Troop 56 Event Planning Guidelines

Planning is the key to any successful event, from a simple troop meeting, to a car wash, as to a High Adventure trip. Never forget that old adage of the 6 P’s: Proper Prior Planning Prevents Poor Performance. Below you will find a check list of the many items that need to be considered when planning an event. Each event has its own unique challenges so not all of the guidelines below will be applicable. Always remember, SAFETY FIRST!

The following set of guidelines are to be used when coordinating and running events such as overnight camping events, high adventure trips, smaller one day outings, community service events, and fundraisers. See your Scoutmaster or Committee Chair if you have questions/comments about any information available in this document. 
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1. [bookmark: _Toc311700904]Event Communication

· Announcement at Troop Meetings: Announce your event at least four weeks in advance.  
· Announcement via Email: After your event is announced at a troop meeting, follow-up immediately with an email. Many parents do not attend the weekly troop meetings.
· Clearly communicate type of event.  Ensure folks are aware of the type of activities (climbing, backpacking…) and trip length. Some scouts are simply not ready for some events. 
· Website: Ensure permission slip and flyer are available on the troop website at least three weeks in advance of the event. The webmaster contact information is as follows: webmaster@troop56bsa.org and dalesmommy@embarqmail.com.
· Permission Slips:  Unless otherwise specified, a permission slip is required for all single day and overnight events. Simply take an existing slip and update it accordingly.  Permission slips should be handed in no later than two weeks prior to the event. 
· Clearly communicate a sign-up cut off date.  Some events cannot support late signups.
· Flyer: Not required but sometimes helpful in communicating an event. Save paper by using email and the troop website. 
· Food costs: Unless otherwise specified the charge for food for a weekend outing is $10. 
· Other costs: Clearly communicate if there are extra costs involved like museum entrance fees, boat rentals, or if extra monies are needed for souvenirs or extra food. 
· Troop Contact List: See the SM or the Treasurer for a complete list of troop members and contact information. 
· Medical Form: If a medical form is required to attend, ensure this is communicated as soon as possible.
· Direct participants to make payments directly to the treasurer.
· Obtain registration and payment tracking sheet from treasurer. 
· Trip Itinerary: Provide a trip itinerary to all participants and families. Should include a detailed set of events/locations including departure times and approx. arrival times.
· Ensure you are aware of any participants needing to arrive late or needing to leave early.  
2. [bookmark: _Toc311700905]Documentation

· Tour Permit
· Document is available on troop website in the Resources area.
· Begin gathering training, drivers, and itinerary information as soon as possible as some of this can be difficult to obtain.  
· Submit to council at least two weeks prior to event. This can be dropped off at the Minsi Trails Council office, faxed to (610) 465-4500, or emailed to Bonnie.Keller@scouting.org
· For High Adventure trips, over 500 miles, needs to be submitted at least four weeks in advance and requires additional information.
· Permission slips:  Ensure you have a complete and accurate permission slip for each participant. Final check on information should be done by the Wednesday before the event.
· Parent/guardian contact info: Have a complete list of parent/guardian contact information including primary and secondary numbers. These should always be listed on the permission slip. Be sure to have alternate contact information for participating adults.
· Guide to Safe Scouting: Have a copy available on each event. Familiarize yourself with its contents to avoid any unnecessary situations.  
· Medication List: Have available a complete list of all scouts who need to take medications. Ensure medicine is in its proper container with all relevant information easily readable. 
· Medical Forms: Ensure you have complete and accurate medical forms if the event calls for it. 
· Treasurer Payment report: Prior to the trip, obtain a list of participants who paid from the treasurer.
· Waivers:  If required, ensure these are filled out and signed by parents in advance of departure day. 
· Drivers list: Have a list of who is driving and who is in each vehicle. Early planning will eliminate the use of extra vehicle’s and vehicles with only one person.
· Early Arrival/Departure: Know who is arriving late or leaving early and who is providing the transportation. Remember that two deep leadership includes transportation.
· Provide Quartermaster (and mentor) with a complete equipment needs list the Wednesday before the event.
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[bookmark: _Toc311700907]  Leadership: 

· Create a binder or folder to keep all relevant paperwork together and in order.
· Ask for Assistance: Assign a lead for tour permits, coordination of drivers, reservations for event…  Assign a patrol(s) lead(s) for meal planning. You do not need to go it all yourself but you do have to ensure that all areas are cared for.  
· Leverage your SPL/ASPL and assign an event SPL is the lead SPL/ASPL does not attend the event.
· Proper Leadership: Ensure you have enough trained adult leaders available. Attempt to have at least three adults at any event. Four or more is event better. If someone becomes ill or injured, at least two leaders will be available supporting YP protocol.
· Qualified Leadership: Ensure participating adults have taken the proper training for the event. Example: If the event includes swimming or boating, multiple adults should be trained in Safety Afloat and Safe Swim Defense.  Other areas that might require additional training and equipment include, but not limited to: climbing, rifle, archery… Contact the troop training chair for most current training records.  
· Is a MB counselor or specialist needed? If so, ensure this person is notified well in advance of the event and provide him/her with a detailed plan including timelines, expectations, contact information, and any other pertinent information.  Keep a good line of communication open so as to avoid any issues. Ensure scouts have the required worksheets and other deliverables.
· Rentals: Be sure to research if your event requires any rentals and ask for group/scout discounts.
· Hold special event planning/overview meetings as needed. Sometimes weekly meetings do not work well and a dedicated meeting ensures everyone is engaged as is prepared. 
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Location:

· Reservations: Some events require reservations and/or a minimum number of participants well in advance of the event. So plan early. 
· Exclusions: Research and prepare for any exclusions such as no fires or water. This might occur during the warmer months where small droughts might result in a fire ban or unreliable water sources. 
· Waivers: Some events like a visit to Dutch Springs or skiing require waivers. Ensure these are obtained, filled out, and signed by parents in advance of departure day.   
· Check in Policy: Is there a check in policy that has time limits or the need to locate the person in charge? If so, know this and plan accordingly. 
· Resource Availability: Is there adequate firewood? A reliable water source? Close proximity to medical facilities?   Is a Ranger available? …….
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· Where applicable, provide opportunities for newer scouts to work on rank requirements. Leverage older scouts to teach new ones. 
· Utilize SPL to communicate instructions rather than an adult.
· Keep an eye out for any possible issues or actions that might result in an emergency. This especially includes events that involve fires, knifes, and water.  
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· Identify how many patrols there will be and try and keep patrols members together where possible. 
·   Patrols leaders should identify which scout(s) will be cooking. Attempt to reach out to event participants who still have yet to complete 2nd and/or 1st class cooking related requirements.
· Review patrol menu plans & patrol rosters finalized one week in advance of event. Patrol roster should be documented and available at the event for all to see. 
· Review meal plan with SPL at least one week in advance of event and gather input from event participants.  Should include what equipment is required such as stoves, pots, and utensils…. 
· Determine if a theme is adequate for the event (i.e. Mexican, Italian, …)
· Shopping with Scouts: Ensure at least two Youth Protection trained adult leaders, or one YP trained adult leader and a parent, shops with the scout. Discuss shopping in bulk and how to read labels and pricing.
· Obtain and use a troop check from troop treasurer. Ensure receipt gets back to treasurer as soon as possible. If you use personal funds or credit card, ensure you obtain a receipt and work with the treasurer as soon as possible to reconcile reimbursements. 
· Ensure you use Shoprite letter to obtain discount when shopping at Shoprite. 
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Equipment:

· Trailer
· Determine if it is needed and if there is a driver available to pull it.
· Perform pre event inspection (tire pressure, space tire, locks & handles, shelving…)
· Ensure all paperwork is available in the trailer.
· Complete log book with mileage and inspection check list when leaving and returning from trip.

· Ensure propane tanks are full
· Leverage Qtr Masters to assist with equipment gathering even if the are not attending event.
· Be sure to communicate any special equipment needs.  (i.e. cold weather sleeping, backpack, firewood, axes, saws, backpack stove…..)
· Have at least two complete medical kits available.
· Obtain church, trailer, and scout room keys if needed.  

[bookmark: _Toc311700912]Transportation: 

· Ensure you have enough drivers for both departure to/from the event. 
· Make a list of who is riding with who.
· Ensure each driver has contact information for event lead(s) and other drivers. 
· Provide detailed directions including parking specifics. 
· No unscheduled stops unless agreed in advance by leaders and no impact to schedule. Parents must be notified if extra time exceeds 30 minutes. 
· Each driver must have a cell phone. 
· All Vehicles leave from designated gathering site (i.e. Church)
· All Vehicles return to agreed to gathering site ( i.e. Church)
· Any deviations from the schedule require notification of Troop Committee Chair. If unavailable notify Chartered Organization Rep.
· Ok to stay together, but no caravanning.
 
4. [bookmark: _Toc311700913]Post Event Procedures

· Record what equipment was taken home and by whom and provide to Qtr Master. Include any damaged equipment and reason for damage. 
· Ensure Qtr Master obtains all equipment and it is inspected for damage and cleanliness.
· Provide participant report to Advancement Chair. Report should include list of attendees, dates, and # of nights camping.
· Provide participant report and brief write-up to Historian. Try and include pictures as well.
· Provide any reimbursement receipts and expense report to treasurer within 30 days of event.
· Perform post trip trailer training inspection and record/report any issues to committee.
· Update trailer use log (location, mileage, issues…)
· Clean and sweep trailer.  Remove all equipment from trailer and return to correct Scout Room location. Ensure equipment is not left in the middle of the room. 
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· Secure Committee approval before communicating or formally scheduling the event. 
· Secure a lead
· Requires Council approval (Unit Money Earning Application)
· General announcement to unit at least three months prior to event.
· Communication of all details (who, what, when, how) & provided to webmaster at least three months prior to event.
· Pre Event Support: Secure/provide tickets, dates, locations, advertising… at least two months prior to event. 
· Provide ongoing support and communication to entire troop. 
· Communicate often with location owners (i.e. Panera Bread for car wash)
· Collect permission slips/finalize attendees/duty no late than two weeks prior to event (if necessary)
· Provide final reminder to troop no late than one week prior to event. 
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