Office of John G. Mendiburu, Ed.D.
Kern County Superintendent of Schools
Advocates for Children

School Checklist for Departure

3 months prior to attending KEEP:
__ Explore the Camp KEEP website
____ Begin counselor recruitment and fingerprinting process.
o All adult counselors, shadows and other volunteers must pass fingerprint clearance.
o Recruit more chaperones than needed. Keep a wait list for last minute cancellations.
___ Make transportation arrangements to KEEP
o KCSOS transportation may be available
o |stday arrival = 11:30; Last Day Departure = 11:30
o Make sure there is enough luggage space - reserve a van or truck if needed.
o Create a transportation plan in case of child illness/misbehavior if parents can’t be reached.

6 weeks before KEEP:
____ Begin curriculum preparation.
___ Download & distribute registration materials and forms from KEEP website.
o Parent Welcome Letter
o Student Medication form
o Student Registration Form
o Packing List
o Counselor Handbook
o High School Registration Form or Adult Registration Form
____ Arrange for IEP or 504 meeting for students with behavioral or medical needs.
o Contact KEEP Supervisor about all special needs students.
o Determine shadow requirement and whether family member or school staff will attend with child.
o Distribute Physician Authorization Form
____Arrange a chaperone & parent information night (in person or zoom).
o Show and discuss all forms needed.
o Show and discuss pictures/videos from KEEP website
o Review behavior contract on page 2 of Student Registration Form.
___ Order t-shirts and other merch from KEEP website, souvenirs not available at camp.

4 weeks before KEEP:
___ Collect all forms. Review for completeness. Alphabetize in a binder.
* Discuss minor medical issues (bed wet, sleepwalk, food allergies) with parents.
* Note all issues on Food, Medical & Behavior List (Ocean)(By The Sea)
o Medication Forms
* Needed for all meds (prescription & over the counter).
* Require parent & doctor signatures.
o Physician Authorization Forms
* Require parent, doctor, and shadow signature.
* Discuss needed accommodations with KEEP,
____ Confirm transportation arrangements.
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http://campkeep.org/
https://kern.org/transportation-services/field-trip-activities-program/
https://www.flipsnack.com/AE5BDF86AED/curriculum-guide-flipbk/full-view.html
https://campkeep.org/forms/
https://campkeep.org/wp-content/uploads/2025/01/ParentWelcomeLetter.pdf
https://campkeep.org/wp-content/uploads/2024/02/StudentMedForm.pdf
https://campkeep.org/wp-content/uploads/2024/12/StudentRegForm_2025_proof3.pdf
https://campkeep.org/wp-content/uploads/2023/08/PackingList-2.pdf
https://campkeep.org/wp-content/uploads/2024/09/KEEPOCEAN_SurvivalGuide_5-24_WEB.pdf
https://campkeep.org/wp-content/uploads/2024/09/HighSchoolRegForm.pdf
https://campkeep.org/wp-content/uploads/2024/09/AdultRegForm.pdf
https://campkeep.org/wp-content/uploads/2023/08/PhysiciansAuthorization.pdf
https://campkeep.org/
https://campkeep.org/wp-content/uploads/2024/12/StudentRegForm_2025_proof3.pdf
https://campkeep.org/wp-content/uploads/2023/10/Food-Medical-Behavior-List.xlsx
https://campkeep.org/wp-content/uploads/2025/02/KEEP-By-the-Sea-Food-Medical-and-Behavior-List.xlsx
https://campkeep.org/wp-content/uploads/2023/08/StudentMedForm.pdf
https://campkeep.org/wp-content/uploads/2023/08/PhysiciansAuthorization.pdf

Confirm counselor numbers.

o | counselor for every 7 students. (Teachers & shadows do not count towards ratio.)

o Contact KEEP if you do not have enough counselors to discuss options.

o Arrange for backup counselors. 2 extras (above required ratio) can attend for free.

2 weeks before KEEP:
___ Discuss with students:
o Social issues (bedwetting, homesickness, showering, communal living).

o Behavior expectations. (Review behavior contract on page 2 of student registration form.)

____ Email to Program Supervisor the following:
o Attendance Roster
o Cabin Assignments for Ocean or By The Sea
* Indicate adult-student connections.
o Food, Medical & Behavior List (Ocean)(By The Sea)
* Include medical, dietary, behavior issues for students and adults.
o Student Medication Forms
* Check for parent & doctor signatures for each medication.
o Physician Authorization Forms
* Check for parent & doctor & shadow signature.
* Confirm shadow attendance & arrange needed training.
____ Check on counselor commitment & make backup plans if needed

I week before KEEP:
____ Pass out Pre-Travel Health Screening Forms to families - due on departure day.
___ Prepare activities & pack supplies for Teacher Hour (Tu/W/Th from 3:30-4:30pm).
___ Conduct initial student lice check (Monday), treatment, & recheck (Friday).
____ Collect student medications:
o Match name & dosage of medication to the form
o Place meds & form in labeled ziplock bag
o Put all meds in a box and store in a secure location
___ Get contact phone numbers of all administrators for after hours emergency support.

Departure Day for Camp KEEP
____ At school, during check-in:
o Designate luggage drop off areas.
o Get all student medications.
* Nurse or health aide - Collect & screen student medications/forms.
* Put meds in a ziplock bag with that child’s med form.
* Email any new forms to KEEP immediately
* Shadows carry their student’s emergency medication to KEEP.
o Conduct health screening.

* Collect & review the Pre-Travel Health Screening Form for all participants.

= Form must be signed by parent/guardian within 24 hours.

* Participants must be symptom free for 7 days before departure.
* Take temperature of all participants.

= Temperatures must be below 100.4 degrees before departure.
* Fill out Predeparture School Health Assessment Certification form.
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https://campkeep.org/wp-content/uploads/2021/08/Attendance-Roster-2.xlsx
https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fcampkeep.org%2Fwp-content%2Fuploads%2F2025%2F01%2FTrailers.xlsx&wdOrigin=BROWSELINK
https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fcampkeep.org%2Fwp-content%2Fuploads%2F2025%2F02%2FKEEP-By-the-Sea-Cabins.xlsx&wdOrigin=BROWSELINK
https://campkeep.org/wp-content/uploads/2023/10/Food-Medical-Behavior-List.xlsx
https://campkeep.org/wp-content/uploads/2025/02/KEEP-By-the-Sea-Food-Medical-and-Behavior-List.xlsx
https://campkeep.org/wp-content/uploads/2023/08/StudentMedForm.pdf
https://campkeep.org/wp-content/uploads/2023/08/PhysiciansAuthorization.pdf
https://campkeep.org/wp-content/uploads/2023/08/Pre-Travel-Health-Screening.pdf
https://campkeep.org/wp-content/uploads/2023/08/PreDeparture-School-Health-Assessment-Certification.pdf

___Transporting to KEEP
o Take roll as students & adults board the bus/vehicles. (Ocean directions)(By The Sea directions)
o Check your drivers have the address to the correct KEEP campus.
o Teacher that arrives first must have:
* All registration forms.
* Predeparture School Health Assessment Certification form.
* Box of student medications & forms.
* Teacher on bus should have students’ emergency medication.
o Call/text Camp KEEP with your ETA and any last minute drop outs.

Upon arrival at Camp KEEP:
____ Give KEEP staff binder of adult and student registrations (separated, alphabetized).

o Predeparture School Health Assessment Certification with health screening forms.
o Box of student medications & forms.

___ Collect electronics & snacks from students just before you arrive.

___ Notify school of safe arrival.

___ Update KEEP staff on any unusual circumstances.

____Move into your cabin & use the bathroom.

___ Meet at amphitheater for welcome & introductions.
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https://www.google.com/maps/place/3350+Pecho+Valley+Rd,+Los+Osos,+CA+93402/@35.283585,-120.8792661,17z/data=!3m1!4b1!4m6!3m5!1s0x80ece2bdd21b8653:0xc0357f520338b231!8m2!3d35.283585!4d-120.8792661!16s%2Fg%2F11f54tz2rm?entry=ttu&g_ep=EgoyMDI1MDMxMi4wIKXMDSoASAFQAw%3D%3D
https://www.google.com/maps/dir//2450+Pennington+Creek+Road,+San+Luis+Obispo,+CA+93405/@35.3395943,-120.7795581,13z/data=!4m9!4m8!1m0!1m5!1m1!1s0x80ece50c7aa53e4b:0xe9218bc2d99a1cbf!2m2!1d-120.7382729!2d35.3395313!3e0?entry=ttu

