in PCSV - draft a program with DEEC staff
	

	5. Plan your own evening activities 
	

	6. Plan your menu
	

	7. Calculate total camp cost with our Cost Calculator
	

	8. Book the bus - ensure dept. time from school + travel (inc. stops) correlates with arrival time on Program
                                   - ensure dept. time from DEEC + travel (inc. stops) correlates with expected return time
	

	9. 
	

	10. Submit Excursion Planner - to Principal and P&C - Use CARA’s from DEEC website
	

	11. Select camp staff - Teachers, Teacher Aids, Special Needs Support, Parents 

Consider: Adult/gender ratios, medication administration, First Aid Certification & capability to participate in programmed activities
	

	12. Arrange a camp staff meeting/distribute to camp staff - Information re: camp program,  Accompanying Adult Brochure, Medical Form & Informed Consent (ADULT version), Top Roping Climbing Handbook (if applicable)
	

	13. Distribute Informing Letter - Include: Medical Form & Informed Consent, contact information, dates, staff, Program, Gear list and if applicable: Climbing Permission Letter, Boating Permission Letter
	

	14. Collect Medical Form & Informed Consent from students and accompanying adults and transfer relevant information to both Alert List and Book the Cook 
	

	15. Parents complete Administration of Medication at School Camps form & Administration of Medication - Emergency Medication - if required
	

	16. Email to DEEC copies of documents relating to the management of students with health conditions &/or special needs where applicable - eg. IHP, EHP, NEP, AP, IEP etc.   TWO WEEKS PRIOR TO CAMP
	

	17. Indicate student special needs on Alert list. 
	

	18. Submit Alert List TWO WEEKS PRIOR TO CAMP
	

	19. Submit Book the Cook - TWO WEEKS PRIOR TO CAMP
	

	20. Submit T-shirt Order Form if applicable - TWO WEEKS PRIOR TO CAMP 
(if you have planned to carry out this activity on camp instead of the PCSV session at your school)
	

	21. Bring with you to camp:
- Accommodation Layout 

- Group List   
- Completed Boat Roll (if applicable)
- All Medical Form & Informed Consents (students’ and adults’)

- All prescribed medication 

- Colour copy of documents relating to students with health conditions &/or special needs if applicable
	

	22. 
	

	23. 
	

	24. 
	

	25. 
	

	26. 
	

	27. 
	


