SAMPLE LETTER TO SEND TO EVENT CHAPERONES:


Hi!  First, I’d like to thank you all for volunteering as a chaperone for Key Leader next weekend.  Including Lead Facilitator Wendy, Nicole and myself, we will have 11 other adults with us for the entire weekend. Will Williams from the camp will also be with us throughout the weekend and is a great asset to us. 
 
Let me introduce myself:  my name is Corey Goggin and I am the site coordinator for next week’s Key Leader weekend at Arlington Echo.  I am a member of the Tysons Corner/McLean Kiwanis club and attended Key Leader last year as a chaperone.
 
Please plan to arrive at Arlington Echo between 12-1 pm on Friday.  Student facilitators will be arriving at 2 pm and the rest of the students at 4 pm.  With 90+ students signed up (81 students and an additional 10 as student facilitators), we will need a lot of help setting up the meeting rooms as well as getting everyone through registration.  I understand that some of you will be driving students and therefore will not be able to arrive by 1 - that is fine, please just let me know so we know when to expect you.
 
Just so to be clear about a few things so there aren’t any surprises on Friday:
· The Key Leader schedule is packed full, days start early and go late.
· You will be sleeping in a cabin with between 20 and 30 students.  Each cabin will have 2-3 chaperones. Cabins are same sex only.
· The adults/chaperones will be participating in the same activities as the students, following the same meal schedule, etc. The adults will be in their own group (neighborhood) and are expected to actively engage in all of the activities as instructed by the lead facilitator. Please feel free to bring laptops, books, etc., but understand that there won’t be a lot of free time and laptop use will not be permitted during the sessions.  The students will get more out of the weekend with the adults contributing...and so will you!
· Also, if you attended Key Leader last year, please bring your green “Take the Lead” t-shirt as well as your Key Leader water bottle.  T-shirts and water bottles are the same as last year’s. If this is your first time, you will get your stuff on Friday during check-in.  Please plan to wear your green "Take the Lead" t-shirts on Saturday, as there will be a group photo.  The rest of the time, dress is casual (jeans, t-shirts, flip flops, Crocs are fine - that casual), and of course, Kiwanis-wear is encouraged!  Note: No gold or other Kiwanis namebadges, please. Every attendee will receive a Key Leader nametag (with a holder) for the weekend - this is the only nametag needed.
 



Each cabin has communal bathrooms/showers for those staying in the cabin to share amongst themselves. There are bunk beds in each cabin so you will not need to bring an air mattress or anything like that, but you will need sheets and/or sleeping bag, blanket, pillow, pillow case, towels, toiletries, etc. None of this is provided by the camp. 
 
This is a camp - you might want to consider bug spray. Please also check the weather prior to the weekend and plan accordingly. Key Leader will happen rain or shine.
 
The camp address is Arlington Echo Outdoor Education Center, 975 Indian Landing Road, Millersville, Maryland. If you get lost or need help, please call me or Nicole on our cell phones. My cell number is below, and Nicole's is 508.344.5481.
 
Please do not hesitate to contact me if you have any questions about next weekend.  I can be reached by email: coreygoggin@gmail.com and cell phone: 757.870.4726.
 
I am looking forward to meeting you all/seeing you all on Friday. I know that with your help, we will produce a successful and enriching event!
 
Thanks,

Corey
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