Commuting Crew Leader End of Program Checklist 

2007 Conservation Crews

Expectations, Definitions, & Due Dates
As we wrap up the summer season we want to thank you for your hard work and remind you of the things you need to do to close out your crew. It is the Crew Leader’s responsibility to ensure that the following is complete by the dates listed below.  Please discuss any exceptions to the deadlines with your staff manager.  
Crew Leader Responsibilities:

· Wrap things up with Agency prior to the rec trip

· Check in with coordinator about project, tools and equipment
· Thank agency for any assistance
· Return any tools borrowed from the agency
· Let them know that they should direct future communication to SCA staff

· All reports entered in ETO (nothing written is required)


· Weekly Field Reports entered weekly
· Student Hours entered weekly
· Final Report and Evaluations of Crew Members due 2 weeks from last day of crew
· The Final Report is intended to create summative evaluation of every aspect of the High School program. Our hope is that you take the time to provide thoughtful input and feedback from your experiences with SCA. Information from these reports gives SCA the tools to improve, grow and enrich the High School Program

· Crew paperwork complete and submitted to Program Coordinator due last day of program
· SCA 2007 Crew Member Evaluations (students fill out)

· Other required student evaluations (i.e. ExxonMobil)

· Sponsor Letters

· Crew Journal

· Medical Health and Wellness log

· Budget due 2 weeks from last day of crew
· Return budget card

· Include all receipts 

· Budget balanced and all transactions recorded on sheets

· Discuss any problems incurred with your staff manager.  

· Phone cards (used and un-used)
· Return all SCA gear in clean and organized fashion 
· Tools (include a list of any items needing repair or replacement and label them as so)
· Camping equipment-must be clean and organized and inventoried on the sign out sheet, do not just dump it off, you will be asked to come back to the office and clean it.  due when you return from the rec trip, you can take it home to clean and return on the last day of program.  
· Lightly on the land and other borrowed books due 2 weeks from last day of crew
· Van stickers due 2 weeks from last day of crew
· If you used the Environmental Education Curriculum created by Tim Craig and have comments please provide them.  due 2 weeks from last day of crew
· Provide SCA with copies of any photos taken on the crew (either digital, on CD, or Print copies) before you leave for the rec trip
Thank you and enjoy the rest of the summer!

-the SCA High School Staff
