Troop 80 Roles and Responsibilities

The purpose of this document is to define Troop 80 adult leadership positions and list position ownership.
Last Updated: 7/1/09
	ADVANCEMENT COORDINATION

	Position
	Adult Leader
	Back-up

	Life to Eagle Advancement

Advancement Oversight and Tracking
	Ted Borawski


	Ken Downer


	Role Description: 
Life to Eagle: Advise Life scouts on the requirements to progress to Eagle.  Provide instruction on how the advancement process works and on how the Eagle project should be planned, executed and presented.  Complete initial review of project prior to submission to scoutmaster.  Work with council to set up Eagle board of review.  Coordinate the planning of Eagle recognition activities. 
Advancement Oversight and Tracking:  Encourage Scouts to advance in rank.  Work with the troop scribe to maintain all Scout advancement records.  Develop and maintain a merit badge counselor list.  Make a prompt report on the correct form to the council service center when a troop board of review is held.  Secure badges and certificates.  Work with the troop librarian to build and maintain a troop library of merit badge pamphlets and other advancement literature




	ASSISTANT COMMITTEE CHAIR

	Position
	Adult Leader

	Assistant Committee Chair
	Spencer Stevens

	Role Description: Perform background checks and reference checks on new adult leaders and submit approved applications to MPC.  Submit troop schedule to MPC office manager on a monthly basis and reserve necessary meeting rooms.  Coordinate Scout Sunday arrangements with MPC and troop. Coordinate and schedule Boards of Review for scouts on a timely basis.  In the absence of committee chair, perform other duties as needed.


	CHAPLAIN

	Position
	Adult Leader

	Chaplain 
	Rev. Stephen Choi

	Role Description: Provide a spiritual tone for troop meetings and activities.  Give guidance to the chaplain aide.  Promote regular participation of each member in the activities of the religious organization of his choice.  Visit homes of Scouts in time of sickness or need.  Give spiritual counseling service when needed or requested.  Encourage Boy Scouts to earn their appropriate religious emblems.  


	CHARTERED ORGANIZATION REPRESENTATIVE

	Position
	Adult Leader

	Chartered Organization Rep
	 Gary Huber

	Role Description: Must be a member of the Mechanicsburg Presbyterian Church (MPC).  Serve as head of “Scouting department” in the organization.  Secure a troop committee chair and encourage training.  Maintain a close liaison with the troop committee chair.  Help recruit other adult leaders.  Serve as liaison between the troop and MPC.  Assist with unit rechartering.  Encourage service to MPC.  Be an active and involved member of the district committee.


	COMMITTEE CHAIR

	Position
	Adult Leader

	Committee Chair
	Renee Breen

	Role Description: Organize the committee to see that all functions are delegated, coordinated, and completed.  Maintain a close relationship with the Chartered Organization Representative and the Scoutmaster.  Interpret national and local policies to the troop.  Prepare troop committee meeting agendas.  Call, preside over, and promote attendance at monthly troop committee meetings and any special meetings that may be called.  Ensure troop representation at monthly roundtables.  Secure top-notch trained individuals for leadership.  Arrange for charter review and recharter annually.  Plan the charter presentation.


	COMMITTEE EAGLE PROJECT REVIEWER

	Position
	Adult Leader

	Committee Eagle Proj Reviewer
	Rowland Richardson / Diane Lupia

	Role Description: After signatory approval by Scoutmaster, review Eagle project proposal of Scouts to ensure that they meet leadership requirements and that troop resources will be available to support project work.


	COMMITTEE SECRETARY

	Position
	Adult Leader

	Committee  Secretary 
	Gabrielle Pritchett

	Role Description: Keep minutes of meetings and send out committee meeting notices.  Handle publicity.  Conduct the troop resource survey.  At each meeting, report the minutes of the previous meeting.  Maintain archive file of meeting handouts and correspondences received by the troop.


	COMMITTEE TREASURER

	Position
	Adult Leader

	Committee  Treasurer 
	Gary Huber

	Role Description: Handle all troop funds.  Pay bills on recommendation of the Scoutmaster and authorization of the troop committee.  Maintain checking and savings accounts.  Keep adequate records.  Supervise money-earning projects, including obtaining proper authorizations.  Supervise the camp savings plan.  Lead in the preparation of the annual troop budget.  Lead the Friends of Scouting campaign.  Report to the troop committee at each meeting.


	COURT OF HONOR COORDINATOR

	Position
	Adult Leader
	Back-up

	COH Coordinator
	Michelle Bitting
	

	Role Description: Organize the COH twice per year.  Confirm date, call Church to reserve upper fellowship hall, send out invitations, secure a master of ceremonies (scout),  develop an agenda and line up participants (FOS, year-in-review presenter, skits, awards, etc).  Work with adults to line up refreshments.      


	CUB SCOUT PACK LIAISON

	Position
	Adult Leader
	Back-up

	Cub Scout Pack Liaison
	Heather Duncan
	

	Role Description:   Work with Cub Scout Pack 80 leaders and families to maintain close ties with the troop.  Attend at least four committee meetings and pack meetings annually and attend any special functions such as Pinewood Derby and Blue & Gold Banquet.  Ensure that Den Chiefs are providing support and leadership to their dens.


	FUNDRAISING COORDINATION

	Position
	Adult Leader
	Back-up

	Christmas Tree Sale Coordinator
	Ted Borawski 
	

	Popcorn Sale Coordinator
	Heather Duncan
	

	Role Description: Plan for and organize all fundraising events.    The coordinator is responsible for planning, securing inventory, establishing working schedules, securing equipment, handling funds and operating the sale.   


	OUTDOOR ACTIVITIES AND HIGH ADVENTURE COORDINATOR

	Position
	Adult Leader
	Back-up

	High Adventure Coordinator
	
	

	Outdoor Activities Coordinator
	
	

	High Adventure Role Description: Coordinate 2009 high adventure event from planning, communications, funding and trip logistics.  Work with troop on long term planning for high adventure activities such as Sea Base and Philmont.  Work with council to secure spots on council trips.  

Outdoor Activities Role Description: Oversee event coordinators to secure locations, establish travel plans, communicate event information, secure travel permits, secure permission slips, coordinate menus and purchase food, plan activities, plan duty rosters, collect and distribute medicine at campout and ensure smooth operation at campout.   See complete tour leader guide on the web.  Promote and apply for the National Camping Award.  Promote, thorough troop annual planning, attendance at troop campouts, camporees, and summer camp to reach the goal of an outing per month.  


	PATROL ADVISOR

	Position
	Adult Leader
	

	Grizzly Bear Patrol 

Flaming Arrow Patrol
	Spencer Stevens 

Jason Markle / Drew Svitko 
	

	Role Description: Work with Patrol Leader to oversee advancement by integrating advancement opportunities into patrol meetings, campouts and service projects.  Ensure that all scouts within the patrol are progressing.  Leverage advanced scouts to teach skills to the lower ranks.  Provide adult two-deep leadership to all patrol meetings / activities.  


	SCRIBE ADVISOR

	Position
	Adult Leader
	Back-up

	Scribe Advisor
	Val Powlison.
	

	Role Description: Work with the troop scribe to ensure that minutes/attendance is taken at troop meetings, outings and PLC meetings.  Help to track dues and other incoming financial payments (outings, summer camp, tee shirts, etc).  Ensure receipts are given and that the funds are categorized and given to the troop treasurer.       


	SCOUTMASTER 

	Position
	Adult Leader
	Back-up

	Scoutmaster
	Scott Philp


	Drew Svitko

	Role Description: Train and guide boy leaders.  Work with other responsible adults to bring Scouting to boys.  Use the methods of Scouting to achieve the aims of Scouting.  Meet regularly with the patrol leaders’ council for training and coordination in planning troop activities.  Attend all troop meetings or, when necessary, arrange for a qualified adult substitute.  Attend troop committee meetings.  Conduct periodic parents’ sessions to share the program and encourage parent participation and cooperation.  Take part in annual membership inventory and uniform inspection, charter review meetings, and charter presentation.  Conduct Scoutmaster conferences for all rank advancements.  Delegate responsibility to other adults and groups (assistants, troop committee) so that they have a real part in troop operations.  Supervise troop elections for the Order of the Arrow.  Make it possible for each Scout to experience at least 10 days and nights of camping each year.  Participate in council and district events.  Build a strong program by using proven methods presented in scouting literature.  Conduct all activities under qualified leadership, safe conditions, and the policies of the chartered organization and the Boy Scouts of America.




	SERVICE PROJECTS

	Position
	Adult Leader
	Back-up

	Service Project Coordinator
	Kevin Breen 
	Doug McKinney

	Role Description: Set-up, organize and coordinate all troop service projects.  Communicate events to scouts and parents.  Secure the necessary materials and equipment.  Secure permission slips and tour permits.  Provide Advancement Coordinator with numbers of service hours earned by individual scouts.


	RECRUITING

	Position
	Adult Leader

	Recruiting Coordinator
	Heather Duncan

	Role Description: Coordinate troop recruiting events throughout the year organizing at least two formal recruiting events.   Organize open houses.  Communicate with 2nd year Webelos  inviting them to come to troop meetings.  Provide new scouts with troop materials and helping them with initial acclimation.  


	TRAINING COORDINATOR

	Position
	Adult Leader
	Back-up

	Training Coordinator
	Dianne Lupia
	

	Role Description: Ensure troop leaders and committee members have opportunities for training.  Maintain an inventory of up-to-date training materials, videotapes, and other training resources.  Work with the district training team in scheduling Fast Start training for all new leaders.  Be responsible for BSA Youth Protection training within the troop.  Encourage periodic junior leader training within the troop and at the council and national levels.


	TROOP EQUIPMENT

	Position
	Adult Leader
	Back-up

	Equipment Manager
	Bill Duncan
	Terry O’Malley

	Construction Manager
	Bill Duncan
	Terry O’Malley

	Equipment Manager Role Description: Coordinate all troop equipment.  Organize large troop trailer and mobile trailer.  Inventory all troop equipment. Ensure all equipment is in good working order and is clean.  Secure and organized equipment for each Camp out.    Determine new equipment needs and place requests with Scoutmaster and Committee.  Purchase and inventory new equipment

Construction Manager Role Description: Design and coordinate any troop-level construction projects.


	SPL/ASPL Advisor

	Position
	Adult Leader
	Back-up

	SPL/ASPL Advisor
	Jason Markle
	

	Role Description: Work with the SPL / ASPL to develop agendas for troop meetings.  Coach SPL/ASPL on how to facilitate meetings and provide direction to PL.  Ensure that PLC meetings are scheduled monthly with effective agendas developed.    


