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Encampment Coordinators:    Barb X/Gretchen X 
Encampment First Aider   Gretchen X 
Site Coordinator:    Barb X     
Meals Coordinator:    Troop 5002: ArDonna X, Sandra X, Morgan X  
Flag Ceremony Coordinator:   Troop 5002 
Games Coordinator:   Troop 5002 & Troop 2555: Karly X, Rebecca X 
Crafts Coordinator:    Troop 5002 Sarah X 
Camp Fire & Songs Leadership:  Troop 4033 (Colleen X)   
Troop Check-In:    Troop 5002 
Troop Check-Out:    Troop 5002          

 

INFORMATION FOR LEADERS 
 
This is your guide for our Encampment.  Part One (this packet) is specifically for leaders.  Part Two (Guide 
for Chaperones) is intended for you to distribute to any adults who will be attending.  Part Three (Guide 
for Girls) is designed as a handout for your girls. Please review these guidelines with all girls and adults 
prior to attending the encampment.  Be sure that they understand that these rules are for their safety and the 
efficient organization of an encampment of this size, and that adults are not exempt from the rules!  Each troop 
normally attends for one night only.  If you want to explore staying both nights, please let us know soonest!  
You can choose to attend from Friday night through Saturday evening, or from Saturday morning through 
Sunday morning. 
 
A Note to Daisy Leaders: Some Daisy troops have learned that a full encampment day really tires out 
Kindergartners.  If you wish your troop to stay for the campfire, you may want to skip the flag ceremony in the 
morning.  If you want to be there for the flag ceremony, you may not want to stay for the campfire. Temperature 
changes are not uncommon as the troop moves in and out of sunlight, shadows, and enclosed areas.  Daisies 
don’t always do well carrying that extra jacket around, so leaders may want to have a duffel bag/backpack to 
keep other clothes along with the troop’s snacks/ juices, etc.  (You will not be conveniently close to your cars).  
When you check in, you can also make arrangements to store some gear with one of the other troops, too.  (A 
great opportunity to “buddy up” with a Brownie Troop and work toward a bridging requirement!!) 
 
“Crackerbarrels” are when one adult per troop comes to the dining hall while the girls are settling in for bed.  
We pull out the snacks, go over schedules for the next day, talk about any pop-up changes, answer any questions 
and sit quietly for a minute.  It’s important that one adult per troop attend so no one misses out on critical info! 
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DRIVING DIRECTIONS 
 
To get to the encampment, take I-95 South to exit 152B (Rte. 234 North).  Exit on Rte. 234 North towards 
Manassas.  Continue on this road for several miles…the road will eventually narrow from 4 lanes down to 2 
lanes.  Soon after that you will see signs  for “Trailer Park Village” on the left.  Immediately after the Trailer 
Village you will see a sign on the left for Camps 1 & 4.  Turn left there (Pleasant Rd).  When you get to the fork 
in the road, bear left, then continue straight, following the signs to Camp 4.  You can drive close to the camp to 
unload (not all the way to the cabins) and then move your car to the parking lot.  Refer to the attached map of 
Camp 4 to determine your cabin location.  We will also provide you a map to our camp. 
 

CHECK IN / CHECK OUT 
 
Leaders must check in at the dining hall upon arrival at camp (See the attached map). The check-in person 
will have a list of the cabin assignments and will review any last-minute instructions with you.   
 
Every troop is responsible for clean up of their own cabin area prior to leaving camp.  This will consist of 
removing all trash from your cabin and surrounding area, taking the trash to the dumpster, and sweeping the 
cabin.  Remember to leave camp better than you found it! �    Before leaving you must check out with the 
designated check-out person who will inspect your cabin area. 
   

CABIN ASSIGNMENTS  
 
In assigning cabins, we will troops clustered together.  Any serious accommodation problems should be brought 
to the attention of Site Coordinator, however, keep in mind that solutions may be extremely limited!  There will 
be some troops sharing their cabins.  Please share cheerfully!  Each cabin has two rooms with 4 cots each, and a 
smaller room in the middle with 2 cots (great for the adults!).  It is important to note that the girls will not be all 
sleeping together in the same cabin. 
 
Adult males accompanying a troop will be assigned to a “mens” cabin.   
 
Troops camping on Friday night need to have their sleeping bags and gear packed up and moved to one corner 
of the cabin before breakfast on Saturday, in order to allow the arriving troops to place their gear in the cabins.  
You can load your gear into your vehicles later in the day. 
 
Please note that the showers in the bathrooms located in the units are old and some are either not operational, or 
only have cold water.  For those adults wishing to have hot showers, there is a larger bathroom with hot water 
(building 95 on the map).  
 

GROUP CAMPFIRE  
 
We will have a group campfire on both Friday and Saturday nights, so no matter which night you attend, your 
girls will enjoy the campfire experience!  Although we have a troop assigned to lead our singing, each troop 
may lead a song if they desire.  We'll ask for volunteers at the campfire and make sure any troop who wants to 
lead a song has a chance. We'll sing and stay as long as we can stand to -- or until 9:00 pm.   
 
Those wishing to make s’mores at the campfire may do so (You’ll need to bring your own s’more fixings 
and toasting forks!).  (We no longer use sticks we pick up along the way to toast marshmallows).  In the 
interest of safety each troop will be assigned a 15 min. block of time in which to toast their marshmallows.  
There should not be more than 6-7 girls up at the fire at any given time. 
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TROOP KAPERS 
 
Each troop will have assigned kaper responsibilities.  Please check the kaper page in this package for your 
assignments and make sure your troop completes your Kaper!  Troops will also be expected to wipe down their 
table after each meal and get the okay from the Dining Hall hostess before leaving.  This is to make sure that the 
table and immediate area is clean and ready for the next group of scouts coming in to eat. 
 
In addition, any adults in excess of the Safety Wise ratio will most likely be asked to help at the Encampment.  
Please make sure adults know this is "in their contract" and they are available when needed.  Each adult should 
only have to do one extra job.  Your extra adults may be asked to do one of the following:  
 
·  Dining Hall “Hostess” to monitor cleanup of tables by the troops.  
 
·  Help with Crafts and/or Activities.  This will entail reporting early to the craft/activity area to get 

instructions so you can help ALL troops (not just yours!) on their craft projects/games. 
 
·  Help with washing dishes or mopping the dining hall after a meal. 
 
·  Help with Miscellaneous Needs.  No telling what may come up!    
 

FOOD 
 
For those arriving on Friday night, dinner is on your own.  You can eat before you come, hit a nearby fast food 
restaurant, or have pizza delivered to the campground.  You can also choose to cook your own meal at camp 
using one of the fire sites (please reserve a fire site with the site coordinator if you plan to do this).  Troops 
planning to cook dinner on Friday night are encouraged to arrive by 5:00pm.  Immediately past the entrance to 
Prince William Forest Park, there is a strip shopping center with pizza, a Food Lion, a Dairy Queen, a Subway’s 
and a Burger King. 
 
Troops should also plan to provide their own snacks.  Food and drinks should not be kept in the cabins in 
order to avoid attracting small (or large) critters!  If it is carefully secured (in a cooler or Rubbermaid 
container), it should be ok – but smells can still attract animals.  There is plenty of room to store and secure 
Troop in the camp kitchen as long as it has the troop number and leader name written on it.  Please try to avoid 
snacks which require refrigeration, as we have limited refrigeration space (small amounts are ok, especially 
leader’s “sanity sodas”!) 
 
Saturday lunch will on your own. Remember than only those troops with a Camp Certified person can do 
cooking!   If you’re not camp certified, you can buddy up with a troop who is.  Consider “buddy-ing up” with 
the troop who is sharing your unit (staying the night that your troop is not staying) and each troop do part of the 
joint meal.  The easy route: have each girl pack her lunch for Saturday! 
 
Dinner on Saturday, and breakfast on both days, will be prepared by Troop 5002 and served in the dining hall.  
The Menu for the group meals will most likely be as follows: 
 
Saturday Breakfast       Saturday Dinner      Sunday Breakfast 
 

OJ, Milk, Coffee, Tea    Milk, Lemonade, Iced Tea  OJ, Milk, Coffee, Tea 
Asst. Cold Cereals w/ milk   Chicken Nuggets   Asst. Cold Cereals w/ milk 
French Toast sticks w/ syrup   Macaroni & Cheese   Bagels and Cream Cheese 
Sausage Links     Tater Tots    Asst. Fresh Fruit 
Mini-muffins (asst. varieties)   Tossed Salad w/ dressing   
      Corn 
      Ice Cream Sandwiches 
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SWAPS 
 
We will be exchanging swaps on Saturday, just before the evening flag ceremony.  This will be a girl-to-
girl swap.  Each troop should make enough swaps for the number of girls attending (approximately 120) and 
give each girl 10-20 to wander around and swap with others.  Usually troops make a swap which has something 
to do with our encampment theme, but that’s not required.  They should also have your troop number and a 
safety pin on each swap!  Here is a great website to get some ideas for swaps: 
http://www.scoutingweb.com/scoutingweb/program/CraftsSwaps.htm.   Keep it simple and inexpensive! 
 
Please review “Swap Etiquette” with your girls prior to camp.  This means that no one should ever refuse to 
swap with someone else just because they “don’t like” the swap being offered.  Certainly some swaps will be 
more creative than others, but we don’t want any hurt feelings.  
 

HEALTH AND SAFETY 
 
FIRST AID:  
 
Because of the distances involved at the campsite, each Troop should have a First Aider with them, along with a 
First Aid kit and health history/emergency consent forms at your troop cabin area. If you can’t find a First Aider, 
we will work to buddy you with a troop willing to take on First Aid responsibilities for you.  Any special 
medical considerations should be highlighted on the forms.  The Troop First Aiders will handle any routine 
first aid situations and will be responsible for administering and keeping secure all medicines for scouts 
in their troop.  All Medications may only be administered with written permission from the parent!   
 
Should a camper require the assistance of the Encampment First Aider, the Troop first aider must bring the 
health history/consent forms to the Encampment First Aider.  The camp will also have an “air horn” to be used 
when there is a serious medical emergency.  If Troop First Aiders hear the air horn blast, they should go to the 
dining hall for further instructions. 
 
EVACUATION PROCEDURES:  
 
All leaders should have a whistle for emergencies.  In case of an emergency, 3 short whistle blows will be given, 
which means to evacuate the camp immediately.  When the leaders hear this signal, they should repeat the signal 
so that others in the camp will hear it. Emergencies are the ONLY time that the whistle should be blown.  
Leaders should review the evacuation route with all scouts and adults so they are very familiar with it. There 
will be one evacuation drill during the encampment.  It will be signaled by 2 short whistle or horn blasts.  
You must account for all persons in your troop (both girls and adults).  Select a troop assembly point in advance.  
Have a back-up assembling point if the first is not possible due to the specific emergency.  Be sure girls and 
adults know your special signal for emergencies.  The evacuation route from the campsite to the parking lot will 
be well-marked. 
 
In case of emergency, notify the Encampment First Aider as soon as possible. The nearest hospital is Potomac 
Hospital, 2300 Opitz Boulevard, in Woodbridge.  The phone at the hospital is (703) 670-1313.  
 
EMERGENCY CONTACT INFO:  
 
Most troop leaders will have cell phones, and those should be used first as a means of contacting a camper.  
However, it is possible that some cell phones may not work at camp due to an inadequate signal. 
 
The day time phone for Prince William Forest Park is 221-7181. This is the number for the Visitor Center, 
which is approximately six miles from the campground (e.g., parents should NOT call this number and expect 
the Visitor Center to be able to get immediate information for them).  If a family has a bona fide emergency and 
is unable to reach the leader on her cell phone, Prince William Forest Park has a Park Ranger who carries a 
pager 24 hours a day. The pager number is 551-7743, but this number should be used for emergencies only! 
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PARKING 
 
No cars will be allowed to park near cabins (park rules, not our rules!)  Cars may drive to the edge of the 
camp area for the purpose of unloading gear. We suggest you bring a tarp and unload all gear onto the tarp, then 
the driver can immediately leave to park, allowing the next minivan behind you to unload.   In NO CASE will 
cars be allowed to drive into the actual camping area.  Assume that cars will need to park more than 2 deep or 
go to the overflow parking area.  Park Rangers WILL  write expensive tickets for illegally parked cars!  Major 
Hint:  Bring a red wagon or something with wheels to transport your gear from the drop-off point to your cabins 
and make sure all girls can carry whatever they’ve brought (even it means 2 trips).  Brownies have to be able to 
carry their own gear! 
 
When parking, all cars are to be backed in to the parking area.  Also, drivers will need to leave a sign on the 
dash (readable from outside of the car) identifying the car’s owner and Troop they are camping with, and 
campsite/cabin where they can be located (in case the car needs to be moved during the encampment).  A form 
for this purpose is included in Part Two – Information for Adults. 
 

TROOP RESPONSIBILITIES 
 
Each leader needs to bring the following items: 
·  Food & paper products needed for Snacks, S’Mores (if desired) and Saturday lunch for your own troop. 
·  Troop First Aid kit 
·  Health History Forms for each girl and adult attending 
·  Emergency Consent Forms, Permission slips & Emergency contact info for each girl attending 
·  Song sheets for singing at campfire (optional) 
·  Items for any free time activities you may have planned  
·  Large trash bags for cabins 
·  Alarm clock  
·  Whistles for leaders 
·  Hats or bandanas for every girl in troop, unless you have assured that each girl will bring one 
·  Troop Craft Supplies as follows: (To be supplemented)  
 
Brownie troops which have been “buddied” with a Daisy troop need to make sure lunch is eaten together and 
that they take care of the younger troop. 
 

RECOGNITIONS AND BRIDGING REQUIREMENTS 
 
All Daisies and 1st or 2nd Grade Brownies will earn the (to be supplemented) Try-it(s) by participating in the 
Games and Craft activities on Saturday.  This will fulfill a Bridging Requirement for the Daisies.  3rd Grade 
Brownies will complete (to be supplemented) Junior Badge activities.  We will also cover other Bridging to 
Junior requirements related to learning more about Junior Girl Scouts. 
 
We will be scheduling “Troop Time” in the late afternoon.  Some of your girls may just want to “veg out” in the 
cabin and talk with their friends.  Others may be full of energy, and for those girls, we will be try to offer some 
structured games during this time.  You may also wish to plan your own activity for your troop, like a hike.  The 
choice is yours! 
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CAMP SCHEDULE OF EVENTS 
 

Friday  
 

5:00-6:00 p.m. Arrive and check-in at Camp Kitchen, unload gear  
6:30 p.m. Dinner (on your own) 
7:30- 9:00 p.m. Campfire and Singing 
9:00 p.m. Girls in cabins, Leader cracker barrel in Dining Hall 
10:00 p.m. Quiet time   
 

Saturday 
 

8:00 – 9:00 a.m. Breakfast in Dining Hall / Saturday Arrivals check in at Dining Hall 
9:00 a.m. Flag Ceremony 
9:30 – 11:00a.m.  Games:                               Troops  X, Y and Z 

Crafts:                                 Troops  A, B and C 
11:00am - 1:30pm Lunch on your own 
1:00 – 1:30 p.m. 3rd Graders meet in Dining Hall for Bridging activity 
1:30 – 3:00 p.m. Games:                        Troops A, B, and C 

Crafts:                                 Troops  X, Y and Z 
3:00 – 4:30 p.m. Troop Time OR Participate in additional Games 
4:30 – 5:00 p.m. Exchange of Swaps (at flag pole) and Flag Ceremony 
5:00 – 6:30 p.m. Dinner in Dining Hall 
7:00 – 9:00 p.m. Campfire and Songs 
9:00 p.m. Girls In cabins, Leader cracker barrel in Dining Hall 
10:00 p.m. Quiet time 
  
 

Sunday 
 

8:00 – 9:00 a.m.  Breakfast in Dining Hall 
9:00 – 9:30 a.m. Scouts Own at flagpole 
9:30 – 10:30 a.m. Pack, Clean-up 
10:30-11:00 a.m. Troop check-out & cabin inspections 

 

IDEAS FOR TROOP TIME 
�
·  Bring a frisbee, nerf ball, jump ropes -- keep them unseen in a duffle bag for when you’ve truly run out of 

ideas 
·  Bring a box of crayons for the “color hike” -- give each scout a crayon and see if they can find something to 

match that color in nature (Try-it requirement!) 
·  See who can find a spider web and then study it (Try-it requirement!) 
·  Play “one-in-twenty” or another game/song (Try-it requirement!) 
·  Plan your end-of-year ceremony -- what do the girls want to do to get their recognitions? (Try-it 

requirement!) 
·  Let the ones who are tired take a nap! 
·  Make beadie creatures or friendship bracelets 
·  Lie on your back and study the clouds to see what images you can spot 
·  Bring your handbook / badgebook for ideas of programs to work on 



                                                                 

7 

KAPER CHART 
 
 

Friday - Kaper # Adults Needed From Troop Troop Assigned 
Parking Help 2    
Campfire - - Cadette Troop 4033   

Saturday    
Flag Ceremony - -   
Breakfast Hostess 2     - 
Breakfast Clean-up 1  Each troop staying 

on Friday night 
 - 

Latrines - - All Troops staying Friday night will 
clean their own unit latrine on Sat. a.m. 

Craft Session I 2  Each troop assigned 
to do crafts in a.m. 

- 

Games Session I I 3   - 
Craft Session II  2  Each troop assigned 

to do crafts in p.m. 
 - 

Games Session II 3   - 
Unit Lodge Clean-up  

- 
 
- 

All Troops staying Friday night will 
clean their own unit lodge when 
afternoon craft session is ended 

Additional Games - -   
Flag Ceremony - -   
Dinner Hostess 2   -  
Dinner Clean-up 1 Each troop staying 

on Saturday night 
-  

Campfire - - Cadette Troop 4033   
Fire Circle - - Cadette Troop 4033   

Sunday    
Breakfast Hostess 2     
Breakfast Clean-up 2 from each troop     
Scout’s Own Ceremony - -   
Main Craft Lodge 
Cleanup 

- -   

Community Shower Bldg.  -    
Dining Hall  - -   
Latrines  

- 
- All Troops staying Saturday night will 

clean their own unit latrine on Sun.a.m. 
Cabin clean-up - - All Troops staying Sat. night will clean 

the cabins in their unit on Sun. a.m. 
Deliver leftover food to 
homeless shelter 

 
- 

 
- 

 
  

 
 
For Clean-up of Dining Hall, Craft Lodge, Fire Circles, Final Latrine Clean-up, Final Cabin Clean-up, etc. you 
will get precise requirements of what Prince William’s clean up standards are while you’re at the encampment.  
These will be given out during the Troop Leader Cracker-barrels.  Please see Barb Mahan or Gretchen 
Thompson if you have questions. 
 



  

8 

PERSONAL CAMPING GEAR LIST 
 

A Girl Scout is expected to pack her own bag so she knows what she has and where to find it.  Each girl 
should bring only 1 bag w/ all personal items, plus a sleeping bag.  Everything is to be labeled.  Girls must 
be able to carry all belongings without help.  
(use boxes to check off items as you pack to go to encampment and as you pack to go home!) -------------------------------------------------------- 
 
q  q  Necessary Medicines (in original bottles with dosages clearly indicated - give to First Aider) 
Sleeping Gear 

q  q   Sleeping bag  
q  q   Twin-size fitted sheet (provides extra layer of cleanliness over mattress and helps prevent sleeping 
bag from sliding off!)  (optional, but recommended!!!) 

 q  q   flat sheet if hot or blanket if cool (optional)   
q  q   pillowcase to stuff with clothes and use as a pillow  
q   q  stuffed animal to sleep with (optional) 

Clothing    (1 set for next day, plus 1 extra set) 
 q  q  socks, underwear 

q  q  long pants or walking shorts if hot weather is forecast (no short shorts!)  
Note: scouts should wear calf-high socks if wearing shorts to help protect against ticks)  

q  q  t-shirts and/or long sleeved shirts (no tank tops or spaghetti straps)  
 q  q  sweatshirt and/or jacket   (Please, no nylon jackets – fire hazard!) 
 q  q  sleeping clothes (preferably 2 piece) 
 q  q  sturdy tie shoes and extra pair of sneakers (No open-toe or open-heel shoes) 
 q  q  hat or bandana  
 q  q  poncho or raincoat (no umbrellas!) 
 q  q  swap hat (optional) 
Toiletries (travel size in small ziplock bag works great) 
 q  q  hairbrush/comb/elastics, etc. 
 q  q  toothbrush/toothpaste  

q  q soap/washcloth/small towel 
 q  q  sanitary supplies (if necessary) 
q  q  Fanny pack with the following: 
 q  q  kleenex        q  q  Chapstick        q  q  sun screen        q  q  insect repellent (no aerosols) 
q  q  Flashlight w/ extra batteries 
q  q  Water bottle that is easily transportable (has strap or fits in fanny pack) – mandatory! 
q  q  Plastic bags for dirty/wet clothes  
q  q  Camera (optional) 
q  q  Sit-upon (optional) 
q  q  Sunglasses (optional) 
 
ABSOLUTELY NO scented items, aerosols, knives, gum, candy, food, glass, jewelry, hairdryers, curling 
irons, radios, personal CD players, gameboys, etc.   Do not bring your Girl Scout vest, sash or pins.  
 
Adults only may wish to bring soap/shampoo/bath towel in order to take a shower.   
 
Adults may also wish to bring a travel mug for coffee in the morning and a camp chair 

Do NOT bring your Brownie vest!!! 
Too many pins, etc., can get lost! 
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Hot 
showers Check-in & 

Meals 

Staff 
Quarters 

Games 

Craft Sessions 
will be held in 
all Unit Lodges 
(Building 12) 


