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[bookmark: _Toc453140397]Getting started
Thanks for volunteering to help the boys out by being the Adult in Charge of an outing.  We believe that the boys should make all of the decisions for planning these outings.  You are just here to provide the support they don’t realize that they need.  You are here to pay for things, register for things, and be the CPA and the nurse.  One thing to note, if it turns out during this process you are determine that you are unable to go on the outing, please continue to plan and assist the boys.  But, you will need to find someone that can step in for you while the outing is going on.  You will need to educate them on the pertinent information.  Please do everything you can without going on the outing.
[bookmark: _Toc453140398]A couple of friendly reminders
During the process of working with the boys to organize this outing, please make sure you are following Youth Protection guidelines and observing 2 deep leadership.  That is to protect yourself and the scouts.  This extends to meeting face to face, on the phone or through email.  If a boy contacts you without another adult being included, please contact the Scoutmaster and let him address the situation.  Also, it is troop policy that when an adult sends out communications to the troop, that communication should be reviewed by the Committee Chair before it is sent.
Also, you need to make sure that the planned activity falls within the BSA guidelines for allowable activities.  The best way to make sure is to review the Guide to Safe Scouting.  The Guide to Safe Scouting will also inform of any special trainings that are required.  If you have any concerns, please address them immediately with the Scoutmaster and Committee Chair.
[bookmark: _Toc453140399]Making reservations
Your job starts when you get assigned or volunteered to be the Adult in Charge.  The scouts are most likely going to know the destination of the outing.  If they do, you are going to have to make reservations for the troop as soon as possible.  Some locations will only take reservations within a certain time before you arrive, so you might have to wait.  
If the scouts aren’t quite sure where they want to go for the outing, but they know what they want to do, you might need to help them with the research regarding their options.  For example, the boys might decide that they want to go caving for an outing.  They might be able to find some locations within a few hours, but you may need to find more options or review the options they found.
Regardless, when it comes time to make that reservation, you might have to pay.  If the reservation requires a credit card, we ask that you provide this on a temporary basis.  If needed, the troop does have a debit card associated with the bank account.  But, for security purposes we don’t like to give it out a lot.  So, if you can uses your credit card please do.  Regardless of how it was paid for, after you have made the reservation, get the receipt to the Troop Treasurer.  If needed, they can reimburse you with a check or by crediting your son’s scout account.
You will also need to get with the troop webmaster to make sure the outing has been posted on SignUp Genius.  SignUp Genius will help you in getting an accurate headcount when you are trying to set a price for the outing.
[bookmark: _Toc453140400]Guiding the boys through planning
You will need to get with the patrol in charge of the outing and discuss the planning of the weekend.  You will need to check in with them if they have given any thought about what they might do with any down time.  Make sure that they have a plan for the whole weekend.  Down time is OK on an outing.  But, if there is a lot of it, that time can be used to work on merit badges or advancements that coincide with the outing.
Work with the patrol to keep the Scoutmaster and Senior Patrol Leader up to date on what is going with planning of the outing.  Make sure the patrol is keeping them informed of possible issues and things that they have accomplished toward the outing.  Communication with the leaders makes the leaders’ jobs a little easier.
[bookmark: _Toc453140401]A month before the outing
About a month before the outing you are going to want to try and get a final head count for the outing.  This number is going to change as you get closer to the outing.  But, the head count right now is going to help over the next couple of weeks when you are trying to determine a price for the outing.
[bookmark: _Toc453140402]2 to 4 weeks before the outing
This is the time where things are going to start getting a little busy.  There are a lot of tasks that need to get done during this time frame.
[bookmark: _Toc453140403]Determine price of the outing
The price of the outing has a lot of factors.  The price of the outing includes gas reimbursements, camp reservations, admissions if you are attending an event, visiting a museum or going on a tour, food costs and anything else that might cost the troop money during the outing.
If the boys are leaving Livingston County, the drivers are entitled to a gas reimbursement.  Estimate the number of vehicles by assuming 4 people per car.  The cost per car can be calculated dividing the distance to the outing by 20 (we assume 20 miles per gallon for a vehicle not pulling the trailer) and multiplying that by gas prices.  So, if you are going 100 miles to your destination and gas is $2.499 per gallon, you should plan on a $25 ($12.50 times 2 for round trip) per car gas credit.  The person pulling the trailer is going to have a bigger fuel credit than the other drivers.  Use the same estimating process for them, but change the expected miles per gallon to 10 instead of 20.
We typically estimate $15 per person for food on a Friday to Sunday outing.  This will cover 2 cracker barrels (Friday and Saturday), 2 breakfasts (Saturday and Sunday), 1 lunch and 1 dinner.  This budget should be adjusted if the trip is longer or shorter than normal or if a meal is being provided.
Lastly, you add everything up and distribute it evenly amongst the participants.  Add up the estimated food and fuel costs with the other known costs like site reservation fee, admissions or tolls.  Once you have an estimated total of the entire weekend, divide that by the number of people you think are going and this will give you the estimated cost.  Rule of thumb in the past has been to round up a little to compensate for unforeseen costs.
[bookmark: _Toc453140404]Send out the permission slip
We now have everything we need to send out the permission slip.  Take a previous permission slip and update it with the information for this outing.  Make sure you update the location, leader in charge, adult in charge (that’s you!!), phone numbers and packing list.  You might want to get with the Scoutmaster on a suggested packing list.  There are a couple of suggested packing lists in Appendix A of this document.  They have the experience necessary to know what the scouts will need on an outing.  The troop typically leaves for an outing at 6 PM.  A rough estimate of 12 o’clock for a return time is a safe bet.  This can be added to or subtracted from based on the distance to travel or events on Sunday.  Once the permission slip is ready to go out, have it reviewed by the Scoutmaster.
[bookmark: _Toc453140405]Final headcounts
Around this time, you will need to start finalizing the headcounts for the outing.  You will need to do this for both the Scouts and adults.  You will need to make sure that there are enough drivers going on the outing.  If an adult is going, find out if they are willing to drive and how many kids they can take.  They cannot exceed the number of seatbelts in the car.  Share these headcounts with the Senior Patrol Leader (SPL) to determine if the boys will be following their established patrols or if they will be combining patrols.  Headcounts are also important to help with food shopping.
[bookmark: _Toc453140406]Menu planning and food shopping
Menu planning and food shopping is a process that is typically needed for both the Scouts and the adults.  The adults tend to eat separately from the boys.  If the adults are eating separately from the boys, you will need to find an adult to plan the menu and shop.  That person may or may not be the cook on the outing.  The boys may be shopping as patrols or for the troop.  That is something the SPL will need to determine based on the headcount.  The boys will need to come up with menus for the patrols.  Encourage some adventure in their menus, but also be mindful of food allergies and picky eaters.  Once the boys have come up with a menu and a shopping list for that menu, they need to get it approved by the Scoutmaster or one of his assistants.
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Work with the boys to make sure they have a full schedule for the weekend.  If there is going to be a lot of down time throughout the outing, the boys need to have a plan to tackle that down time.  Some filler ideas may be work on advancement with the younger scouts, plan a nature hike, work on a merit badge close to the theme of the weekend or due some equipment maintenance.  Down time is OK.  We just don’t want a lot of it.  Make sure that the scouts are giving enough time for cooking and clean up.
[bookmark: _Toc453140408]Determine if a Travel Plan is needed
According to the BSA website, “The tour and activity plan is a planning tool for best practices to be prepared for safe and fun adventure. Completing the plan may not address all possible challenges, but it can help ensure that appropriate planning has been conducted, that qualified and trained leadership is in place, and that the right equipment is available for the adventure.

In addition, the plan helps to organize safe and appropriate transportation to and from an event, and defines driver qualifications and minimum limits of insurance coverage for drivers and vehicles used to transport participants.

Please complete and submit this plan at least 21 days in advance (check with your local council) to ensure your council has enough time to review the plan and assist as necessary.“

They call it a planning tool.  Most leaders are going to tell you it is council’s way of making sure that they don’t get sued and have the information needed if anything happens.  If you don’t file a travel plan and something unfortunate happens on the outing, the BSA’s insurance policy may not cover expenses.  So, this is something you need to take seriously.
Boy Scouts of America asks that you submit a travel plan 21 days in advance if your outing meets any of the following criteria:
· Trips of 500 miles or more; or
· Trips outside of council borders (exception: not to your council-owned property); or
· Trips to Florida Sea Base, Northern Tier, Philmont Scout Ranch, Summit Bechtel Reserve (you will be asked to present a copy of  your tour and activity plan upon arrival), national Scout jamboree, National Order of the Arrow Conference, or a regionally sponsored event; or
· When conducting any of the following activities outside of council or district events:
· Aquatics activities (swimming, boating, floating, scuba, etc.)
· Climbing and rappelling
· Orientation flights (process flying plan)
· Shooting sports
· Any activities involving motorized vehicles as part of the program (snowmobiles, boating, etc.); or
· At a council's request (Contact your local council for additional guidelines or regulations concerning tour and activity plans; many have set guidelines for events or activities within council boundaries such as for Cub Scout overnight camping.)
Visit the BSA Tour Plan FAQ web page to get more information about travel plans.  If you need some help, contact the Scoutmaster and he can either provide some guidance or point you to someone that can.
[bookmark: _Toc453140409]Required training for outings
According to BSA and troop policies, an Adult with the following trainings are required for outings:
· Youth Protection is required for all adult participants on an outing
· Introduction to Outdoor Leader Skills (at least one adult on an outing)
· Planning and Preparing for Hazardous Weather (at least one adult on an outing)
· Trek Safely and Basic First Aid are recommended for all tours
· CPR (preferred to have at least one adult on an outing, required for boating and climbing related activities)
· Safe Swim Defense if swimming is involved
· Safety Afloat if boating is involved
· Climb On Safely if climbing or rappelling
· Wilderness First Aid is recommended for all backcountry tours.
[bookmark: _Toc453140410]What to do if you are unable to attend
This was mentioned at the beginning of the document, but it deserves repeating.  If it turns out during this process you are determine that you are unable to go on the outing, please continue to plan and assist the boys.  But, you will need to find someone that can step in for you while the outing is going on.  You will need to educate them on the pertinent information.  Please do everything you can without going on the outing.
[bookmark: _Toc453140411]Outing departure
[bookmark: _Toc453140412]Collect permission slips, medicine, receipts and payment
The first thing you are going to see when you get to the departure point is a mad rush of parents and scouts trying to turn in their permission slips and money.  Prepare for this by putting together an outing roster.  You can then check off who has given you money and paperwork.  Review the paperwork to make sure there are no parent concerns or comments.  “Johnny ate some shady looking sushi last night at the gas station” written on the permission slip might be something you will want to know.  
Another thing you are going to want to spend a little more time on is when you are being handed medicine.  Make sure that it is labeled with the scout’s name, that you know when he gets it and what it is for.  If the medicine is a rescue inhaler or an Epi-Pen, it needs to be on the scout’s person in case of an emergency and not locked up in the trailer.
Last, but not least, are the receipts people will be trying to give you.  These are most likely from food purchases.  Most of the time, these are just going to be credits on the scout’s account.  But, occasionally they are looking for a refund.  If a refund is requested, guide them toward the Troop Treasurer.  Keep these receipts and turn them in with the final paperwork.
[bookmark: _Toc453140413]At the outing
[bookmark: _Toc453140414]Back up the Scoutmaster and SPL
At the outing, you may need to help out the Scoutmaster or SPL with information you know.  There may be some last minute paperwork or planning that you can help out with.  You have been working on this for a while now and probably know the ins and outs of the outing better than anyone else.  Be a useful resource to the adult and scout leaders.
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Make sure that the boys that need their medicine are getting it when they need to take it.  Peak times for this are breakfast, dinner and lights out.  Follow the directions that the parents gave and lock up the medicine in the troop trailer when you don’t need it.  Again, if the medicine is a rescue inhaler or an Epi-Pen, it needs to be on the scout’s person in case of an emergency and not locked up in the trailer.
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While you are at camp, make sure that the scouts know who they are riding home with.  Most of the time it will be who they rode there with.  But, things happen and you need to make sure everyone has a ride home.  This might sound ridiculous, but scouts have been left behind.  Letting them know who they are riding with ahead of time will make things easier.
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When you arrive at the return site, your job is not yet done.  You need to make sure to return medicine back to parents.  Update them on anything that may have happened during the outing (Johnny wouldn’t take his antihistamine last night).  Ensure that every scout is picked up.  You can’t leave until the last scout is gone.
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You job still isn’t over.  The last thing you have to do is to submit accounting information to the troop treasurer.  There is an Excel Spreadsheet on the troop website called weekend_adult_in_charge.xlsx that you should use to help with the final accounting.  You will need to account for everything that was paid for during the outing – food, fuel credits, reservations, tolls, admission … There are spots for all of this in the spreadsheet.   Make sure you don’t overwrite any formulas and this will help you greatly.  This doesn’t have to be perfect, not everyone can balance a check book.  But, if you need help, contact the treasurer.  I am sure they would rather have you ask for help then wait months for the information.  Once you have this finished, get the spreadsheet to the treasurer and any receipts you have.  

Thank you for volunteering your time to such a great cause.  Troop 395 cannot function without people like you.
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PERSONAL ITEMS TO BRING TO CAMP SHOULD INCLUDE
All clothing and gear should be labeled with camper’s name
· 
· Completed medical form
· Medications in their original containers to be given to adult leader
· Spending money (T-Shirts, snacks, souvenirs…)
· Scout uniform, to be worn during travel and for ceremonies (shirt, shorts/ pants, belt, socks)
· Socks
· Underwear
· Pants
· Shorts
· T-shirts
· Lightweight Jacket
· Poncho or rain coat
· Swimsuit
· Sleepwear
· Hiking boots or hard solid soles. NO SANDALS OR OPEN TOE SHOES ALLOWED except in showers or at waterfront
· Extra pair of shoes
· Watch
· Sleeping Bag, pad, and/or two warm blankets
· Mess Kit (plate / pan, cup, knife, fork, spoon)
· Backpack, Knapsack or duffel bag, something to keep your gear in
· Personal items
· Beach Towel
· Soap in a container
· Toothbrush and tooth paste
· Shampoo
· Towel
· Washcloth
· Comb or Brush
· Laundry bag
· 
Everyday Carry
· Book bag to keep your merit badge stuff in
· Scout handbook
· Merit badge pamphlets
· Notebook, paper, and pencils
· Compass &amp; Whistle
· Personal First Aid Kit
· Waterproof matches
· Water bottle (See section on Dehydration.)
· Flashlight (with EXTRA batteries)
· Pocket knife and Totin’ Chip card and Fire’m Chit card
· Handkerchiefs
· Sunscreen
· Insect Repellent (no aerosols please)
OPTIONAL
· GPS unit
· Pillow
· Camera
· Folding Chair
· Sunglasses


[bookmark: _Toc453140421]Cold Weather Outing
· Scout uniform, to be worn during travel and for ceremonies (shirt, shorts/ pants, belt, socks)
· Completed medical form
· Scout handbook
· Compass & Whistle
· Personal First Aid Kit
· Waterproof matches
· Non-Cotton base layers/undergarments, including non-cotton socks
· Water bottle (See section on Dehydration.)
· Medications in their original containers to be given to adult leader
· Sleeping Bag, pad, and/or two warm blankets
· Warm Hat (extra knit hat if worn to sleep in)
· Hiking boots or hard solid soles. NO SANDALS OR OPEN TOE SHOES ALLOWED
· Extra Socks (Non-Cotton)
· Jacket, sweater or sweatshirt (can be used also for layering)
· Warm gloves or Mittens 2 Pairs
· Extra pair of shoes
· Scouting Activity T-shirts
· Mess Kit (plate / pan, cup, knife, fork, spoon)
· Flashlight (with EXTRA batteries)
· Underwear
· Sleepwear
· Personal items
· Soap in a container
· Toothbrush and tooth paste
· Washcloth
· Comb or Brush
· Laundry bag
· Pocket knife and Totin’ Chip card and Fire’m Chit card
· Backpack, Knapsack or duffel bag, something to keep your gear in
· Poncho or rain coat
· Handkerchiefs
· Sunscreen
· Watch
OPTIONAL
· GPS unit
· Pillow
· Camera
· Folding Chair
· Notebook, paper, and pencils
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· Scout uniform, to be worn during travel and for ceremonies (shirt, shorts/ pants, belt, socks)
· Completed medical form
· Scout handbook
· Compass & Whistle
· Personal First Aid Kit
· Waterproof matches
· non-cotton socks
· Water bottle (See section on Dehydration.)
· Medications in their original containers to be given to adult leader
· Sleeping Bag, pad, and/or two warm blankets
· Hiking boots or hard solid soles. NO SANDALS OR OPEN TOE SHOES ALLOWED
· Extra Socks (Non-Cotton)
· Jacket, sweater or sweatshirt (can be used also for layering)
· Extra pair of shoes
· Scouting Activity T-shirts
· Mess Kit (plate / pan, cup, knife, fork, spoon)
· Flashlight (with EXTRA batteries)
· Underwear
· Sleepwear
· Personal items
· Soap in a container
· Toothbrush and tooth paste
· Washcloth
· Comb or Brush
· Laundry bag
· Pocket knife and Totin’ Chip card and Fire’m Chit card
· Backpack, Knapsack or duffel bag, something to keep your gear in
· Poncho or rain coat
· Handkerchiefs
· Sunscreen
· Watch
OPTIONAL
· GPS unit
· Pillow
· Camera
· Folding Chair
· Notebook, paper, and pencils
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This list should be included in all packing lists
SCOUTS SHALL NOT BRING:
· Large amount of cash
· TVs, radios, electronic games and toys
· Sheath knives or axes
· Expensive watches or jewelry
· Weapons, ammunition or fireworks
· Open toed shoes or sandals
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