Outdoor Activity Planning Steps

1. Each outdoor activity has one Scout Leader who is responsible for planning and coordination of the event, and one adult to serve as a resource (“Trail Boss”) for the Scout Leader.

2. The Scout Leader is to do the following:

2 – 6 Months prior to outing (depending on lead time needed)

a. Select and secure a location and date for the activity

b. Get necessary reservations or permits

c. Check to see if outing is listed on Troop website

1 Month prior to outing

d. Make announcement and give notice to the Troop

3 weeks prior to outing

e. Start signing up scouts for the event

f. Secure adult drivers (with help from the Trail Boss)

g. Secure adult leaders (with help from the Trail Boss)

2 weeks prior to outing

h. Get each patrol to plan their responsibilities (i.e. duty roster, menus, equipment, skills training, campfire)

1 week prior to outing

i. Collect the appropriate costs per Scout from each Scout prior to the event and turn in the monies collected to the Troop Treasurer.

j. Inform the Outings Chairperson (this can be at the troop meeting the Monday prior) and provide the following information:

i. The name and location of the activity.

ii. The names of the Scouts going on the event.

iii. The names of the adult leaders.

iv. The names of the adult drivers, including driver license numbers, year and model of each vehicle, and how many seat-belted passengers can be accommodated in each vehicle.
v. If it is a water event, provide “Safety Afloat” certification number and CPR certification information, including ID number and expiration dates (at least one adult must have each of these certifications on outings involving boating, rafting, swimming, etc.)

k. Make a map showing the route for the drivers

1-2 Days Before Outing

 l.
Contact Outings Chairperson and arrange a time to collect a copy of the approved tour permit, along with copies of emergency consent forms for the Scouts in attendance, which must remain with the Scout leader or Trail Boss at all times during the outing.
Day of the Outing

m.
Confirm that all Scouts that have signed up for the event are present and have paid up.

n. Provide maps to the location to all drivers

o. Make sure drivers exchange cell phone numbers

p. Have fun!!

3. The Trail Boss is to do the following:

a. Walk through this process with the Scout Leader well ahead of time to ensure that he understands the steps and importance of maintaining the timeline

b. Act as a resource and mentor to the Scout Leader in determining the venue and activities, overall schedule and planning, finding drivers and other adult leaders, etc.
c. Ensure that the Scout Leader makes any reservations or permits in a timely manner (popular campsites may require booking several months in advance)

d. Ensure that the Scout Leader makes notification of the outing at least 3-4 weeks prior to the outing and begins the sign-up and outing planning process

e. Ensure that the Scout has completed sign-ups and collected funds, solicited adult leaders/drivers, made a route map and completed the planning checklist 1 week prior to the outing.  The sign-up list and driver list is to be submitted to the Outings Chairperson 1 week prior to (e.g. the Monday before) the outing
f. Go on the outing and have fun!

g. Rate the Scout Leader at the conclusion of the outing (see Outing Evaluation Process)

4. The Outings Chairperson:
a. Submits a Tour Permit to the Scout office

b. Makes sure that each Scout has a current Emergency Consent Form (ECF) on file

c. Gives copies of the Tour permit and the ECF to the adult leaders and drivers prior to the start of the activity. 

Outdoor Program Planning Checklist

Date of Program: ________________
Location: ________________________

Scout Leader:      ___________________________

Adult Leader:       ___________________________

1. Administration 

	(  ) Tour Permit from the Scout Office
	( ) Licenses (fishing, boats, etc.)

	(  ) Costs per Scout
	( ) Local requirements

	(  ) Turn in Monies to Scoutmaster
	


2. Leadership

	(  ) 2nd Scout Leadership
	(  ) Adult Leaders


3. Transportation

	(  ) Drivers (attach names)
	(  ) Equipment Transportation


4. Location

	(  ) Maps and driving directions
	(  ) Return Time ________________

	(  ) Departure time _______________
	


5. Equipment

	(  ) Troop equipment needed (attach list)
	(  ) Personal gear (attach list)

	(  ) Equipment checked to be in working order
	


6. Feeding

	(  ) Meal plans for each Patrol 
	(  ) Duty Roster

	(  ) Person responsible to purchase food
	


7. Program

	(  ) Program planning sheet attached
	(  ) Announcements made to the Troop and in the Newsletter 

	(  ) Patrol Duty roster 
	(  ) Emergency Consent Forms for each Scout

	(  ) Outing information given to the Outings Chairperson
	(  ) Outing information and photos given to the Troop Historian


