Activity Planning Guide – Troop 343

Version 2.0 June 1, 2006
This guide has been prepared to provide a relatively complete, chronological reference for leaders who are planning a troop activity.  Note that many activities need not consider all the steps.

THE BASICS

1. Select your activity
Activity:






  
Date:_____



Goal for the Activity:










2. Decide who needs to be on your planning team.  A Scout lead and Adult lead at a minimum.
Scout lead:







Adult lead:






Additional Team members:












Others who may need to be contacted:

Activities Chairman:





Treasurer: 






Troop Committee Chairman:




Transportation Chairman:












3. “TOES”:  With your team, create your timeline of tasks to be done before your activity – use worksheet below

4. Meet regularly with your team to check on progress for completing the tasks
When and where will the next team meeting be?






5. Enjoy your activity!!

TOES











* - start with filling in these dates
	Owners

Who will do the task?
	Tasks

What needs to be done?
	Start Date

When do you need start working on this task?
	End Date or “Do It” Date
When do you need to finish this task?
	Notes

	3 to 6+ months prior to event

	
	Determine and prepare information about the activity:  date, location, activities, and estimated cost.  Include reservation fees, entry fees, food costs, transportation costs.  
If activity involves High Adventure, make sure a properly trained trip leader is signed up for event, if not, recruit one. (BSA policy prohibits non-registered, untrained adults from leading High Adventure activities). 
Once you have all the information, determine if the activity is feasible.  If not, work with the PLC, and Activities Chairman to select a substitute activity.

	*
	*
	

	
	Check troop, district, and school calendars, as needed, to ensure event dates don’t conflict with other events or holidays. Select a new date, if necessary.

	
	
	

	
	If activity is not on troop calendar, review with PLC (meets 1st Monday of month), have activity voted on by troop (meets 1st or 3rd Tuesday of month), and approved by Troop Committee (meets 3rd Tuesday of the month).  If troop money is needed to fund the event, the expense requires approval by the Troop Committee during their meeting.

	
	
	

	
	Make reservations if needed. Pay attention to any group size restrictions or balance of payment deadlines.  If reservations require knowing the number of Scouts, arrange to make an announcement at a troop meeting and take signups sooner than the 2 months listed below.  Inform the Scouts if signing up will commit them to paying fees now. 

	
	*
	

	
	Determine if any permits are required, and if so, obtain as quickly as possible. These include Wilderness Areas, U. S. Forestry Fire Permit, and Fire Permit.  Fill them out and submit them.  Keep a copy.

	
	
	

	
	Get the Expenditure Form from the website and submit it to the Treasurer to request a check for any reservation fees.  If fees were not approved during the initial presentation to the Troop Committee, then the committee will need to approve these costs (meeting occurs 3rd Tuesday of the month)

	
	
	

	
	Plan a simple agenda for the event as a starting point.  Involve other Scouts, as needed, in this planning (e.g. merit badge, campfire, service project).  Identify equipment, the general schedule, and new ideas you might want to do.


	
	*
	

	
	Work with the Activities Chairman to determine if any special equipment is needed, and what the lead time may be to acquire it.


	
	
	

	2 months prior to event

	
	Ask SPL when you can make announcement and take signups at a Troop Meeting for the event.  At the meeting, record on a signup sheet who is planning to attend (coordinate with the Activities Chairman).  Coordinate with the Activities Chairman to get drivers for the event.

	
	*
	

	
	Ask SPL about which troop meeting you can use at least two weeks prior to the event to do final planning for the event (e.g. meal planning, pack checks, etc.).

	
	
	

	
	Take a preview trip to the activity site, if the route or destination is unfamiliar or new.


	
	
	

	1 month prior to event

	
	Finalize logistics.  Confirm meeting place, duration, return date, transportation logistics, and costs.  Create outing checklist of what to bring.  Hand out flyer at troop meeting with details.

	
	*
	

	
	If activity involves hiking/backpacking, do a detailed route plan that includes identifying trails to be used, elevation changes, water sources, and prominent landmarks. Make sure time on trail matches planned itinerary.


	
	
	

	
	Create emergency evacuation plan in consultation with Adult leader. Determine appropriate contacts for activity area (park ranger or sheriff).


	
	
	

	
	Inform the parents.  Get permission slip from the website and modify as necessary.  Determine when fees need to be paid.  Send all of this information plus outing checklist to parents via email.

	
	*
	

	
	Fill out and submit National Tour Permit to Council (if required).  Make sure all permits and reservations are obtained or will be shortly.


	
	
	

	2 weeks prior to event

	
	Make a master checklist of the participants.  Have a space to check off when they pay their fees, turn in permission slips, turn in special documentation (such as shooting release), and their actual attendance.


	
	*
	

	
	Confirm list of drivers by talking to the Activities Chairman.

	
	*
	

	
	Create a detailed timeline for the event (e.g. wake up time, activities, meal times, etc.).

Create a duty roster and assign Scouts to duties.


	
	*
	

	
	At a troop meeting, as previously planned with SPL, or at a special meeting for all participants, do the following:

* confirm participant list

* discuss logistics and transportation
* remind Scouts when fees need to be paid (e.g. registration fees, food).  Tell them to contact you if they don’t want the fees deducted from their Scout account.
* announce duties 

* create and review proposed menus to make sure they are appropriate for the activity

* perform gear inspection (pack check), if appropriate

	
	*
	

	
	Collect fees. Ask the Treasurer to deduct fees from Scout accounts of the participants, unless they want to pay you directly or if their account does not have enough money left.  Collect fees from those who did not use their Scout account.  Record receipt of fees on the master checklist of Scouts.  Give money to the Troop Treasurer.

	
	*
	

	
	Ask Activities Chairman to fill out and submit Local Tour Permit to Council. Use driver list from meeting.


	
	
	

	1 week prior to event

	
	Make any special maps for transportation and/or actual event.


	
	
	

	
	Get first aid kid from Activities Chairman.

	
	
	

	
	Prepare the drivers.  Print copies of the troop roster and make a list of additional cell phone number of drivers (taking and picking up), if not listed on roster.  Contact all drivers to confirm the meeting point and route to event.  Tell them to get permission slips and medical forms from the Adult leader at the starting point.

	
	*
	

	Beginning of Event

	
	Take roll call. At the meeting place before leaving for the event, use master checklist to check-off participants. Make sure all required paperwork is present and complete (e.g. permission slips, medical forms).

	
	*
	

	
	Make sure all intended participants are adequately prepared for activity, both physically and materially. (e.g  perform pack inspection prior to departure.)  If not, do not compromise.


	
	
	

	
	Equip drivers.  Give them the permission slips for all of their passengers.

Pass out troop roster of phone numbers and any additional cell phone numbers of drivers not listed on the roster. 


	
	*
	

	
	Give Troop first aid kit to Adult Lead.

	
	
	

	
	Collect all permission slips from drivers when you arrive at the destination.  Give to adult leader.


	
	
	

	End of event

	
	Before leaving the event, confirm which Scouts are going with each driver.  Give permission slips for those Scouts to drivers for return when it is time to leave.

Confirm that drivers have a copy of the troop roster and any additional cell phone numbers.

	
	*
	

	
	Once everyone is home, collect permission slips and medical forms from drivers and give to Activities Chairman.  

	
	
	

	After event

	
	Ask Activities Chairman to submit Tour Permit and give names of attendees to Advancement Chair for nights of camping and patches, if applicable for activity.   Give patches to Advancement Chairman for handing out at next COH. 
	
	
	

	
	Ask SPL to have the PLC review the event.  SPL discuss with Executive Committee (Scoutmaster, Asst Scoutmasters, Troop Committee Chairman, at a minimum) any changes that would improve the event.
	
	*
	


