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18 steps to organize a camp 
 

In	   order	   to	   organize	   the	   best	   camp	   ever,	   it	   is	   hardly	   recommended	   to	   follow	   these	   easy	   18	  

steps:	  

	  

1. Define	  the	  aim	  and	  objectives	  for	  the	  camp	  (why	  do	  you	  want	  to	  do	  a	  camp?).	  

From	  a	   general	   objective	   there	  will	   be	   specific	   ones,	   so	   try	   to	  write	   them	  grouping	   them	  

according	  to	  a	  topic	  and	  following	  an	  order.	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

2. Decide	  the	  location	  and	  the	  dates.	  

Depending	   on	   the	   objectives	   you	  defined,	   the	   location	  may	   change;	   for	   instance,	   you	  will	  

need	  a	  room	  where	  to	  do	  the	  activities,	  or	  it	  will	  be	  enough	  with	  an	  open	  space...	  

To	  define	  the	  dates,	  you	  have	  to	  take	  into	  account	  the	  target	  group	  (when	  they	  will	  be	  able	  

to	   join	   the	   camp	   as	   they	  may	   have	   still	   classes	   at	   the	   high-‐school,	   or	   final	   exams	   at	   the	  

college...).	  

	   	  

	  

	  

	  

	  

	  

	  

	  



3. Find	  out	  the	  specific	  regulations	  requested	  in	  the	  location	  where	  you	  want	  to	  do	  the	  camps.	  

Examples:	  

-‐ permissions	  needed	  
-‐ if	  it’s	  possible	  to	  make	  fire	  
-‐ if	  it’s	  possible	  to	  build	  toilets	  in	  the	  field	  
-‐ how	  many	  toilets	  and	  showers	  should	  be	  built	  
-‐ which	  kind	  of	  insurance	  is	  required	  
-‐ whether	   you	   need	   a	   license	   to	   run	   this	   kind	   of	   activity	   or	   the	   leaders	   should	   have	   a	  

license	  to	  dynamize	  the	  activities	  
-‐ action	  plan	  in	  case	  of	  emergency	  
-‐ first	  aid	  available	  all	  day	  long	  (with	  a	  person	  who	  has	  the	  first	  aid	  license)	  
-‐ regulations	   for	   the	   food:	   if	   it’s	   possible	   that	   someone	   cook	   in	   the	   camp	   field,	   if	   it’s	  

needed	  a	  specific	  diploma	  or	  certificate	  for	  cooking...	  
-‐ etc.	  
	  

	  

	  

	  

	  

	  

	  

	  

4. Write	   a	   plan	   with	   a	   short	   description	   of	   the	   camps	   to	   handle	   it	   to	   the	   city	   hall	   for	   its	  

permission	  and	  authorization.	  

It	  should	  include:	  	  

-‐ short	  introduction	  of	  the	  organization	  
-‐ aim	  and	  objectives	  for	  the	  camps	  
-‐ target	  group	  
-‐ benefits	  for	  the	  participants	  
-‐ location	  and	  dates	  
-‐ contact	  details	  
Also,	  think	  about	  a	  plan	  B	  and	  think	  about	  problems	  that	  may	  arise.	  
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5. When	  making	  a	  plan,	  do	  a	  checklist	  and/or	  timeline	  with	  all	  the	  things	  to	  take	  into	  account,	  

and	  add	  a	  column	  for	  deadlines	  and	  another	  one	  for	  comments,	  in	  order	  to	  keep	  a	  track	  of	  

what	  and	  when	  something	  must	  be	  done.	  	  

	  

	  

	  

	  

	  

	  

	  
	  

Things	  to	  do	   Deadline	   Comments	  

Define	  the	  objectives	  and	  aims	  for	  the	  camp	   	   	  
Make	  a	  list	  of	  resources	  and	  calculate	  the	  budget	  needed	   	   	  
Ask	  for	  permission	  in	  the	  city	  hall	   	   	  
Recruit	  the	  leaders	   	   	  
Evaluation	   	   	  
…	   	   	  



6. Go	  to	  the	  city	  hall	  and	  explain	  the	  idea	  of	  the	  camps,	  where	  you	  want	  to	  held	  the	  camps	  to	  get	  

their	  approval.	  

	  
	  

	  

7. Once	   get	   the	   approval,	   make	   a	   list	   of	   resources	   of	   the	   needs	   for	   the	   camp	   (material	   for	  

installations,	  material	  for	  activities,	  food,	  tents...).	  
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8. Calculate	  the	  budget	  needed	  for	  the	  camps	  (transport,	  material,	  food...).	  

	  	  	  	  	  	   	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

9. Look	  for	  grants,	  sponsors	  and	  partnerships	  to	  finance	  the	  camps	  (then,	  the	  participants	  will	  

have	  to	  pay	  less,	  if	  it’s	  the	  case).	  

Develop	  a	  list	  of	  potential	  partners	  and	  contact	  them.	  Sometimes	  by	  asking	  business	  if	  they	  

knew	  people	  interested	  in	  donating	  resources	  they	  may	  have	  it	  work.	  

With	   the	   email	   you	   send	   to	   them,	   attach	   a	   brochure	   of	   the	   organisation	   and	   a	   short	  

description	  of	  the	  camp,	  followed	  by	  the	  list	  of	  resources	  you	  need.	  Make	  sure	  that	  they	  got	  

the	  email	  by	  calling	  and	  try	  to	  meet	  the	  person	  in	  charge	  of	  fundraising	  or	  sponsorship	  to	  

explain	  the	  idea	  of	  the	  camps.	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

!	  When	  the	  camp	  is	  over,	  don’t	  forget	  to	  send	  a	  thank-‐you	  message	  to	  the	  partners.	  

	  



10. Select	  the	  team	  of	  leaders	  for	  the	  camp.	  

The	  selection	  of	  the	  leaders	  must	  be	  according	  to	  the	  objectives	  of	  the	  camp	  and	  its	  needs,	  

how	  the	  leaders	  can	  contribute	  in	  the	  camp	  with	  activities.	  

Define	   the	  role	  of	   the	   leaders,	   the	   tasks	   they	  have	   to	  do,	  and	  once	  selected,	  start	  working	  

together	   to	   define	   the	   specific	   programme	   of	   the	   activities	   and	   its	   schedule	   (deciding	  

activities	  and	  games	  by	  brain-‐storming,	  etc.).	  

	   	   	   	  
	  

	  

	  

11. Visit	   the	   field	  where	   the	   camps	  will	   take	  place,	   to	   draw	  where	   to	  pick	   the	   tents,	  where	   to	  

cook,	  where	  to	  build	  the	  showers	  and	  toilets,	  where	  to	  do	  the	  activities,	  as	  well	  as	  to	  define	  

the	  emergency	  plan	  and	  evacuation	  routes	  (for	  instance,	  in	  case	  of	  fire)	  having	  a	  knowledge	  

of	  the	  field.	  
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12. Make	  a	  programme	  of	  the	  activities	  that	  will	  be	  done	  during	  the	  camp,	  with	  its	  schedule.	  	  

For	  that,	   it	   is	  good	  that	  all	  the	  leaders	  meet	  and	  do	  a	  brain-‐storming	  of	  possible	  activities,	  

decide	  which	  activities	  fit	  better	  with	  the	  aim	  and	  the	  theme	  of	  the	  camp,	  when	  it	  is	  better	  

to	  do	  this	  activity,	  etc.	  

	  

	  
	  

	  

13. Registration	  of	  the	  participants	  (those	  who	  are	  interested	  in	  participating	  should	  register	  in	  

a	  form).	  

	  



	  

14. Select	  the	  participants	  (in	  case	  there	  is	  a	  limited	  number	  of	  vacants).	  

You	  can	  select	  the	  participants	  for	  the	  camps	  according	  to	  the	  material	  they	  have	  or	  can	  get	  

(for	   instance,	   if	   they	  have	   sleeping	  bag	  and	   sleeping	  pad),	   their	   enthusiasm	   for	   attending	  

the	  camp,	  their	  contribution	  in	  the	  camp,	  etc.	  

	  
	  

	  

15. Info-‐pack	  for	  the	  participants.	  

	  

Once	  the	  participants	  are	  selected,	  you	  have	  to	  send	  them	  an	  info-‐pack	  

with	  all	  detailled	  information	  related	  to	  the	  camp,	  and	  in	  which	  it	  should	  appear:	  

-‐ Short	   description	   of	   the	   organization	   and	   where	   the	   funds	   come	   from	   (in	   that	   case,	  

Erasmus+	  funds	  for	  the	  different	  projects).	  

-‐ General	   information	  (duration	  and	   location,	  main	  aim,	  beneficiares,	  activities	   that	  will	  

be	  done,	  division	  of	  the	  tasks,	  etc).	  

-‐ Contact	  persons,	  specifying	  the	  name,	  email	  and	  telephone	  number	  (also,	  the	  language	  

in	  which	  they	  can	  communicate).	  

-‐ Details	  of	  the	  activities	  and	  program	  of	  the	  camp	  (also,	  how	  we	  meet	  the	  first	  day	  to	  get	  

to	  the	  field	  of	  the	  camps).	  

-‐ What	   to	   expect	   (e.g.	   sleeping	   in	   tents,	   showering	   in	   the	   river,	   toilets	   built	   by	  

ourselves...).	  

-‐ What	   to	   bring	   in	   the	   backpack	   (tent,	   sleeping	   bag	   and	   sleeping	   pad;	   cutterings	   and	  

plate;	   clothes	   enough	   for	   all	   the	   days	   of	   the	   camp;	   raincoat	   in	   case	   of	   rain	   and	   some	  

warm	  clothes	  for	  the	  night).	  

-‐ Rules	  and	  responsibilities.	  

-‐ Location	  and	  how	  to	  get	  there.	  

-‐ Annex:	  	  

o Parents	  /	  legal	  tutor	  agreement	  (in	  case	  the	  participants	  are	  under	  age);	  

o Volunteer	  /	  participant	  commitments	  

o List	  of	  things	  to	  bring	  in	  the	  backpack	  and	  observations	  
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16. Meeting	  with	  the	  participants.	  

Before	  going	  to	  the	  camp,	  it	  is	  important	  to	  have	  a	  meeting	  with	  the	  participants	  in	  order	  to	  

meet	   them,	   clarify	   their	   doubts	   and	   make	   the	   rules	   clear.	   Also,	   to	   collect	   the	   important	  

documents	  that	  you	  should	  keep	  during	  the	  camps	  (see	  step	  16).	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

17. Collect	  the	  following	  documents	  from	  the	  participants:	  

-‐ Parents	  /	  legal	  tutor	  agreement.	  

-‐ Fotocopy	  of	  the	  Identity	  Card,	  Family	  Register	  and	  Medical	  Insurance.	  

-‐ Document	  from	  the	  family	  doctor,	  in	  which	  it	  is	  said	  that	  the	  youngster	  can	  attend	  the	  

camp,	  and	  if	  the	  youngster	  needs	  to	  take	  some	  medicine.	  

-‐ Vaccines	  certificate	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  



	  

18. Evaluation	  of	  the	  camps.	  

Once	   the	   camps	   have	   finished,	   it	   is	   important	   to	   make	   a	   evaluation	   form	   so	   that	   the	  

participants	  evaluate	  what	  went	  good	  and	  what	  went	  wrong	  for	  improvements.	  

	  
	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

This	  material	  was	  created	  by	  Veronica	  Peral	  Galvez	  after	  organizing	  and	  coordinating	  the	  youthcamp	  FESTCAMP	  	  CEVA	  
DE	  VARĂ	  within	  the	  project	  Inside	  Journey.	  
	  
The	   project	   INSIDE	   JOURNEY	   has	   been	   funded	   with	   support	   from	   the	   European	   Commission.	  This	   communication	  
reflects	  only	  the	  views	  of	  the	  author,	  and	  the	  Commission	  cannot	  be	  held	  responsible	  for	  any	  use	  which	  may	  be	  made	  
of	  information	  contained	  herein.	  

	  

	  


