Troop 80 Tour Leader

The purpose of this document is to provide an outline of the activities that should be accomplished by each tour leader. If you have any questions, please contact the Scoutmaster.

Tour Leader Definition:  The tour leader is an adult registered with BSA as a Scoutmaster, Asst. Scoutmaster or Committee member.  The tour leader is responsible for overseeing all of the activities related to planning, executing and following up on a troop trip or outdoor event.  

Planning – Effective planning is necessary for a successful outing.  Planning must occur far enough in advance to allow enough time for troop members to prepare and for the necessary reservations to be made.  Typically, outing dates are established during annual planning in October of each year.  Dates for the outings, therefore, should be on everyone’s schedule way in advance.  The following is a list of tasks that must take place prior to the outing.

1. Determine Trip Details (4+ months prior) – During annual planning, the committee often times just establishes a date and a high-level description of the outing.  Further research and planning is often required before trip arrangements can be made.  Work with the patrol leader council and the troop to come up with and nail down specifics around the trip.  Determine where you want to go.   What activities are going to be done.  What special requirements are necessary.  What special equipment is necessary.  Also submit any special costs to committee for approval. (This task can be given to the scoutmaster)

2. Get Initial Count – (3+ months prior) To determine the size of our camp site or the equipment needed get an initial count of the scouts and adults that plan on attending.  

3. Secure Location – (3+ months prior)  Make the necessary reservations.  Reservations could be limited to securing a campsite or as complex as reserving canoes, guides or fishing boats.  The tour leader should pay any necessary fees (pre-approved by committee) and submit a receipt to the scoutmaster for reimbursement. 

4. Special Training – If special training is required (e.g. all troop members must past a BSA swimming test before going on a water activity),  schedule the special training, communicate the need for and timing of the training to the troop.  Oversee the training activity and ensure that all troop members going on the trip have completed the training. 

5. Special Equipment – If special equipment is necessary, work with the quartermasters and the adult equipment manager to secure the equipment prior to the trip. 

6. Health Forms – All scouts and adults participating on any camping even must have completed the class 1 health form (filed with the scoutmaster).  For resident camp or any camping activity over 72 consecutive hours, a class 2 medical form is required.  This form requires a signature of a physician and is good for 36 months.  A class three is required for all adults over the age of 40 going to resident camp and for any scouts going on a high-adventure outing such as Philmont.  Please contact the scoutmaster and see if the proper health forms have been filed for the participants.  

7. Final Count – (4 weeks prior)  Get a final count of the scouts and adults planning on attending.  Make sure there are enough adults signed up to cover two-deep leadership, to pull the trailer (if necessary) and to drive the scouts to the site.  If there are special adult training requirements (e.g. CPR, Safety Afloat, etc), confirm the final participating adults have the proper training.  Also, all adults going on the trip must have completed the background checks.  Please verify with the scoutmaster for any parents who are planning on attending.

8. Permission Slips – (4 weeks prior) Pass out permission slips to all scout participants.  Ask to have them filled out and turned in at the next troop meeting.  <<below is an example.  Modify for your outing>>
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9. Tour Information Sheet (4 weeks prior) – Create a tour information sheet and send out via e-mail to all participants.  This information sheet will have details about the trip, the route and emergency contact information.  It also contains the personal supplies that each scout will need for the camp out.  In the case of a water trip, the tour information sheet should also include the float plan.  A float plan simply outlines the water route the troop will take with the expected stops and times.  <<below are examples.  Modify for your outing>>
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10. Tour Permit – (3 weeks prior)  Complete a tour permit and submit to the council office for approval.  The tour permit is required by BSA for all trips which require commuting.  If you need a blank form you can pick one up at the council office or ask the scoutmaster.  To fill out the form, you will need vehicle information from those driving.  The scoutmaster has most of that data in the troop database.  You can also ask the scoutmaster for that information.     

11. Trailer – (3 weeks prior)  If the trailer is being used, make sure that one of the adults attending will be able to pull the trailer.  Make sure that you (or someone that is going) has the keys to unlock the trailer and the Church.  

12. Final Planning – (2 weeks prior) – Ensure that the troop meeting agenda has time set aside to discuss the trip and plan for the food, activities and equipment.  In the troop part of the meeting, discuss the information such as departure/pick-up times, review personal gear requirements and any special situations such as money needed while on the trip.  In the patrol segment of the meeting, the patrol leaders should work with the patrols to plan the menus, duty rosters, equipment and assign the person responsible for picking up the food.  

13. Campout Information Folder – Prepare a folder that has all of the information needed for the trip.  The folder should include the tour permit, the permission slips, directions to the outing (enough for each of the drivers), a troop roster with phone numbers, a medical information sheet (you can get this from the scoutmaster),  reservation information, the Guide to Safe Scouting, extra tour information sheets, a pen and extra paper. 

14. Confirm Reservation -  (1 week prior)  – One week prior to the trip, follow up on any reservations that were made to ensure they are still in place and to get any last minute instructions. 

Departure – The troop will meet at the designated location for departure.  Perform the following steps before heading out.

1. Trailer   – Verify with the quartermaster and the equipment manager that the trailer has been properly loaded with the troop equipment.  Personal equipment may also be loaded in the trailer to save room in the cars.  The quartermasters are in charge and should see that everything is properly loaded and that the trailer is locked up.  Note: If going on a trip where the water supply is questionable, have the quartermasters fill the water containers prior to departing.

2. Parents – Make sure each parent is aware of our travel plans and has a copy of the tour information sheet.  Hand out additional copies if necessary.  

3. Medicine – Collect any medicine that is to be handed out during the camp out.  You should have a list from the permission slips that were handed in.  The only medicine that the allowed to have is the emergency medicine listed on the permission sheet.

4. Routes/Maps – Pass out maps to the destination to all adults that are driving.  Make sure everyone clearly understands the route and what to do if they get lost.  It is a good idea to have cell phone numbers or walkee talkees on the trip.  

At Camp – While at camp, the tour leader is responsible for the following tasks.

1. Check-in   – Upon arriving the tour leader will check in with the proper personnel and secure necessary site information or keys.  

2. Site Inspection – When the troop arrives at the site or cabin, the tour leader will make an initial inspection to ensure identify anything this broken or missing.  This information will be used at checkout.

3. Leaders Meeting – If staying at a boy scout camp, there is usually a camp masters meeting at night.  The scoutmaster usually attends this but if the scoutmaster isn’t on the trip the tour leader can take his place.  The camp master will need to see the tour permit and will want a copy of the troop roster. 

4. Outing – The rest of the outing should be run by the scouts.  Activities should be done as scheduled and meals should be held as scheduled.  The tour leader is responsible for any activity that required special reservations (e.g. Fishing Boat).  

5. Clean-up/Site Inspection – At the end of the camp out, the tour leader would get the scouts together to clean up and do a site inspections.  The standard “leave no trace” should be mentioned to the scouts.  At scout camps, the camp master will also come for a formal inspection.  You and the Sr. Patrol leader should meet with the camp master for this inspection.  

6. Departure – Make sure all of the adults have maps and reverse the route to return home.  If a firm return time was not set, the scouts can call parents on route to let them know when we expect to arrive back.

Wrap Up –   To wrap up the trip, take the following actions:

1. Arrival Home   – Upon returning home, make sure that the trailer is secure and that any perishable food is given to scouts/adults to take home.  All garbage should be removed from the trailer and thrown out.  Anything that got wet during the camp out (tents, drop cloths, etc) should be given to individual scouts to take home, dry out and return at the next troop meeting.  All other food should be removed from the trailer and stored in the church basement.

2. Parents – Make sure that all of the scouts have been picked up by parents before departing yourself.  If anything happened on the trip that the parent should know about (e.g. a scout got hurt), please let the parent know before they depart.  

3. Next troop Meeting – Work with the quartermasters and the troop equipment manager to make sure that all tents have been returned.  Equipment should be inventoried, re-stowed and cleaned if necessary by the quartermasters.  There should also be an agenda item to “debrief”.  Discuss what when well and what could be improved at the next trip.  Troop scribes should keep a record of this to be used for planning the next camp out.    

. 
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Winter Camp Information Sheet


Parents and Scouts, 


Troop 80 will be going on a camp out at Hidden Valley from March 4th to March 6th.  We will be leaving the church on the 4th at 6:30pm and returning back to the church at 10:00am on March 6th.  Troop dues will pay for this trip so there is no additional cost.  Breakfast, Lunch and Dinner will be provided by each patrol on Saturday and breakfast will be provided on Sunday.  


Personal Equipment


Each scout must be dressed for the weather.   It is expected that each scout have the appropriate winter footwear, gloves and a hat.  A chapel and Camp Fire event will be held on Saturday night in the mess hall so scouts should have their class A uniform shirts with them.   Each scout should have the following additional equipment:


Clothing


2 Changes of underwear 


2 Changes of socks


Tennis shoes (for indoor use)


Boots


2 Tee Shirts and / or Long sleeve shirts


2 pair of long pants


Sweat Shirt


Coat


Rain Gear


Hat


Gear


Pocketknife Totin’ Chit


Water Bottle


Flashlight


Sun Protection


Sleeping Bag


Cleanup Kit


Soap


Toothbrush


Toothpaste


Dental Floss


Comb


Washcloth


Towel


Contact Information


In case of Emergency, you can contact us using one of the following cell phone numbers:


Scott Philp -  717-979-1350


Neal Rudnick – 717-386-8980


Maps to the Hidden Valley camp can be found on their web site at:  http://www.keystonebsa.org/CAMP/INDEX.HTM
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Event: Gettysburg Hike


Departure Information  

Date: November 13th , 2004


Time: 8:00 a.m.


Place: Mechanicsburg Presbyterian Church


Return Information


Date: November 13th, 2004


Time: 4:30 – 5:00 p.m.  


Place: Mechanicsburg Presbyterian Church


Travel Information


Destination:  Gettysburg Battle Field

Car Assignments:  We will be making the car assignments once we have a count of attendees

Travel Route: US 15 south for 22 miles.  Take US-30 West exit toward Gettysburg 2.3 miles.  Turn right onto Lincoln Square go .1 miles.  Turn Right onto US-15 Business go .7 miles.  Bear Left on PA-134 go .2 miles.   Arrive at the visitor’s center 97 Taneytown road.   


Expected Stops: none


Special Travel Needs (money, etc):  Each scout will need water and any desired snacks. 


Contact Information


Cell Phone Number: 717-979-1350 (Scott Philp)


Activity Schedule


8:00am 
Depart Mech Presby Church

9:00am

Arrive at Gettysburg Visitors Center


9:30 am
Depart on Hike of the Billy Yank Trail


12:00pm
Stop on Trail for packed lunch 


3:30pm

Return to Visitors Center Snack/water break


4:00pm

Depart for home

5:00pm  
Arrive back at the church   

Personal Equipment


Clothing:  Dress in layers so that you can add or remove layers as needed.  Be sure to bring a warm hat and gloves or mittens.  Good hiking boots are a must.  In case of rain, be sure to pack rain gear.


Food:  Pack a lunch to eat on the trail and plenty of water.  


Misc: Even though it could be cold, sun block and sun glasses are recommended.


Backpack: A light school backpack is recommended to carry your lunch, water and rain gear.    
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As the parent or legal guardian of _____________________, I hereby give my permission for this child to participate in a camping event with Troop 80 to Hidden Valley from 3/4/05 to 3/6/05.







Location



Departure Time:
6:30pm
Date:
03/4/05
Mech Presby Church



Return Time:
10:00am
Date:
03/6/05
Mech Presby Church



Trip leader:
Scott Philp (Scoutmaster)   / Neal Rudnick (Asst. Scoutmaster)


Activity:  Camping at Hidden Valley




I give permission to the leaders of the above unit to render First Aid, should the need arise.  In the event that my child should require immediate emergency medical treatment while on this trip and parent/guardian cannot be contacted, I give troop leaders permission to authorize any immediate emergency medical treatment necessary for my child’s health and well being.  In order to provide appropriate medical care, please complete:



Chronic medical condition/allergy _ _________________________________________________________



Treatment required _____________________________________________________________________



Physician prescribed daily medication at home/school___________________________________________










(Name)


 
_________________________________________________________________________________________




(Dose)




(Time)



_________ My child should receive medicine at prescribed time from Troop 80 leaders.



_________ My child should be allowed to take emergency medications such as inhalers and epi-pens on his own.



_________ My child should not take medicine on this trip.



_________ My child may be given Tylenol or Tums if he becomes ill.


I further agree to hold the above named unit and its leaders blameless for any accidents that might occur during this outing except for clear acts of negligence or non-adherence to BSA policies and guidelines.



In case of emergency, I can be reached by phone at  ___________________



If I cannot be reached, please contact __r______________________ at  ______________.



Signed: ______________________________  Date: _______________





(Parent or Guardian)




