Troop 72 Outing Planning

Adult Leader Checklist


Two Months Before Outing:

1. Research the costs, reservations requirements, permits and registration forms that may be required.

2. Present the outing preliminary plan to the Troop Parent Committee at monthly meeting.

One Month Before Outing:

1. Obtain final approval from the Troop Parent Committee for the outing plan and budget.
2. Prepare a one page Outing Info Sheet and circulate to the Troop by email.
3. Obtain the electronic Outing Roster template and the Local Tour Permit form with the Driver Info list from the Scoutmaster.

Two Weeks Before Outing:
1. Attend a Troop Meeting and discuss the outing plan with the Scouts and distribute copies of the Outing Plan Info Sheet.  State the sign-up deadline date and request a preliminary show of hands for the Scouts that are planning to go on the outing.
2. Continue to promote the outing and recruit Scouts and Adults to sign up. (May require phone calls.)

One Week Before Outing:
1. The Senior Patrol Leader will submit a completed Outing Roster to the adult outing leader.
2. Divide the Scouts into Outing Patrols.

3. The Outing Senior Patrol Leader (SPL) and Assistant Senior Patrol Leader (ASPL) need to be identified and contacted.
4. Collect deposits from Scouts if applicable.  (Longer lead times may be necessary for major trips).

Monday Before Event (at Troop Meeting)
1. Each Outing Patrol is to meet, assign a grubmaster and plans the meals for the outing.
2. Each Outing Patrol will write a list of Troop equipment that will be required for the outing and meet with the Troop Quartermaster to check the equipment out of the Troop inventory.  The Quartermaster will add the name of the Scouts responsible for returning the equipment to the list and retain it for equipment check-in.
3. The adults participating in the outing will form their own Outing Patrol and plan the meals and write an equipment list.
3. Verify which adults will be driving and confirm that the information on the Driver Information List is current.
4. Coordinate with the Scoutmaster to prepare the Local Tour Permit.  Obtain signatures from Troop Committee and fax the Local Tour Permit to BSA Council office.
5. If you are attending a BSA Camp, a specific BSA Roster Form may need to be completed and submitted during camp check-in.
6. Obtain copies of BSA Medical forms for all Scouts and adults going on the outing from the Troop Form Manager.  Verify that the medical forms are current.
Two Days Before Event

1. Call all drivers for final confirmations.

2. Prepare preliminary car pool assignments.
3. Make sure all Troop equipment is obtained and ready to be distributed to the drivers.

4. Pack the following paperwork to take on trip:

Tour Permit approved and signed by Council.
Permits and reservation forms for campground.
Current Troop Roster with emergency phone numbers.
Medical Forms for Scouts and adults going on the trip.

Troop Equipment Sign out form from Quartermaster.

Troop First Aid Kit.

Day of  Departure

1. Arrive ½ hour before scheduled meeting time.

2. Coordinate Car Pools and Equipment assignments, adjusting preliminary plans as necessary.
During Event
1. Monitor event and coordinate with SPL to make sure trip is safe and advancement activities are accomplished.

Day of Return

1. Verify if that the equipment is assigned by the outing SPL to Scouts for cleaning and drying and that the persons are recorded on the Troop Equipment Sign-Out Form so we can track who took the Troop equipment home.

2. Fill out the Post Outing Questionnaire on the trip and include suggestions on what can be done to improve it next time.  Email it to the Troop Historian and the Adult Outdoor Activities Coordinator.

Note some events such as Winter Camp, Camporee, Deschutes River Raft Trip, Philmont and Summer Camp have longer lead-time deadlines for registration and payment.
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