
GUIDELINES FOR COMPLETION OF FORMS FOR CAMPS AND HOLIDAYS
County Application and Recommendation Form
This is a one-part form.   

Leader applying to gain her licence completes and signs the form and sends to District Commissioner with stamped addressed envelopes to Division and County Residential Advisers relevant to her section along with a unit cheque for £25.00 (or £15.00 for extra module) made payable to Guide Association of Bucks – Outdoor Activities.   The Leader should also include her budget, proposed programme and proposed menu.

District Commissioner signs form and sends with cheque to Division Residential Adviser

Division Residential Adviser signs and sends with cheque to County Residential Adviser.

Residential Event Notification Form

This form is for all residential events.
The form can be completed on line and saved after completion.   The form can be sent electronically to your Commissioner and also returned electronically.    The form should be completed and sent as soon as possible.   If not all details are to hand they can be sent on to the Commissioner at a later date.

The form requires your registration number and unit registration number in order that your Commissioner can check that your qualifications or maybe look up further level details.

Your Commissioner may forward the form to the local Residential Adviser.

Details, including registration numbers, are required for all adults accompanying the group.   They should be put on a separate sheet of paper and submitted with the form.

If you are going out of County the Leader will need to find contact details of the host adviser and pass on to Commissioner with the notification form.   The Leader should also ask for details of local doctors and hospitals.
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Information & Consent for Event/Activity 
One copy of the form is required for each participant under the age of 18.   The form can be completed on line and saved after completion.   The form can be sent electronically to parents and also returned electronically.   You will need to print it because you need to take with you.
The Leader / Event coordinator:  

· Completes the first page of the form.

· Sends it to the parent/guardian
The Parent/guardian

· Completes the second page.

· Signs it and returns form to the Leader / Event coordinator by the deadline.
The all participants’ registration numbers needs to be included, you may have already given this to your parents or you can complete yourself.

This form only needs to be kept until the end of the event.

Health Information Form 
One copy of the form is required for each participant, including leaders.   Participants aged 16 or over may complete and sign their own forms.

The form can be completed on line and saved after completion.   The form can be sent electronically to parents and all participant adults.
The Leader / Event coordinator:
· Completes Part 1
· Send it to the parent/guardian/participant, as appropriate.

The Parent/guardian/participant

· Completes the form.

· Then signs and returns it to the Leader / Event coordinator on arrival at the event.
If no treatment has been given the forms can be destroyed at the end of the event. If any treatment is given, however minor, the form should be kept for three years.
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