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Outdoor / Environmental Education Program
SCHOOL COORDINATOR INFORMATION

We are looking forward to hosting you at Amigo.  To ensure a positive experience during your upcoming trip, please note and care for the following details.
1. Trip Planning documents:
· Make copies of the documents as needed for students and chaperones
· Documents titled Guidelines to Live With, Chaperone Information, Photo Release, Medical Release & Information, and What to Bring List are in the Information for Trip Planning link at http://www.amigocentre.org/teacher-information.html or have been sent to you via email.
2. Class Instructors:
· During the orientation time Amigo staff will provide teachers/chaperones who are serving as instructors with their teaching materials and supplies. 
· Please notify us before the trip if you have instructors who are needing a more substantial orientation to the class they are teaching.
· Curriculum for specific classes will be sent to you upon request.

· Instructional videos for Fishing, Archery and Orienteering are on our website at:
http://www.amigocentre.org/oee-training-videos.html 
3. Staffing for Classes:
· Amigo provides two to three instructors (dependent on group size).  Additional instructors available for $27.50 per hour.

· The Co-op Course requires an Amigo Instructor.  
· Canoeing instructors must be a certified life guard and be approved by the O/EE Coordinator.
· Recycling/papermaking class, requires two adults to assist the Amigo instructor.
4. Chaperones:

· Please orient your chaperones, so that they know what is expected of them.  
· Please assign a chaperone to each study group for all classes.

5.  Administering First Aid and Dispensing of Medications:
· Your school is responsible to have someone present to administer all prescription drugs and medications for your group. 
· Your school is responsible for treating any injuries and illness and record details of 1st aid that was administered during your time at Amigo Centre. 
· The completed medical forms for your group can be kept in the 1st Aid Station or with the person you designate as your “nurse”.

· Your school is responsible to seek additional medical attention for injuries when needed.
· The 1st Aid Station will be in the Pavilion Meeting Room, near where we gather for classes.  There is a restroom and sink in this space.  We provide cups for dispensing meds and basic 1st aid supplies.
6.  COVID-19 Guidelines and Protocols:
· Please read through our COVID-19 Preparedness and Response Plan for Spring of 2021 

· For the safety of everyone, we expect that all members of the group adhere to the protocols and guidelines in the plan.
7.  West Nile Virus and Eastern Equine Encephalitis:
· In order to reduce the risk, we encourage groups to take precautions (long sleeves and insect repellent) to safeguard themselves against these mosquito-transmitted viruses.
· We recommend that teachers be responsible for applying repellent.
8.  Upon Arrival:
· Please keep your students on the buses. 

· Amigo staff will welcome your students and give instructions on the bus.  
· If arriving in cars or vans, please keep your students in the vehicles until your whole group has arrived. 
· Provide Amigo staff with the completed calculation form and photography releases.
I will be contacting you prior to your visit to care for final details.  We consider it a privilege to host your school for an Outdoor/Environmental Education experience.  If you have any questions feel free to contact me by email or phone.  My contact information is cheryl@amigocentre.org or (269) 651-2811 ext. 105.






Shalom, 







Cheryl K. Mast






Cheryl K. Mast







Coordinator of Outdoor/ Environmental Education







Amigo Centre
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Outdoor/Environmental Education Program
SCHOOL COORDINATOR PRE-VISIT CHECKLIST

Prior to your visit:

(  1.
Secure transportation for your trip to Amigo.
(  2.
Please send the following forms to us via email or fax at least two weeks before your 

Visit:

a) School Information form
b) a copy of your schedule and class rotation 
c) Certificate of School’s Liability Insurance certificate naming Amigo as additional insurer.
· We will connect with you to care for final details once your paperwork is received
(  3.  Locate parent or teacher chaperones.  Give each chaperone a copy of the camp schedule and the Chaperone Guidelines.  Link to chaperone info is: http://www.amigocentre.org/parentchaperone-info.html 
(  4.
Assign students to study groups for the classes (recommended group size is 8-12).

(  5.   Send medical release and photography release forms home with students to be signed by parents or guardians.  
(  6.   Secure Instructors for Classes:  
· Find teachers and/or parents with interest and experience in the subject they are teaching.  
· Please be sure that those who are teaching have a good working knowledge of the curriculum or can observe for a class period before taking the lead role in teaching.   
(  7.  Send the “What to Bring List” home with students.
(  8.
Read “Guidelines to Live With” to your students and distribute a copy of the guidelines to chaperones.

( 9. . Distribute copies of the “Amigo Centre COVID-19 Preparedness and Response Plan” to all those who are planning to participate in the field trip.

( 10.  Bring medical and photography release forms with you to camp. 
· The completed medical release will be for your use in dispensing medications and in the event of an emergency during your time at camp.  
· The photography release allows us to use photos from your group in publications.
( 11. Bring a copy of your completed calculation form to assist us in calculating your invoice.  Available at http://www.amigocentre.org/teacher-information.html
Thanks for all the work you do in preparing for your visit to Amigo                   
      Shalom,

           






        Cheryl K. Mast

                                                                             Cheryl K. Mast
                                                  Coordinator of Outdoor/ Environmental Education
                                                      Amigo Centre
1-11-2021
[image: image3.jpg]e B
/ /// EER
’ 4
N g P s
g g T A '

P : s

e AT
| *> ST P w

= ! //”V " \

2455 Banker Rd. Sturgis, Ml 49091




Amigo Centre Outdoor/Environmental Education Program

School Information Form

School _______________________________  Date of Visit _________________ Grade Level _______

Contact Person’s Name _____________________________ Principal _____________________________ 

Email for Contact Person _________________________________ School Phone # _______________  
Best Time to Call _____________  FAX # _______________  Names of Additional Teachers ___________ __________________________________________________________________________________________________________________________________________
# of Students _________  # of Adults _______  Arrival Time ___________  Departure Time __________
Courses: See course descriptions on our website at (www.amigocentre.org).  

Highlight or circle the courses your group would like to experience during your Outdoor / Environmental Education trip. 

Please put an asterisk by the three classes you want Amigo Centre staff to teach.  

Complete the rest of the table indicating needs for curriculum/worksheets and clarifying details regarding equipment and supplies

	Courses
	Copy of Curriculum or Worksheets  Needed
	Amigo to Provide Equipment /Supplies
	Equipment/Supplies the School is Providing


	Additional Notes & Details

(such as preferred class location)

	Archery

	
	
	
	

	“A Walk on the Wild Side” - Marsh Study
	
	
	
	

	Canoeing
	
	
	
	

	Co-op Course  
	
	
	
	

	Fishing

	
	
	
	

	“Lagoon Snoop” - Macroinvertebrates  
	
	
	
	

	“Nature Up Close & Personal” – NC Course  
	
	
	
	

	Orienteering  
	
	
	
	

	“Rock On” - Geology  
	
	
	
	

	“Slimy & Scaly” - Reptiles & Amphibians  
	
	
	
	

	“Stepping Back in Time” – Life of Pioneers
	
	
	
	

	“Tear it Up” - Papermaking/Recycling

	
	
	
	

	“Web of Life” – Relationships in Nature
	
	
	
	

	“Who Goes There” - Animal Signs 

	
	
	
	

	“You Eat Like a Bird” – Bird Adaptations
	
	
	
	

	Other
	
	
	
	


Meal Options:  ( We are bringing sack lunches.    ( Amigo to provide lunch   (  Amigo to provide supper
Menu Options: if you are choosing to have Amigo provide any meals for your group, please select your preferred menu below.
_____ A. Spaghetti, Garlic Toast, Vegetable, Salad, and Dessert
_____ B. Pizza, Pretzels or Chips, Bread Sticks, Salad and Dessert
_____ C. Burger Bash - Hamburgers (Veggie Burgers), Hot Dogs, Baked Beans, Veggie Tray and Dessert
_____ D. Chicken Nuggets, Macaroni & Cheese, Frozen Peas, Rolls, Salad and Dessert
_____ E. Taco Bar, Veggies and Churros
Special Dietary Needs: (vegetarians, diabetics, food allergies,…)  Please note the names of the individuals who are diabetic or have food allergies, and what their specific needs are.
Study Groups: We ask that you have students assigned to study groups before you arrive. Please note how you are designating the study groups:  ( Letters    ( Numbers  ( Animal Names 
Schedule: (Please confirm the proposed schedule or send a copy of the revised schedule)
Discipline:  What system of discipline do you use in the classroom that we can also use with your students? 

Do you want students to have an opportunity to shop at our Camp Store?                   Yes          No


If yes, note time:   _____________________________________

Special Set-up Needs: (lounge, table for meds in dining hall, cooler of water for med dispensing):
Our goal here at camp is to create an environment that is tailored to meet the needs of everyone!  Thorough information for the following is not intended to single anyone out, but to provide a safe and rewarding experience for all.
Names of Students with Special Learning Needs: (i.e. autism, learning disabilities, Tourette Syndrome…)
Students with Special Concern: (i.e. behavioral concerns, anger management issues, dealing with grief/loss…)
Other Special Needs: (transportation needs for student with disabilities, severe allergies to bee stings…)
Additional Comments or Questions: 
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