Adanac CYC Teacher Resource Manual

Thank you for choosing Adanac CYC for your school camp.
We are looking forward to your arrival.

This Teachers Resource Manual will answer many of your  questions however please feel free
to contact us should you w ishto further discuss any details regarding your camp.

We are happy to help.

1 Updated June 2017



Adanac CYC Teacher Resource Manual

TABLE OF CONTENTS

SECTION 186 ESSENTIAL INFORMATID

Camp Leaders Checklist & Timeline 4
What to B ring to Camp 5
Location 5
Camp Map 6
Facilities Map 7
Campsite Procedures & Facilities 8
Special D iets and Allergy I nformation 10
Transportation and En -route E xcursions 11
End of Camp Clean -up 12
Emergency Procedure 13
Emergency Contacts 14

SECTION 26 PROGRAM OPTIONS ANDACTIVITY DESCRIPTIOSI

Program Planning 16
Sample Program 17
Activity Safety Key and General Guidelines 18
General Guidelines of Activities 19
Summary of Program Activities 20
Activity Description s 21-41
Free Time Activities 42

FOR INFORMATION ON:

Risk Management Plans
Activity Safety Guides
Emergency Management Plan
Child Protection Policy
Accreditations

=A =4 =4 -8 -4

Please refer to our web site:  http://adanac.cyc.org.au/planning -resources/

2 Updated June 2017


http://adanac.cyc.org.au/planning-resources/

Adanac CYC Teacher Resource Manual

SECTION 1

ESSENTIAL INFORMATND

(YOU ARE WELCOME TADUPLICATE ANY PART B HIS DOCUMENT)

Updated June 2017



Adanac CYC Teacher Resource Manual

CAMP LEADERS CHECKLIS®& TIMELINE

WHEN: WHO: WHAT:
NOW Camp Read this handbook carefully
Planner

PRIOR TO OR

Visitt he campsite if you havenot been bef
AFTER Camp ; . . i
program, room allocation etc. (please telephone us first) OR ring to speak with our
BOOKING Planner . .
program staff who can help with your program planning.
AT TINE OF| camper | el coneon ot o
BOOKING Planner ~ PRy y y P
invoice .
1 TERM PRIOR  Adanac -
TO CAMP Pragram Sends an Activity Request Form
1 TERM PRIOR Camp Complete Activity Request Form and return to Adanac Program team.
TO CAMP Planner
LTERM PRIOR  Camp | T Y D, D e et
TO CAMP Planner 1ing. and parentg ’ :
p a r e rninfodnstion session.
8 WEEKS PRIOH  Adanac Sends a draft program , staff allocation list, and ASG 6s ( Act i v iuldgs) f& a
TO CAMP Program scheduled activities .
4 WEEKS PRIOR Camp ' . ) . - o ,
TO CAMP Planner Arrange first aid equipment and appoint a qualified 1  staid officer.
4 WEEKS PRIOHR Camp Appoint  camp personnel (supervisors for special diets, dining room,
TO CAMP Planner announcements, activities, firstaid,  etc.) and arrange duty groups.
3 WEEKS PRIOH  Adanac Sends Information Request Form, Accommodation Register, Special Diets link and
TO CAMP Office menu options
Complete and return the School Information Request sheet by the date requested,
including :
- Arrival and departure times
- Total number of people attending camp
3 WEEKS PRIOR Camp - Birthdays
TO CAMP Planner - Equipmentneed s
Special dietary requirements  via the web link
Menu requests (if any)
Allocate campers to appropriate rooms using the Guest Accommodation
Register.
Print copies of:
3WEEKSPRIOR  Camp :goognza””; ©
TO CAMP Planner Duty Group lists
Camper list for Adanac CYC
ON ARRIVAL Adanac Welcomes you and conducts a group briefing including safety and emergency
Program procedures.
Confirm your Accommodation Register
ON ARRIVAL Teaching Receive Welcome Pack , including a Costing Sheet to r ecord the actual number
Staff of people in attendance. Return this Sheet atthe end of camp , as your final camp
invoice will be created from this record.
Teaching Supervise safety by ensuring thatall nec e s s ar y maglicad recordss special
AT CAMP . . . . - -
Staff dietary requirements, epi  -pens, and first aid equipment are brought to camp.
AT CAMP Teaching Arrange for the teacherin charge of special diet s along with all guests with special
Staff dietary needs to meet with catering staff to further discuss diets
BEFORE Teaching Return Costing Sheet and Evaluation Form. Visit the office to discuss dates for future
DEPARTURE Staff camps.
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WHAT TO BRING TO CAMP

CAMPERS
x  Sheet x  Bathers
x  Sleeping Bag or Doona x  Beach Towel
x  Pillow Slip x  Medication
x  Toiletries (Soap, toothbrush, etc.) X Sun Hat
x  Bath Towel X Sunscreen
x  Plastic bag for dirty clothes x  Sturdy Shoes
x Jeans/ Long Pants X Old shoes for water activities
X Jumpers X Socks
x  Rain jacket x  Drink Bottle
x  Shirts x  Camera
x  Shorts X Lunch (for first day)

Leave at home : Valuables, electronic equipment |, singlets, thong s, crocs

NOTE:
For all activities, students will need at least one pair of long shorts, a T - shirt, runners and a hat.

GROUP LEADER

First Aid Kits, Sunscreen, Icepacks, Insect repellent
Accommodation Registers

List of Duty Groups

Medication F orms

x  Copy of Dietary Requirement form s/ ASCIA Plans
x  Staff Car (for emergencies)

X Mobile Phone

x  Teacher & S tudent booklets (optional)

x  School camera ( optional)

x  Sports Equipment (optional)

x X x x

LOCATION
Adanac CYC
47 Hoddle St S —
Yarra Junction 3797 - YARRA JUNCTIOF
5 Yarra 5SS
Melways Reference: M ap 288 8 D10 L/
Herpg, 5 r’d;. oo\
et cs/c.& DS
fop b‘f“,

Hodys e,

= ,D‘.!,(__c"" Place
i Adanac CYC
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CAMP MAP

ANANAL

SITE MAP

47 Hoddle St

Yarra Junction, Vic 3797
p: (03) 5967 1594

e: adanac@cyc.org.au
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MEETING ROOMS AND LQJNGES

The Group Leader is responsible to ensure that all heaters (not on self

unattended, and before retiring

from these areas .

-timers) are turned off when

LARGE MEETING ROOM

GUEST HOUSKIEETING ROOM

ADDITIONAL BREAKOUROOMS

Large Meeting Room seating
approximately 130 guests. It has
a data projector with Blu  -Ray
and basic PA functions . Use of
this space is scheduled

according to your program

needs and is often shared
between groups.

Lounge room seating
approximately 40 guests, located
in the Guest House . This area is
availa ble as a meeting space to
group s that have booked the
Guest House. Ithasa large TV
and Blu -ray player

Two central small lounge rooms
each seati ng approximately 10

guests. Available to groups who

have booked Lakeview.

The Lower Lounge Breakout Room
is adjacentto the Lower Lounge
seating 45. It has a large TV.

SHARED FACILITIES

Stadium and Games Rooms
8:00am - 10:00pm

Outdoor Activities

On-site Activities & canoeing, flying fox
(seasonal), stand -up paddle boards,
cooking, mou ntain boards, mountain bikes

Adanac CYC staff.

PARKING

Parking is available in designated parking lots only

INTERNET

There are hotspot areas around camp for teacher/staff use. The WIFI password will be giv
We ask that you download responsibly.

wel come pack.

- incorporates table tennis,

- Includes in -ground trampolines,
sports oval, and beach volleyball court.

, low ropes,
archery, waterslide,

ARRIVAL & DEPARTURBMES

Your arrival and departure times are d

etailed on your Hire Agreement.

departure to within the contracted terms.

Updated June 2017

foosball, billiards,

. Some of our activities are only available in conjunc

volleyball, basketball . Open

a lake, bush-walking track, seated campfire area,

indoor tread wall, raft making , water trampoline
disc golf, cage soccer, hut building, camp

tion with

. Grass areas are NOT available for car parking.

en to you in the

Please keep your arrival and
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DINING ROOM

Our versatile din ing area accommodates up to 150 guests, providing a fully -catered , cafeteria -style
service .

DINING ROOM ROUTINE

Dining Room B riefing
Adanac Catering staff will brief the entir e group prior to the first meal on dining room procedures and
requirements.

Order of Service for Meal
The adult supervisor will call one table at a time to file past the servery, typically starting with the special
diets first.

Duty Groups
Are needed to set tables 15 minutes before each meal and to clear the tables , wipe the tables, a nd
vacuum the floor after each meal. This needs to be under the supervision of a group leader.

Adult Supervision
It is important to have appropriate supervision for Special Diets and Duty Groups.

Tea and Coffee
Ava ilable at all times for adults  from the beverage area.

MEAL TIMES

Your first and la st meals are listed on your Hire A greement. If the first meal provided on the day of arrival is
afternoon tea, students will need to bring their lunch and morning tea . If the last meal provided on the
day of dep arture is lunch, a packed lunch  may be able to be arranged if an earlier departure is required.
Please enquire before your arrival.

Meals include a wholesome variety of dishes  with plenty of fruits, salads and vegetables . Most dietary
requirements are able to be catered for by using the special diets link at least 10 days prior to camp
Birthday cakes can be prepared by ki tchen staff with advance notice via the School Information Form.

Meal times are normally (check your activity program):

Breakfast 8.00am

Lunch 12.30pm

Dinner 6:00pm

Morning Tea, Afternoon Tea and Supper are provided and | eft for distributior
discretion .

A central bell will be rung 15 minutes prior to a meal to alert duty teams to set -up. A second bell will ring

15 minutes later to call everyone to the dining room for meals. The group leader is responsible for ensuring

the group arrives at meals on time.
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SPECIAL DIET/ ALLERGWFORMATION

We have an online system for special dietary requests. We will s end you an email 3 weeks prior to your
arrival with the following link : http://resources.cyc.org.au/dietary/adanac . Once you submit and confirm
your requests , you will receive an email  with a hyperlink which you may use if you need to edit or add to
your requests. Feel free to update your requests up until 10 days prior to your arrival. ~ We ask for all special
dietary requests to be submitted prior to your arrival to guarantee we will have the supplies/staff on hand
to provide for your requests

Examples of special diets we can cater for:

Anaphylactic Allergic Intolerant Other
(including traces)
x  Peanuts x  Peanuts x  Gluten x  \egetarian
x  Tree nuts x  Tree nuts x  Gluten (Coeliac) x  Pescatarian
x  Wheat x  Wheat x  Lactose x  Pesco Pollo Vegetarian
x  Eggs x  Eggs x  Fructose X Vegan
X Fish X Fish X Additives X Halal
x  Shellfish x  Shellfish x  Other X Diabetic
X Milk x  Milk x  Other
X Sesame X Sesame
X Soy X Soy
X Other X Other

Please ensure one adult leader is responsible for all dietary information . This person will need to meet with
the Adanac CYC Catering staff upon arrival to camp.  All guests with special dietary requests will need to
introduce themselves to the catering staff at each meal to ensure they receive the appropriate meal .

Please Note: The above categories are  examples of the dietary needs that we are able to cater for. For
those who do not have a straightforward diet, we request that a guardian call our Catering Co-ordinator
on 5967 1594 at least 10 days prior to camp to further discuss .

For any diets that we are not able to cater for, we recommend that pre-prepared snacks & supplies be
brought to camp . There is a fridge and microwave in the dining room for your groups use. A fruit basket is
available 24hours.

Please note that Adanac CYC is an Allergy Aware campsite. DO NOT bring any NUTS or items that contains
NUTS (i.e. Nutella, Peanut Butter, Pesto Dip, Chocolate containing nuts etc .) on camp.
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TRANSPORTATION OPTNSG

As a way of simplifying t he camp planning process and paperwork
transportation or excursion quotes to and from camp.
through Adanac CYC, we will include

these costs on your final camp invoice.

, Adanac CYC can provide you with
If you choose to book your buses

or excursion

All of o ur bus quotes offer fully seat -belted coaches with extra luggage storage and fully qualified bus
drivers. Bus sizes consist of large (48, 53 and 57 seat) and mini (24 seat) coaches making it possible to cater

to a variety of group sizes while keeping cost

s to a minimum.

Please contact Adanac CYC for a quote today.

OPTIONAL EXCURSION&ND TRAVEL BREAKSN YOUR WAY TOCAMP

The following information has been compiled as a guide only.
ATTRACTION WEBSITEHNFORMATION SIASNINE
TIMES
Healesville Sanctuary http://www.z00.org.au/HealesvilleSanctuary 9am 65 pm

Hedgend Maze & Mini Golf

www. hedge nd.com.au

10 am 05:30 pm

Maroondah Reservoir www.parkweb.vic.gov.au 8 am 065:30 pm
Yarra Junction Aquatic www.yarracentre.com.au 6 am 0 8:30 pm
Centre

Lilllydale Lake www.yarraranges.vic.gov.au/Things_To_Dol/Lillydale_Lake Daylight hours only

Mt Donna Buang 0 Snow Fields

www. parkweb.vic.gov.au

Day light winter
only

Upper Yarra Reservoir Park

www.parkweb.vic.gov.au

8:30 am 65 pm

Yarra Ranges National Park

www.parkweb.vic.gov.au

Daylight hours only

Lilydale -Warburton Rail Trail

www.railtrails.net.au/vic/lilydale_warburton/index.htm

Daylight hours only

11
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END OF CAMP CLEANUP

Guests need to vacate rooms by the time listed on your  program to allow for cleaning.

Accommodation Rooms

X Remove all personal belongings
X Ensure each bed has the appropriate number of pillows / doonas, etc.
X

Ensure that rooms are left neat and tidy Leader in Charge:

Gymnasium and Upstairs Lounge

X Put all rubbish in the bin and leave everything neat and tidy

X Tidy furniture and stack chairs

X Return all sports equipment to Sports Bin Leader in Charge:

Grounds

X Pick up any rubbish and put in bin

X Collect Lost Property and put in a central location for collection
Leader in Charge:

Meeting Room

X' put all rubbish in the bins

X Stack chairs against wall in groups of 10

X Return any borrowed equipment to Adanac CYC Leader in Charge:

Dining Room

Wipe down tables and chairs
Tidy beverage area

Vacuum Floor

X X X X

Stack chairs 5 high in the designated area & please do not place against wall at back of room
Pl ease dondét pack up tabl es

Leader in Charge:

12 Updated June 2017



EMERGENCY PROCEDURES

Adanac CYC Teacher Resource Manual

IN EVENT OF FIRE OBRMERGENCY

EVACUATE PEOPLE IMMEDIATE DANGER

NOTIFY CAMP STAFF

Camp staff will raise the alarm by a siren

Camp staff will call Fire Brigade / Emergency Service s

ON HEARING THE ALARM
EVACUATE TO THE FRONCARPARK

NEAR BLUE SKIP BIN

ALL PERSONS WILIEBACCOUNTED FOR

Campsite Staff will co -ordinate the Emergency Procedures

Evacuation from the site WILL NOT be attempted unless under the direction of Emergency Services

Where site evacuation is deemed necessary, evacuating vehicles will proceed to a safe place under

the direction of

FIRE DANGER PERIOD

Adanac CYC staff or Emergency Services

FIRE DANGER PERIODARING

Steps to be taken are as follows (where possib  le):

1 GUESTS ARE REQUIRED TOAVE THE SITE AS PER CFA FIRE DAER
RATING GUIDELINES

1 ALL STAFF ARE RELEASED FROM DUTY AFTER GUESTS HAVE
EVACUATED

EXTREME 1 Guests are encouraged to follow their own bush fire plan but are

welcome to stay as per booking

1 The guest leader should be advised of any important changes,
local incidents and weather conditions

SEVERE ' The CFA should be notified of group occupancy numbers

1 If you are leaving the property ensure that you sign out on the
register in the office

1 The guest leader should be advised of any important changes,
local incidents and weather conditions

LOW-MODERATE 1 Operations as per normal

If your fire plan is to evacuate our site other than on a Code Red day, please contact the office and

advise prior to camp.

13
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EMERGENCY CONTACTS

PLEASE INFORM EMERGENCY SERVICES OF:

Adanac CYC
47 Hoddle St, Yarra Junction 3797

1. Location

2. Nature of Incident
3.  Number of Patients
4. Phone Number: (03) 5967 1594 (Office)

Please note: If an emergency occurs after office hours, provide emergency services with your mobile

number. All main mobile phone carriers cover this area.

EMERGENCY CONTACT PHONE NUMBERS

Police, Fire or Ambulance in emergencies
Yarra Junction Police
Warburton Police
Yarra Junction Fire Dept. (CFA)
Vic Bushfire Information Line
State Emergency Service (SES)
Doctors:

Yarra Junction Medical Services

After Hours Doctors:
Eastern Ranges Medical Servic e

Maroondah Public Hospital

RACV

After Hours Emergency ONLY

Dial 000 and give above details.

(03) 5967 1104

(03) 5966 2006

(03) 5967 1128

1800 240 667

(03) 9684 6651 Wait by phone 5 minutes for contact

(03) 5967 1606
2454 Warburton Highway, Yarra Junction

1300 766 858

333 Maroondah Highway, Healesville

Mon 8 Fri (7am-10pm)

Sat, Sun & Public Holidays (12pm o 8pm)

(03) 9871 3333
Davey Drive, Ringwood East (40 minute drive)

131111

Off-Site Staff Member & 0481 107 597
Adanac CYC Camp Manager 0 0402 943 882
CYC General Manager 00438 552 193
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SECTION 2

PROGRAM OPTIONS AND
ACTIVITY DESCRIPTIOSI
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PROGRAM PLANNING

Throughout this section of the booklet you will find a list of activities and the requirements for each of the
activities. Please use these resources as you begin to think about what type of program you would like to
plan for your camp. Things you might like to take int o consideration while developing your program:

- The age group and mix  (gender and culture)  of the group.

- The aims and objectives of the camp (i.e. self-development, co -operation, group dynamics,  developing
self-awareness, getting to know each other, fun , etc.)

FOR ACTIVITY BASED PROGRAMS

1. Look at the activities the camp has to offer and identify which activities would complement your
aims and objectives. If desired, contact the Adanac office to schedule a visit to the campsite if
y ou h av e n beforeboeapwith your activity selections.

2. Check that you meet the staffing requirements for all of your selected activities according to the
adult to student ratios found in each activity description .Our School ds Program Coor
help you in this area if needed.

3. The number of Specialised Activities your school can run at the same time is dependent on your
anticipated student numbers. Our Program Team will confirm your number of  Specialised Activities
when you receive your Activity Request form.

0-40 students 1 Specialised Activity at a time
41-80 students 2 Specialised Activities at a time
81-120 students 3 Specialised Activities at a time
121+ students 4 Specialised Activit ies at a time

4. Complete and return to the  Activity Request form .

5. The Program Co -ordinator will draft a program based on your requests and return to you for
approval. See example page 17 .

6. Program is approved and becomes the basis of yo ur camp stay .
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SAMPLE PROGRAM
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