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Experience the Boyle
Booking Checklist


Thank you for your booking at the Boyle. The list below is to help with the Boyle booking requirements for your camp. 
You must also follow your organisations requirements. 
	Have you? ………..
	NOTES

	Tick
	
	

	
	Identified your specific objectives and noted the learning outcomes you expect and any pre-event teaching required? 
	

	
	Contacted the Boyle to arrange a meeting and discuss possibilities for dates & programme design
	

	
	Confirmed your dates with Senior Management / EOTC
	

	
	Confirmed your dates with the Boyle. You will be sent a deposit invoice
	

	
	Paid your deposit. Your dates will be confirmed
	

	
	Returned the signed ‘NCAT Agreement for services provided’ document
	

	
	Provided an estimate of participant numbers including participant leaders and expected number of groups based on our safety ratio of 1:10
	

	
	Promoted the camp to participants & parents including relevant Risk Disclosure. 
Organised fund raising if necessary
	

	
	Arranged a pre-camp visit and/or training for staff/leaders if required  
	

	
	AT THE LATEST - ONE TERM BEFORE CAMP
	

	
	Provided final participant numbers to Boyle
	

	
	Collated participant information and meds. (Google survey / doc)
	

	
	Discussed & finalised your aims and objectives with the Boyle and agreed the programme
	

	
	Prepared any special equipment or training for participants and/or staff prior to camp
	



	
	Highlighted any significant Special Needs/Supervision requirements to the Boyle and negotiated their management
	

	
	Organised your transport: Emergency vehicle to be available at Boyle for duration of Camp; Minibus if required for some activities; main transport to the Boyle
	

	
	Requested any supporting information or documents from the Boyle
	

	
	TWO WEEKS BEFORE CAMP
	

	
	Arranged with the group’s Executive Officer/Accounts Manager for the invoice to be paid on departure when emailed on the final day
	

	
	Checked the Supplies list from the’ Information for Activity Groups’

	

	
	Organised your food & menu. Check special diets required.
	

	
	ONE WEEK BEFORE CAMP
	

	
	Gathered participant contact & medical info. Entered a summary onto ‘Group Medical Lists’ document and sent to the Boyle.
	

	
	Allocated participants & staff to bunkrooms.’ Boyle Lodge Room Plan’ can help
	

	
	ON ARRIVAL
	

	
	Provided Boyle with any updated medical information
	

	
	Discussed any significant medical/behavioural/psychological issues for participants with the Boyle staff and any managements plans required
	

	
	Read the ‘Arrival Folder’ for staff. All your staff must read this. It sets out their responsibilities and provides other important information
	

	
	Organised staff for duties/responsibilities, including campout
	

	
	Highlighted any group staff that are new to the Boyle and arranged induction with a Boyle Manager
	

	
	AT THE END OF CAMP
	

	
	Completed the ‘Evaluation & Feedback’ form with contributions from all staff 
	

	
	Checked the invoice before departure and let the Executive Officer/Accounts Manager at school know so they can pay the invoice immediately
	

	
	Made arrangements for the disposal of recycling & rubbish
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