
Adult Trip Leader Planning Guide
Troop 7
  (2019 March)

Congratulations and thank you for signing up to lead a trip!  Troop 7 takes part in at least one camping activity each month, and our goal is for every camping trip to have two adult leaders to coordinate the trip.  Normally this is a leader and an assistant.  The assistant leader position is an ideal place for a new or inexperienced adult to join in and help, or to shadow the trip leader in order to learn more about it.  Jump in, it’s easy and fun and the Scouts will always benefit from your efforts!

The following information outlines the process for trip planning.  Because every trip is different this won’t necessarily cover all the bases, but should be a solid start. Please be sure to review Troop 7’s Camping Guidelines.  Additionally, forms and documents you will find helpful or need are listed below and available on this website.  If you have any questions, contact, Laurie Traill, Troop Trip Coordinator at gatorpt416@gmail.com.

Below is a rough timeline for planning, following that is lots of good information!
	Time
	Task

	2+ Months before Trip
	· Advance Planning

	1-2 Months before Trip
	· Promotion of the trip

	1 Month before
	· List of Adult Participates and Separately the Drivers

· Verify Adults have proper training 

	1 Week before (Trip Planning Meeting)
	· Provide Trip overview to participants

· Confirm Final list of adult/scout participants
· Confirm Drivers (and space in vehicles)

· Confirm SPL has  accurate list of adult/scout participants 
· Hand out and approve Patrol(s) Duty Rosters

· Hand out and approve Patrol(s) Menu & Shopping Plan
· Obtain participant Medical forms from Risk Officer

	At Departure
	· Provide directions to drivers

· Exchange contact info between drivers
· Make sure patrols have food, chuck boxes, KP buckets, supplies

· Have SPL take roll call 

	Post Trip
	· Send out a trip report to the troop
· Debrief the Troop Committee at the next committee meeting


Advance Planning (Troop Trip Coordinator with Adult Trip Leader):

At a minimum of a couple of months prior to the trip, confirm the date, location, other trip leader names and estimated cost for the calendar update.  Details are below.  Also, check with the Trip Coordinator to see if there is information from previous years for this trip.  

Adult Support:

All trips must have a minimum of 3 Adults from the troop in attendance at all times on a trip; 4 is preferred.  All your adults camping overnight must be current in Youth Protection Training and registered with BSA.  Start lining up your key adults as soon as possible.  Some trips require special training qualifications, such as water activities, shooting, and rappelling.   All trips require someone trained in Hazardous Weather.  For further needs and requirements, reference the Guide to Safe Scouting on line.  If a particular Merit Badge Counselor is needed, find out who that is and talk to them early.  It’s also a great time to start lining up some drivers!  Troop policy is that all participating adults are expected to be in attendance for the entire trip.  Dropping in and out is not recommended and interferes with the trip and the safety of the scouts. Exceptions need to be brought before the troop committee chair and scout master before the trip to ensure we have adequate adult coverage to provide a safe outing.
Locations:

We can use the camps in our Council for free if they are available.  This includes Camp Rainey Mountain, Scoutland and Camp Rotary.  Make your reservations for the location (and activity) and find out what amenities are available to aid in the planning.  It’s also a good idea to go ahead and confirm the closest hospital and emergency services, if cell service is questionable.  

Budgeting:

Planning the budget can be one of the more challenging parts of the trip.  Try to figure your costs, add about 10% for reserve, and divide that by the expected number of Scouts/Adults.  As soon as you can, provide the Troop with the estimated cost.  It can be adjusted later, just get as close to you can.  All participants on the trip pay the same amount; this includes the adults, with few exceptions.  Check with the Trip Coordinator if you have questions on this.

Some things to think about:

· Is it a paid campsite?  Is there a park entrance fee?  Divide the totals by the number of Scouts/adults.

· The Food budget is set by the Troop Committee at $3.00/meal/person. (Some meals cost more, others less; but this should be your guide.) 
 ___ meals x $3.00 = $____    (Decide if some of you meals on the road will be fast food, if so, have them bring money, or do you want to sack lunch?)

· Transportation Cost Assistance: If the location is greater than 100 miles away (200 miles Round Trip), the Troop travel reimbursement policy applies.  $5 per vehicle per 50 miles driven (rounded down), with a minimum of 4 in the vehicle.  Ex: 292 miles reimburses $25. Trailer towing minimum distance away for reimbursement is 50 miles (100 miles round trip).
· Don’t forget equipment rental or purchase, guides, parking fees, etc.  Also, tips!  NOTE: State park parking passes are available at the county library for free.
· Lastly, troop policy is to add @10% to the cost to budget for unforeseen circumstances, forgotten gear, etc.

Promotion:

Beginning about 1-2 months prior, start getting the word out!  Use the Troop List Serve.  If you will require an advance signup, final count or payment prior to the week before the trip, make sure to specify this.  Also, plan to make every weekly meeting in the month prior to make the announcement about the trip and answer questions.  If the trip requires special qualifications or training, Part C medical, etc. get the word out early!  Publicize the cost in advance.

The Month before the Trip:

Start a signup sheet for adults and scouts. Verify you will have enough drivers. All adults must have the Youth Protection Training completed.  All adult and Scout participants are required to have a BSA Medical Form on file.  Additionally, some activities require a Part C medical.  Email the names of the participants to the Risk Officer, for screening and compliance as you get them.  Keep the Risk Officer updated as you add names so they can verify medical and training requirements and have time to correct omissions.  
The Week before the Trip (AT Trip Planning Meeting):

· Attend the weekly meeting.  Be sure to coordinate with the SPL sufficient time for trip planning 45 minutes minimum; preferably the whole meeting. This will take priority over activities for Scouts going on the trip.   Scouts must be at trip planning in order to participate on the trip. Adults are encouraged to be at trip planning BUT must let the trip leader know before the planning meeting if they are participating on the trip.
Finalized AT the Trip Planning Meeting:

· Last night to sign up for the trip.  Get a final list and count of # and names of Scouts and adults attending. You need 4 copies of the participant list: 1 for you to keep and use, 1 for the Treasurer, 1 for the Risk Officer and 1 for the Scoutmaster.  SPL should also have a roster.
· Scouts will pay with their Scout Accounts. The Treasurer will reimburse food shoppers with a receipt (up to the budgeted amount).  All scouts/adults signed up will be charged for expenses incurred, even if they don’t attend.  For example, once food is purchased for the trip, it is non-refundable.
· Confirm which adults are driving.  Be sure to be explicit so people know if they are driving or not, how many seats they have and if they will receive a gas stipend. If we are going to need to take the trailer, confirm which driver will be able to haul it and how we will get the trailer.  Confirm with the Risk Officer that all drivers have a current driver’s pledge on file.  For out of town trips, plan for a few extra seats in case there is a break down but not too many to cause greater mileage costs. 

· Get copies of medical forms for all participants from our Risk Officer to have on the trip. You may want to designate a “medical officer” to collect and distribute prescription meds that Scouts bring.   Be sure either you or the designated medical officer reviews the medical forms prior to the trip and is aware of special considerations or possible medical issues that may arise.  Speak with parents in advance of the trip if you have questions about a scouts medical issues. 
· Confirm with the Senior Patrol Leader, Chaplain’s Aide, and Quartermaster that they are prepared to cover their duties for the trip, or that they will delegate them.

· During Trip Planning time, have the SPL for the trip divide the Scouts into Patrols for the Duty Roster and Menu & Food Shopping List creation. 2 Scouts will be designated as food shoppers.  It is recommended that new Scouts be assisted in first time shopping by an older Scout.  Be sure they, and the lead Scouts on the trip, know the budget for the meals, any constraints or recommendations re. Food preparation time or facilities (e.g., do we need a mid-morning snack? Can we build fires?).  Food shoppers can provide a cooler or use a troop cooler.  Shoppers need to include ice in the shopping list.  Use the Menu and Shopping List form and Duty Roster Forms from the website.   Approve completed forms.
· Make sure everyone knows what gear to bring, and has tents and tent buddies if needed. Provide a packing list if necessary.  Check the Weather!

· Meet with the participants to cover details like leaving and returning time/location, packing lists, plus any instructional time necessary on skills. 

· Remind Scouts if they will need to bring a sack dinner and/or money for fast- food. Remind them they must wear their Class A uniforms for travel and bring a water bottle.

· Make sure the quartermaster verifies the gear to be taken and plans to arrive early for the trip to organize and load.  Pack the First Aid Kit and the chuck boxes.

· Post-meeting put out an email on the List Serv with final information and names of the participants (first name, last initial) and include dates/times/locations and any special packing requirements. 

· Waiver forms: If required, collect them at trip planning.

Pre Departure:
· Make a last minute check on the weather forecast, reservations, etc

· Follow trip planning with a troop email confirming trip details, special packing considerations (including money for eating out), travel dates/times, and a participant list (first name, last initial), specify SPL and PLs, shoppers and drivers
· You may wish to formalize a communications plan of cell phone #’s, car info, etc.  Make copies for all the drivers.  Remind drivers not to use their phones while driving; pass the phone to someone else in the car to use if needed.
· Have maps and/or driving directions to and from campsite and trek for each driver.  Make sure the emergency information is on the Drivers List.

· Take along a roster of participants, medical forms and trip specific waivers (if needed) for each Scout/adult.

Departure Day:

· Confirm that everyone is present.  Have the SPL perform a roll call and assign cars.

· Make sure all Scouts are in Class A uniform, have sack dinner/$, tenting arrangements, water bottle, etc. 

· Any Scout attending his first camping trip will need a “gear check” with the Scout Master or Assistant Scout Master.  

· Be sure the PLs have Duty Rosters
· Each patrol should pack a Chuck Box (be sure it’s stocked correctly) and food; Bring KP buckets and supplies.
· Carry an American flag if possible
· Double-check any special gear (like bikes, ropes, etc.)

On the Trip:
· SPL posts trip itinerary inside the trailer door (dry erase marker on the door)
· PL posts duty rosters and menus inside the trailer door (dry erase marker on the door)
· Remember that the Scouts run the trip.  Make sure the schedule constraints are known and the SPL keeps on track.  Supervise for Safety.
· Have the SPL take periodic roll calls, especially when departing or returning from activities and before leaving for home at the end of the trip.
· It’s a good idea to designate an adult that will be available as a driver for emergency runs and/or a base camp point of contact.

After the Trip:

· Trip Report: Post a summary of the trip to the list-serve along with a list of who attended (first name, last initial) so those who didn’t attend see what a great trip it was!  Do this as soon as possible.

· Provide photos to the Troop Webmaster.

· Submit to the Troop Treasurer any receipts for the trip so he can balance the budget for the trip, charge the participants and make reimbursements.

· Attend the next Troop Committee Meeting, to debrief the committee (good, bad, ugly, learnings, etc).

