Coach Manager Briefing Notes
Firstly, thank you very much for volunteering to help out
A coach managers and coach lead and camp lead WhatsApp group will be created to ensure effective communication and allow the 
Attached is a list of the health forms if required and those that may need to be of note.
Registration
Please make sure you find a safe space for registering each coach participant.
Upon participants arrival at the registration please ensure that they are on your list of participants travelling, if not we may not have space or ratios. If not, please follow the any problems below if required. 
Once registered, you will need to provide them with the plain coloured luggage label associated with their group/coach colour, this will need to go around their main bag (a bit like in an airport), they will then need to load the coach with their bags making sure that they have their large bags underneath in the hold and their day bag on the coach with them containing their eating kit. Once they have done this they should enter the coach and find a seat, if toilets are available it may be wise to get them to go before they enter the coach.	
Some adults and children may have been split at locations with multiple coaches, this is purely down to ratios and families have kept together where possible with either siblings or their parents/carers. Some parents may be unhappy about this and you have any problems let me know and I can explain it to them, it is only a short trip so hopefully this will be fine.
If anyone has any issues with kit, they shouldn’t need lots of bags, one should be fine, I do have very limited alternative transport, please contact me if you need this. 
Please make sure everyone on the coach is aware of the safety procedures and that they are wearing their seatbelts.
Before departing, please update the group chat to ensure the transport lead is aware you have departed. If everyone is there and ready to go you can leave before the designated departure time, 45 minutes after registration latest time below. If anyone is late and you have got to this time then please contact the transport lead who will make the decision of what should happen, it maybe that the coach will leave without them.
Thomas Mills High School, IP13 9HE – Registration arrival time 8:15 – Departure 9:00 – Coach Manager: Becky Crossley - Blue
Kesgrave Scout Hall/Community Centre, IP5 1JF – Registration arrival time 8:45 – Departure 9:30 -
Coach Managers: Laura H - Pink, Laura E - Purple, Si M - Silver
Martlesham Community Centre, IP12 4PB – Registration arrival time 8:45 – Departure 9:30 – Coach Manager: Mike Ward - Green

Leiston Leisure Centre, IP16 4LS – Registration arrival time 8:15 – Departure 9:00 – Coach Manager: Jamie Churchyard - Yellow
Farlingaye High School Coach Park, IP13 6HZ – Registration arrival time 8:45 – Departure 9:30 – Coach Manager: Nancy P - White, Rich Grey - Gold, Henry S - Black
Arrival 
On arrival at site the coach transport can only have one coach at a time you will need to ensure that everyone is off the coach and safely out of the coach parking area where they will meet a member of the camp team who will direct them. Kit does not need to be moved as this will be unloaded by the logistics team and taken to their tenting area, participants will just need to take their day bags with them. Please then ensure that the coach is free of any remaining left behind items and free of litter before the coach manager can depart, this coach will not potentially be the one you will return on so access to these items later may not be possible.
Departing
On departure it is very much the same as on registration, please make sure you have everyone who should be on the coach and upon arrival back at the drop off that everyone goes home with the correct adult. Please make sure that nothing is left on the coach.
Any problems
During the transport process if any issues occur or something need to be clarified then please use contact the below but in the first instance please contact Henry Slim
	Name
	Contact

	Henry Slim
	07786 512722

	Adam Thorpe
	07960 569738

	Chas Chaston
	07875 523535



Emergency Plan
In an emergency, please follow the coach drivers’ instructions on what to do next and the risk assessment. Alert the contacts above either directly or the group chat and ensure that communication is kept to let everyone know of the issue.
