Before camp starts – Checklist
Venue Name: _________________________  Site Manager: _______________________________ Date: ______________
	Theme
	Criteria
	Completed
	Date

	Venue
	Arrange site visit with the liaison officer
	
	

	
	During the site visit discuss the following:
1. Confirm dates and times
2. Confirm orientation dates
3. Open and close procedure
4. Cleaning procedure
5. Fire procedure
6. Areas of use
7. Equipment and resources, equipment storage
8. Out of bound areas
9. Partnership and timetabling opportunities
	
	

	Staff
	Staff check-in call
1. Introduce yourself
2. Check start dates and availability
3. Confirm orientation dates and times
4. Engage them in planning
5. Check skills and qualifications
	
	

	
	Staff made aware of roles and responsibilities
	
	

	
	Staff rota is created
	
	

	
	Notify HQ of any staff who have not replied or cannot work
	
	

	Planning
	Engage staff in planning first week timetable, i.e. create ideas board, or host a planning workshop
	
	

	
	Develop week 1 timetable and share with staff and venue
	
	

	
	Where required additional resources and bought
	
	

	Orientation
	Email orientation confirmation to staff
	
	

	
	Create an orientation plan, engage returning staff in planning
	
	

	Parent 
	Email weekly timetable to parents using coordinate app
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