Archery Camp Program & Checklist
USAFE & PACAF


We look forward to a great week at your installation!  We have created a checklist to help us help you (or vise versa) make this a great experience for your youth!  If you have any questions or concerns, please contact Julie at Julie@wearecamps.com, 217-359-7247 (work) or 904-483-8954 (cell) or Tom at tom@wearecamps.com, 217-254-4957 (cell).     We look forward to working with you!


The Air Force Services Family Member Agency goal is to expose and engage youth to various disciplines of archery.  The camp includes role-playing scenarios that directs the youth to accomplish tasks in various scientific disciplines.  The beginning of each session will start with a Team Building activity, and a game break sessions will happen between segments. 

Program:


0900 to 1200 Age Group: 9 to 12
1300 to 1600 Age Group: 13 to 18
]’
Air Force Services Family Member Agency EMail Contact

 FORMCHECKBOX 
 
kimberly.gilman@us.af.mil or kevin.hansen.4@us.af.mil
Advertising/Marketing

 FORMCHECKBOX 
 Marketing materials are available from the website www.wearecamps.com.  Also, CONUS supplied material are also available.  Contact Kim Gilman  for more information.
 FORMCHECKBOX 
  Have you marketed the program to all potential participants?  

Logistics

 FORMCHECKBOX 
 Confirm dates of camp with contractor from Archery Camp?

 FORMCHECKBOX 
 Confirm camp session times with contractor.  See recommended hours above.  Sessions can be adjusted by request?

 FORMCHECKBOX 
 Provide contact information: email, office phone ((comm) and mobile phone.

 FORMCHECKBOX 
 Is their just one POC or multiple POC’s (i.e one POC for school age and another for teens)?  Include    best weekend contact information.  Also identify a backup and provide their contact information.
 FORMCHECKBOX 
 Confirm the all POC’s will be working the camp dates.  If on vacation or unavailable, identify alternate POC as soon as possible.
 FORMCHECKBOX 
 Provide names, email and phone numbers for youth center director and flight chief.
 FORMCHECKBOX 
 Provide the physical address street, town, province/state and local postal code.  It should not be an APO.  The shipping company will deliver and pick-up the equipment based on this address.

 FORMCHECKBOX 
 Please identify a secure place to store the equipment during the week of camp.  We will need an area approximately 5’ x 5’ for the equipment when not in use.
 FORMCHECKBOX 
 Contractor pick-up: Do you have contractors’ flight information and have provided instructions and/or contact name and information for pick-up?
 FORMCHECKBOX 
 Reserve  lodging
 FORMCHECKBOX 
 Reserve lodging for the dates of arrival and departure as provided be the contractor.  Preference is for on-base lodging.  If permissible, notify contractor if they can arrange directly with lodging for reservations.  If base lodging is unavailable, please provide contractors with a list of local accommodations and contact information.
 FORMCHECKBOX 
 Provide lodging phone number for contractor in case of emergency.

 FORMCHECKBOX 
 Is lodging near the youth center and restaurants?  If not, will someone be designated to pick-up and drop off counselors?  Are any off-base activties planned?  

 FORMCHECKBOX 
 If a rental car is required, please provide local rental companies (check if on-base agencies will rent to contractors) and send contact email and phone number.
 FORMCHECKBOX 
 Does your base require a background check for a base pass?  If it does, have you requested the contractor's staff name, date of birth, driver’s license number and social security number to run background check before arrival?  Are there any base specific forms that need completing?  Entrance requirements?
 FORMCHECKBOX 
 Have you initiated a letter of introduction for each counselor?
 FORMCHECKBOX 
 Base pass, review with Pass & Registration for base entry requirements.  Do not forget we often arrive on the weekends, sometimes after the visitor center closes.  Please make sure the gate has access to passes.  We prefer to NOT interfere with your weekend plans.
 FORMCHECKBOX 
 Reserve area for outdoor range.  A range area should be at least 70 yards deep by 20 yards wide. The shooting area portion is 15 yards by 15 yards, with the remainder overshoot exclusion area and waiting line space.  The shooting area can be a parking lot (with the overshoot area a grass field beyond the lot, a field, a baseball diamond or other.  The range should be oriented so that the archers are not facing the sun. Camp staff can install netting to reduce the overshoot, but will need anchoring poles, weighted standards or something else provided from which to hang the netting.
 FORMCHECKBOX 
 Did you reserve the field? 
 FORMCHECKBOX 
 Is there a shaded area for archers to get out of sun?  

 FORMCHECKBOX 
 If not, are pop-up tents available?
 FORMCHECKBOX 
 Recommend sunscreen, hat and sunglasses to the participants
 FORMCHECKBOX 
 Is the water cooler, cups and garbage bags set-up before the start of the camp? 

 FORMCHECKBOX 
 If field is used is there is a sprinkler system, did you temporarily turn it off? 

 FORMCHECKBOX 
 If lawn mowing is provided by another service and scheduled for that day, made arrangements to reschedule? 

 FORMCHECKBOX 
 Review field to ensure there are NO obstructions around designated archery area. 

 FORMCHECKBOX 
 If the camp is an outside camp and it is away from the youth center, has transportation been arranged? 

 FORMCHECKBOX 
 Reserve gymnasium (Alternate option or weather backup).  Archery camp can be run inside of a gymnasium with special considerations:
· Monahan LLC staff will set up a backstop curtain to protect your gymnasium walls from stray arrows. Curtains will be hung either along the wall/bleachers or a collapsible curtain stand will be set up and taken down by Monahan LLC staff. Please make sure your Youth Center Chief/Director is aware that the gymnasium should have an area where Monahan LLC staff can hang the safety curtain.  The netting can be hung from the following (provided by youth center): game standards (weighted), ropes suspended from ceiling rafters (steel beams must be identified) or other fixture, a taut line running from wall to wall over 10’ high.
· No other activities should be taking place in gymnasium that could create excessive noise that could make listening to instructors difficult (loud music, other classes). 
· Make sure all doors in gymnasium are locked except for controlled access entry points leading into archery area. 
· Place signs on locked doors notifying that archery is being practiced inside. 
· Make sure there are no obstructions around designated archery area. 
 FORMCHECKBOX 
 If any Field Trips are scheduled, advise contractor before the week of camp.
 FORMCHECKBOX 
 Lunch – make alternate plans if lunch is served in gym.

 FORMCHECKBOX 
 Lunch – make sure the head Chef is aware of camp schedule.

 FORMCHECKBOX 
 Lunch – coordinate with contractor if lunch is before first session program ends (i.e., if program ends at Noon and lunch is normally served at 11:30 am), advise contractor of your plan.  NOTE – the kids are used to their schedule and do not like to delay lunch.

 FORMCHECKBOX 
 Snacks – some bases provide snacks to the participants.  Have you discussed this with your Youth Director?

 FORMCHECKBOX 
 Camera – would you like to take photos of the camp?

 FORMCHECKBOX 
 Camera – is it charged?

 FORMCHECKBOX 
 Does Archery Camp have permission to take photos and publish on their website and/of marketing material?

Initial Youth Center Staff Meeting
 FORMCHECKBOX 
 Is youth Center aware of the dates?

 FORMCHECKBOX 
 Provide Youth Center staff with Archery Camp program overview.

 FORMCHECKBOX 
 Is Youth Center staff aware that contractor will provide all equipment?

 FORMCHECKBOX 
 Is Youth Center staff aware that contractor will set-up and take down their own gear?

 FORMCHECKBOX 
 Is Youth Center staff aware that contractor wears uniforms clearly marked with program name, individual’s first name and the word ‘FYI – we prefer not to wear the badges at the reception desk.  Usually we arrive about one hour before program start.
 FORMCHECKBOX 
 Ensure Youth Center support personnel are available and scheduled to supervise youth participants as necessary.

 FORMCHECKBOX 
 Review code yellow procedures and contacts with counselors.
 FORMCHECKBOX 
 Usually the Youth Center support personnel participate in the camp with the youth.  
Registration
 FORMCHECKBOX 
 Youth sign-up properly displayed.

 FORMCHECKBOX 
 Ensure minimum age participation is nine (9) years old. (Please coordinate exceptions with camp staff).

Camp Completed E-Mail

 FORMCHECKBOX 
 Youth Center Chief/Director notifies angela.arteaga@us.af.mil, phone (210) 395-7159, that contractor has completed camp.  Please cc kimberly.gilman@us.af.mil or kevin.hansen.4@us.af.mil 
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