Appendix 1 – Campmaster Checklist

Troop 516 

Campmaster Checklist

	
	Date
	2 Months Out (or longer if needed)

	⁯
	
	Contact Scoutmaster and get name(s) of Adult Program Coordinator and Senior Patrol Leader for the activity.  Agree on roles, responsibilities, and timelines.

	⁯
	
	Perform activity planning (POCs, costs, liability release forms, emergency point of contact numbers, nearest medical facilities, water availability, fires permitted, toilets, etc.).  

	⁯
	
	If payment schedule necessary (typically for summer camp and high adventure camps), determine amounts and due dates and publicize to Troop.  

	⁯
	
	Identify training requirements and coordinate with Committee / Scoutmaster.  

	⁯
	
	Review Guide to Safe Scouting for specific health form requirements for the activity.  Perform initial coordination with Health and Safety Chair if health form requirement is great than Class 1.  

	⁯
	
	Identify special gear, training, skills, materials required

	⁯
	
	Develop permission slip.  Send electronic version of approved permission slip saved in a .pdf format via a plain text e-mail to Troop Webmaster and Troop families (ask Committee Chair /Activity Chair for assistance to send e-mail via Troopmaster software to all Troop families.)

	⁯
	
	Update Troop Committee, Scoutmaster, Program Coordinator, and PLC on activity plans

	
	
	One Month Out

	⁯
	
	Coordinate activity payments with Troop Treasurer and collect permission slips 

	⁯
	
	Coordinate submission of National Tour Permit (if required) to National Capital Area Council with Committee Chair / Committee Member.  Required for trips greater than 500 miles one-way or out of the country.  Read applicable sections of the Guide to Safe Scouting.  

	⁯
	
	Update Troop Committee, Scoutmaster, Program Coordinator, and PLC on activity plans and  provide list of participants 

	⁯
	
	Apply for Backcountry Camping Permit if required

	
	
	Three Weeks Out

	⁯
	
	Coordinate submission of Local Tour Permit (if required) to National Capital Area Council with Committee Chair / Committee Member.  Not required for day trips from Stafford nor for Council / District sponsored events).  Read applicable sections of the Guide to Safe Scouting.  

	⁯
	
	Coordinate activity payments with Troop Treasurer and collect permission slips

	⁯
	
	Notify participants if they do not have the requisite health form on file with the 

Troop

	⁯
	
	Update Troop Committee, Scoutmaster, Program Coordinator, and PLC on activity plans and  provide list of participants


	
	
	Two Weeks Out

	⁯
	
	Develop activity agenda / schedule; include inclement weather plan

	⁯
	
	Identify adult drivers and sufficient vehicles to transport all participants and equipment

	⁯
	
	Complete transportation plan (drivers, planned stops, cell phone list, route maps for all drivers – Mapquest.com, RandMcNally.com, etc.)

	⁯
	
	Coordinate activity payments with Troop Treasurer 

	⁯
	
	Notify participants if they do not have the requisite health form on file with the Troop

	⁯
	
	Update Troop Committee, Scoutmaster, Program Coordinator, and PLC on activity plans and  provide list of participants

	
	
	One Week Out

	⁯
	
	Coordinate activity payments with Troop Treasurer; validate permission slips against paid list; get signed Troop check if needed 

	⁯
	
	Update Troop Committee, Scoutmaster, Program  Coordinator, and  PLC on activity plans

	⁯
	
	Ensure designated adult is prepared to buy food for “Old Goat Patrol”

	⁯
	
	Coordinate getting copies of appropriate health forms for each participant from Health and Safety Chair; review health forms and inform Scoutmaster / Program Coordinator of any specific health needs or allergies.  

	
	
	Day of Departure

	⁯
	
	Ensure necessary camping equipment and food for “Old Goat Patrol” is loaded into vehicles

	⁯
	
	Crosscheck roll call, permission slips, and personal health forms with Scoutmaster, Program Coordinator,  and Senior Patrol Leader

	⁯
	
	Ensure each driver has directions / maps, two-way radios/cell phone numbers, and copy of Troop phone roster.  Have drivers sign Driver’s Pledge if they have not done so already.  

	⁯
	
	Check in Troop at the destination site or activity

	
	
	No Later Than One Week After

	⁯
	
	Submit list of participants and any advancement / merit badge information to the Scoutmaster, Program Coordinator, Advancement Chair, Merit Badge Coordinator, and/or Troopmaster Chair as needed

	⁯
	
	Submit list of drivers and the mileage driven (from Mt Ararat Baptist Church to the activity site, and return) to the Troopmaster Chair 

	⁯
	
	Return copies of personal health forms and signed Driver’s Pledge forms to Health and Safety Chair

	⁯
	
	Submit after action report to Troop Committee at the next scheduled meeting

	
	
	Provide list of participants to the Troop Treasurer and coordinate any financial issues, including reimbursements

	⁯
	
	Update Activity Folder with all documentation.  Save electronic files to diskette / CD or e-mail to the Committee Chair / Activity Chair.  Return folder to Committee / Activity Chair for filing. 
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