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Girl Scouts.



Girl Scouts of Maine
CAMPOREE COMMITTEE CHECKLIST
Camporees are an exciting way to provide quality program to girls in your area.  In order for your event to be safe and successful, it is important to begin the planning early and involve others in the preparations. Below is a timeline with some basic steps to consider as you begin planning.  Space has been left for you to add items to the checklist as you see fit.

Six to nine months prior to your camporee:


(  Fill out and submit Intent to Hold a Camporee form (P34)


(  Recruit core committee


(  Arrange for training of core committee and any other interested members

(  Establish projected number of participants for planning purposes

(  Look for a location for camporee


(  Ensure event location is licensed by the state

(  Verify site complies with Girl Scout guidelines

(  Consider the environmental impact to the site

(  Secure site usage agreement for event location

(  Develop a budget and submit to neighborhood manager for approval

(  Notify leaders of intention to hold a camporee and tentative dates

(  Remind leaders of required training – First Aid & CPR, Troop Camp Training (in-town & overnight)

(  Decide upon a theme

(  Develop tentative program plans


(  Refer to and review Safety-Wise 

(  Talk to program manager about state regulations if you are considering serving food


(  Contact Senior Director of Advancement prior to any solicitation


(

(
Three months prior to your camporee:


( Update projected number of participants

(  Submit emergency & crisis plans to program manager


(  Submit Plan B to program manager


(  Submit copy of budget


(  Check neighborhood inventory of equipment and supplies


(  Finalize approved program plans including agreement forms for outside presenters


(  Finalize approved food service plans


(  Make arrangements for use of council equipment


(  Order portable toilets and arrange hand washing facilities if needed


(  Send out troop information packets


(  Communicate with camp ranger, property owner, or site manager


(  Confirm when water, electricity, and other utilities will be turned on


(

(
One month prior to your camporee:

· Hold a camporee meeting for which all troops attending must have a representative to review

      emergency plans; send copy of packet to Ekdahl Center

(  Ensure you have a communication plan to share any last minute changes


(  Verify Troop Camp Trained adults


(  Verify troop First Aid & CPR trained adults

(  Arrange for Juliette and day only participants

(  Order non-member insurance

(  Confirm number needed and when portable toilets will be delivered

(  Notify local authorities of when and where you’ll be

(  Visit site to check for hazards before the troops arrive

(  Verify outside presenters

(  Submit copies of presenter certifications to program manager

(  Forward signed, white copies of all TGAA’s to program manager

(  If using a council site, return Camporee Reservation Confirmation form and $100 deposit or full fee

( 

( 

One week to 24 hours before camporee:

(  Communicate with camp ranger, property owner, or site manager about any changes to site, etc.

(  Safety check of site by member(s) of core camporee committee; including water & facilities

(  Pick up fire permits

(  Verify that non-member insurance was ordered

(
(
24 hours before camporee:

(  Again, communicate with camp ranger, property owner, or site manager about any changes to

     site,  etc.

(  Again, safety check of site by member(s) of core camporee committee

(  Complete a water and facilities check

(  Verbally contact local authorities to remind them of the event

(
(
At the camporee:

(  Check in each troop and collect troop roster and medical form

(  Provide camp ranger, property manager, or site manager with troop unit assignments

(  Designate a place for day participants

(  Set up headquarters and first aid station

(  Walk camp and post any signage necessary

(  Hold evening meeting of one adult per group for last minute updates

(  Evening walk to touch base with each group

(  Utilize Camporee Observation form first night and then one other time during the event
(  Hold last minute updates meeting for Saturday morning arrivals

(  Verify activity presenters have arrived and are ready to go

(  Do a security check each night of the event

( 
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After camporee:

(  Make sure site is left in better condition than it was found

(  Return any borrowed or rented equipment

(  Update service unit inventory

(  Pay all bills

(  Hold an assessment/celebration meeting of Camporee Committee within two weeks of the event

(  File Final Camporee Report form (P71) with program manager

(  Send thank-you notes

( 
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