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	Camp Planner Checklist	
	Excursion Name:
	Camp/Activity Date:

	TEEC camp coordinator:  
	Email:

	Follow this checklist to help you and the students to have the most successful camp from the planning phase, during your stay and on return to your school.

	Timeline
	Details
	Completed
Yes/No/NA

	Previous Year
	 Check your school calendar for suitable date/s and seek approval as per your school organisational chart. 
	

	
	Opens first Monday of Term 3:
Submit your EOI for your camp/activity via our website 
By the end of Term 3 you will receive a letter with camp date offer.
	

	
	Complete and return ‘Confirmation of Acceptance letter’ within 21 days of receipt to admin@tinarooeec.eq.edu.au  
	

	
	In Term 4 a Tax invoice will be sent for the deposit payment.  Payment of invoice to be made within 14 days of receiving invoice. 
	

	

2 Terms Prior to Visit date
	TEEC will send an initial email with important information to assist with commencing your camp planning.
	

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

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

	
	Decide who will be the responsible teacher/coordinator and assign roles and responsibilities within your team.
If coordinator is different from the EOI stage, please advise TEEC via email to admin@tinarooeec.eq.edu.au 
	

	
	Review TEEC’s Booking Policy.  There are financial implementations aligned to timelines.
	

	
	Investigate transport options
· buses are availability, obtain quotes and book
· private transport (State school only)
· Flights availability, costs, booking
	

	
	Review TEEC camp fees and charges - For 3/4/5 days camp package the cost includes meals, activities and accommodation 

Bat Talk / Gone Buggo – are optional night activities that are run by external people that can be booked via your TEEC camp coordinator.  For more information visit.
	

	
	Consider which curriculum programs you would like to participate in
https://tinarooeec.eq.edu.au/curriculum
https://tinarooeec.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.
	

	
	Review relevant CARAs
	

	
	Catering
Camp meals are fully catered by our Kitchen Team. For 3/4/5 days camp meals included in the package are from first day lunch to last day lunch to the last day lunch.
Day visit costs do not include meals. If lunch is required which includes afternoon tea, please discuss with your TEEC camp coordinator.

We can accommodate a wide range of dietary requirements, including allergies and intolerances.  The camp weekly menu is planned once the schools have advised the dietary requirements of the students and adults. Please do not bring any additional food unless this has been discussed with your TEEC camp coordinator.
	

	10 Weeks Prior

	Your TEEC camp coordinator will make contact via email to assist you with any queries that you may have and discuss your program.
	

	
	Advise your TEEC camp coordinator if there are any changes to student attendance numbers from the original booking EOI process as per the booking conditions timelines.
	

	
	Ensure Adult Supervision ratios aligns to TEEC requirements
Visiting teachers and accompanying adults ratio
· 1 class = Class teacher plus 2 additional adults.
· 2 classes = 2 Class teachers plus 2 additional adults.
· 3 classes = 3 Class teachers plus 3 additional adults.
· 4 classes = 4 Class teachers plus 4 additional adults.
· Additional staff to cater for students with special needs.

Contact parents/carers to request volunteers
· Ensure that all adults attending camp comply with the working with children blue cards processes
	

	9 Weeks Prior

	Prepare TEEC informed activity and medical consent form and any other permissions forms required to attend camp for Students and Adults to be  approval by your school. 
	

	
	Provide a copy of the final signed permission letter to your Admin Office
	

	
	State School (only)
Complete Excursion Planner on OneSchool and submit for approval
· Attach approved permission letter
· Attach quotes
· Attach excursion calculator
· Add students, staff and parents attending event (ensure correct ratio for approval)
· Complete Finance
· Complete CARA
	

	
	Send out to Students and Adults going on camp the permission forms.
	

	8 Weeks Prior
	Download a copy of our A3 colour Class Camp Poster for your room

	

	7 Weeks Prior
	Arrange a pre visit to the campus with you TEEC camp coordinator (if required)
	

	6 Weeks Prior
	Follow up on the return of any outstanding permission forms from students and adults
	

	5 Weeks Prior
	Discuss with your TEEC camp coordinator 
· Any Medical conditions
· Any Dietary requirements
· Any students with special needs
	

	4 Weeks Prior
	Organise your night time activities. This may include relevant risk management documentation. If you would like Bat Talk or Gone Buggo talk please advise your TEEC coordinator so they can book.
	

	
	Advise your TEEC coordinator of the activities so these can be updated on your final program.
	

	
	Ensure all consent forms have been returned by all students and helping adults.
	

	
	Arrange a meeting with your camp adult helpers to discuss:
· Camp Program and Activities
· Notes for visiting teachers/adults active participation when on camp
· Review the specific centre 
· Welcome Barron River (BR) power point
· Welcome Black Gully (BG) power point  
· Transport (from school and centre)
· TEEC Student Code of Conduct 2024 to 2026 
· Allocation Adult duties (recommendation is the same person for the camp) that are noted in the’ Welcome Powerpoint’
	

	3 Weeks Prior
	Commence preparation of the below documents that are required to be emailed to TEEC 10 school days prior to arrival on camp to ensure you meet the booking conditions timelines.
· Group Lists for each individual class group
· Alert List for each individual class group
· Final Numbers with other information
· Accommodation lists
· Discussion regarding students that require higher support requirements or complicated dietary requirements
· Duty groups and duty roster tasks

Black Gully Campus – Tents (max 60 students) 
4 per tent, no less than 3 unless by prior arrangement
Accommodation (BG) - Tents 

Barron River Campus – Dorms (max 120 students)
Accommodation (BR) – Water Dragon (4 groups of 20)
Accommodation (BR) - Redclaw  (4 groups of 4, 1 group of 8, 1 group of 22)

· Camp Groups - We would prefer that each class stay together in the same group working with their teacher.
· Each camp group needs to be assigned a colour which can be located from the camp program 
· State schools - using the below report from OneSchool may assist
· ONESCHOOL>Homepage>Reports>Student Management>Lists>Dynamic Student List Report>Select Class/Yr level>Report Render Type> Excel> Generate Report>Open>Copy and Paste.
	

	
	Advise your school tuckshop with classes attending and date and time of excursion
	

	
	Request list of unpaid students from Admin Officer. Follow up with students and adults.
	

	
	TEEC coordinator will email the final version of your camp program
	

	2 Weeks Prior
	Organise duty groups and roster (assign an adult for each meal)
· Complete  Kitchen Duty Roster for students and adults
	

	
	Make alternative arrangements for non-attendee students and advise office of the plan
	

	
	Organise cover for any staff duties eg playground supervision (if required)
	

	
	Confirm travel bookings with - bus company, flights, adult dropping off
· School departure 
· Review school departure time + travel (inc stops) correlates with arrival time on the program
· Confirm pick up times and location
· Advise drop off time and the Campus Name, address and location
· Black Gully Campus, Black Gully road, Tinaroo Q 4872
· Barron River car park, 30-46 Tinaroo Falls Dam road, Tinaroo Q 4872
· TEEC departure
· Review TEEC departure time + travel (inc stops) correlates with expected return time to school and correlates to the time on the program
· Confirm pick up times and location for applicable campus
· Black Gully Campus – Front car park
· Barron River Campus - Hall
· Advise parents of arrival time back to school for pick up

	

	10 School days Prior (must happen)
	Email your TEEC camp coordinator final version:
· Group Lists for each individual class group
· Alert List for each individual class group
· Final Numbers with other information

If this timeline is not met or changes are made after this timeline the centre cannot guarantee to be able to meet your camp food requirements. 
	

	
	Organise with Admin Office 
· School first aid kit (including asthma puffer/spacer/epi pen)
· Student medication and plans
· Teacher in Charge contact number while on camp
	

	
	Inform and prepare your students 
· Location - where are we going?
· TEEC Student Code of Conduct 2024 to 2026 
· Camp Program and Activities – final version
· What To Bring - and what not to bring! 
· TEEC does not supply linen to students or adults.
· Advise parents/carer of a mobile phone of the School’s Teacher in while on camp (if parents need to contact as the campus office is not always attended)
	

	
	Touch base with adults going on camp to finalise roles and responsibilities and answer any questions
	

	Day before to bring with you
	Organise the collection of:
· school mobile phone (if applicable), sunscreen, insect repellent, first aid kit, spare water bottles and sun smart hats (no caps) etc. 
TEEC do have water bottles and sun smart hats for purchase at each campus.
	

	
	Print out a hard copy of your final versions of:
· Group Lists for each class group
· Alert List with dietary requirements 
· Final Numbers with other information
· Accommodation lists
· Medication administration list as well as any Individual Medical Management Plans
· TEEC Informed activity consent and medical information for all students and adults.
· Program, Duty Groups and Duty Roster for display

Please note that it is our school policy to keep this all-in-one central location onsite. This allows anyone who needs access to have it. If your school requires you to carry consent forms with you wherever you go on camp you will need to bring an extra set.
	

	On the Day 
	Collect from School Admin student medication
	

	
	Complete attendance roll and send a copy of the completed roll to office
	

	On Return
	Return necessary items to their respective locations - school mobile phone (if applicable), sunscreen, insect repellent, first aid kit, spare water bottles and sun smart hats (no caps) etc. 
	

	After Camp
	Send a blurb and photographs to School Promotions Officer for newsletter/facebook/social media
	

	
	Review excursion and make recommendation/notes for following year
	

	
	Adults please complete TEEC satisfaction Survey if not completed on last day of camp
Your feedback via these surveys assists TEEC to continue to improve our programs for student learning outcomes
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