Information for Trip Coordinators

(Revised August 2005)

Thank you for volunteering to coordinate an outdoor event.  If you discover that you are unable to fulfill your commitment, please find another parent to swap with you and inform the Outdoor Chair and the Trip Leader of the change.  For day trips, announcement, signup, tour permit and post-event report are required.

Responsibilities:  Support ASM Trip Leader and the Troop by providing organizational and logistical assistance, including:

1. Announcements and signups

2. Gather helpful information from ranger, ASMs and other sources for activities, maps, weather check for winter trips.

3. Obtain approval of Tour Permit.

4. Collect money, assign duties and distribute money to cooking group leaders and drivers.

5. Provide parking permit (if available) driving directions and maps.

6. Prepare and submit post-trip report to Outdoor Chair and any residual money to the Treasurer.

Tasks/Timeline: Trip Coordinator participation on trips is not required but is welcomed.

1. 7-8 Weeks prior to the event, communicate with Outdoor Chair and Trip Leader about the event.  From Outdoor Chair obtain camp fee amount, parking and any relevant campsite info.  From Trip Leader discuss activity plan, time of departure and return.

2. Estimate costs:

a) Camp fee: Divide camp fees by number of expected participants (usually 10~14 for most trips, 15 ~ 20 for popular trips).  

b) Gas cost:  Estimate driving distance from Palo Verde to destination and calculate cost at $0.25 per mile, assuming five persons including driver to one car, i.e., $0.05 per mile per person.  Divide total gas money equally among the number of drivers. Do not forget the mileage is based on round trip, i.e., two times distance between Palo Verde School and destination.

c) Meal costs: Estimate meals at $3 for breakfast, $4 for lunch and $5 for dinner ($12 per day). For snow camping trips use $15.00 per day for food.

3. Make announcement 6-4 weeks prior to the event by paper flyer at meeting(s) AND e-mail Troop 5 list.  Include 10 Essentials on the back side of the flyer or web address to Troop 5 website’s 10 Essential list for camping trips, i.e,. www.troop5paloalto.org . Take sign-up at each troop meeting and by e-mail.

4. 3 weeks prior to trip – Prepare Local Tour Permit (<500 miles) and obtain signature from trip leader and asst. trip leader.  (Tour Permit Form may be downloaded from http://www.pacsky.org/resources/forms/tourpermits.html or obtain a hard copy from scout store at Lucie Stern Community Center.)  Submit Tour Permit two weeks before the event via fax to Lucie Stern Scout Center (Ph.: 650-327-5900; Fax: 327-1905) or in person.  Driver Information is already on file at Lucie Stern Scout Office. Obtain stamped approved Tour Permit (fax copy is OK)  – see Paragraph 7 below.

5. 4 weeks prior to the event, collect money from scouts and all adults including trip leaders, ASMs and drivers.  Do not make exceptions to modify the amount of money collected.  You may give refund to certain individuals after the trip, e.g., someone who wishes to bring his own food can get cost of food refund.

6. Monday before the event: 

a) Assign cooking groups (3-6 scouts per group) by grouping scouts according to patrols and based on current Outdoor Activity Record maintained by Outdoor Chair.  You should consult with the Trip Leader or Robin Holbrook who may be able to provide input based on scout advancement status.  (From time to time, other factors, such as grouping the scouts by Northern Tier crews, may over ride these general rules of thumb.)  

b) Distribute food money with written information (no. of meals and names of scouts in the cooking group) on the envelope.  Do not pay on behalf of a scout who has not paid yet unless you have contacted the parents and obtain their assurance that they will reimburse you.

c) Provide Final Instructions to all event participants by e-mail and paper with a reminder of what to bring for specific trips in addition to the Ten Essentials.  It is good practice to check with Trip Leader about the details for the preparation of the Final Instructions.  

d) Scouts should check out camping and cooking equipment through the Quartermaster.  

e) Trip Coordinator should inform Medical Form Officer about how many medical form packets are necessary – one packet per driver.  Remind drivers never to remove anyone’s form from the packet.  The Medical Form packets must be a complete set.

7. Day of the event, do roll call at departure assembly location, usually Palo Verde School.  Distribute driver money, medical form packages, provide driving directions, maps and parking permit to each driver.  Give approved Tour Permit to Trip Leader.  

8. Remind scouts to air their tents and washed the cookware at home before returning them to the Troop at the first Monday Meeting following the trip.

9. Post-Event Report: Prepare and submit written report to Outdoor Chair within one week of the event with the following information:

a) Actual list of scouts and adult participants;

b) Duty assignments: cooking group leader and assistant group leader for both scouts and adults including drivers for the record;

c) Accounting of monies collected, distributed and balance for turning in to Treasurer.

d) Optional comments about this event for next trip coordinator for this particular event and the Outdoor Chair.

Cancellation Policy:

A trip may be cancelled last minute due to weather conditions posing serious safety issues for the particular event.  This decision is made jointly by the Trip Leader and the Scout Master or his designee.  

The Trip Coordinator shall inform trip cancellation to (a) all participants via a phone tree based on cooking groups, and (b) the Outdoor Chair, who will in turn inform the ranger at the campsite immediately.  Gas fees, equipment fees, will be refunded.  

Food, if already purchased, will be distributed to the participants by cooking group leader where possible.  Camp fees, if refundable in part or in whole can be refunded to participants.  If only partially refundable, Outdoor Chair can ask the Committee about how much to refund, i.e., whether the Committee financial condition can pay for the non-refundable portion in order to give full refund of camp fees to participants.

Individual participant who chooses to drop out of an event will only receive refund if the trip coordinator has not yet distributed the funds.  Once the food money is distributed, no refund will be given to the paid individual.

Thank you very much!!!  The Troop appreciates your help to make each event safe, fun and enjoyable.  We cannot deliver this program without your help!
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