Extracted from Troop Handbook

Adult/Parent Side: Positions & Committees

Troop Committee

The Troop Committee (TC) is the primary policy board of the Troop.  The Committee is made up of the Troop Committee Chair, Scoutmaster, Assistant Scoutmasters, and the heads of the other committees or named positions listed below.  The TC meets monthly, generally on the Wednesday night before an outing, at 7:00 in the Church Library.  All parents are welcome to attend, and in fact will be recruited to work for and eventually head up functions in the Troop.  Scouting does not work without involved parents.

After setting policy, the primary job of the Troop Committee is theoretically to hire and supervise the Scoutmaster.  This is entirely theoretical, as the Scoutmaster in Troop 166 knows more about what the Troop Committee should do than we do.  In addition to the Scoutmasters and the Troop Committee Chair, the committees or positions represented on the Troop Committee are:

	· Treasurer, 

· Advancement, 

· Outdoor,
· Fund Raising: Compost sale, 
· Fund Raising: Car wash, 
· Courts of Honor, 
· Eagle Courts,
	· Communications (Secretary/Newsletter)Web Site, 
· Service Projects, 
· Scouting for Food, 
· Friends of Scouting, 
· Kerchiefs Tailor, and 
· Wedgwood Community Liaison


The TC meets monthly and follows a lose version of Robert's Rules of Order to make decisions, review and set policy, budgets, troop calendar issues, etc., plan any parent related activities calendar, and generally coordinate the two 'sides' of the Troop.  The Chair sets the agenda, and the secretary takes the minutes using the form, and distributes them to the Committee and the web master for posting.  The model here can be found on the Web site in both .pdf and .doc form, so that it can be modified before a meeting and distributed to the TC to review before the meeting.

TC Archive 

(Eventually, on the web site we'll have links to agendas and old minutes, by date, with newest first)
Scoutmaster & Assistants

The Scoutmaster is the ‘Chief Operating Officer” of the Troop.  He doesn’t do everything, but is responsible for making sure it is getting done, particularly on the ‘Boy’ side of the Troop, but also relative to the Parent side as well.  His assistants have more narrowly defined primary responsibilities, but are all generally responsible for participating as adult leaders in activities and on outings, and making sure boys advance, and are learning.  Being a Scoutmaster is about being a mentor.  

Scoutmaster 

· Train and guide boy leaders to run their Troop.

· Work with and through responsible adults to deliver the lessons of Scouting to boys.

· Meet regularly with the Patrol Leaders’ Council (PLC) for training and planning of Troop activities.

· Attend all Troop meetings or have a qualified Assistant as a substitute.

· Work with and advise Outdoor Committee and Outing Sponsors to ensure a smooth development and execution of the calendar

· Assist the Troop Committee Chairman in planning the Troop Committee meeting agenda.

· Attend Troop Committee Meetings

· Conduct or delegate Scoutmaster conferences for all rank advancements and youth personal development as needed.

· Encourage Scouts to attain First Class rank in their first year and at least one rank advancement per year after that.

· Provide a systematic recruiting plan for members and see that they are properly registered.

· Make it possible for each Scout to experience at least ten (10) days and nights of camping each year.

· Participate in Council and District Activities.

· Take part in Webelos Scout graduation ceremonies in Packs sending boys to the Troop.

Asst.  Scoutmasters 

To fulfill obligations to the troop, the Scoutmaster, with the assistance of the Troop Committee, recruits Assistant Scoutmasters to help operate the troop.  Each Assistant Scoutmaster is assigned specific program duties and reports to the Scoutmaster.  They also provide the required two-deep leadership standards set by the Boy Scouts of America.  An Assistant Scoutmaster may be 18 years old, but at least one in each troop should be 21 or older, so he or she can serve in the Scoutmaster's absence.  A troop should recruit as many Assistant Scoutmasters as possible.

These job descriptions are guidelines and specific responsibilities move around, and are completed by the entire group as resources are available.

Asst.  Scoutmaster (Registrar)
· Manage the annual re-Chartering

· Maintain the Troop Roster and e-mail addresses

· Manage billing and collection of dues, and interface with Treasurer

· Manage the registration of new members and Cub Scouts, and transfers from other Troops to ensure proper paperwork

· Reserve the Troop’s slot at Camp Parsons, and serve as the primary point-of-contact for Camp Parsons administrative issues

· Conduct Scoutmaster Conferences as needed

· Attend Camp and serve as Merit Badge/Advancement Coordinator at Camp

· Supervise and help procure camp equipment

· Other duties as required

Asst.  Scoutmaster (Outdoor Activities)
· Serve as the Troop Leader in the absence of the Scoutmaster

· Attend Round Tables and Stay on top of District and Council Activities

· Work with and advise Outdoor Committee and Outing Sponsors to ensure a smooth development and execution of the calendar

· Work with PLC to ensure appropriate outdoor skills training at Troop Meetings

· Work with Merit Badge Counselors to ensure outdoor skills merit badge classes are included in the annual program

· Encourage development of programs for monthly outdoor or special activities.

· Promote, through family meetings, attendance at Troop campouts, camporees, and summer camp to reach the goal of one outing per month.

Asst Scoutmaster (Leadership Dev)
· Be responsible to the Scoutmaster for leadership & related training programs and activities of the Troop.

· Work with the PLC to include leadership development activities within the overall program

· Take the lead in periodic Troop JLT sessions with the Scoutmaster, and coordinate Troop participation in District or Council JLTs and Adult training (Woodbadge, etc.) – Follow up with boy leadership to make sure they understand the value of planning, agendas, action items, delegation, follow-up, to-do lists, etc.  and other management tools.

· Work with the Senior Patrol Leader & Scribe in administering Troop operations, and the planning, agenda development, recording of minutes, and follow-up to meetings.

Asst  Scoutmaster (Recruiting)
· With the Scoutmaster and Troop Committee Chair, set recruiting and retention goals and devise programs and policies to meet them

· Work with Webelos Den Leader(s) & Cub Masters related to the Troop

· Maintain excellent relationships with elementary and middle schools within the Troop’s recruiting emphasis zone (Seattle: East of I-5, South of NE 145th, West of Lake Washington, North of NE 50th)

· Maintain excellent relationships with Churches and other Community Groups within the Troop’s recruiting emphasis zone

· Conduct recruiting meetings as required in the Fall and Spring

· Coordinate PR and Troop image campaigns with Community Liaison

· Coordinate joint Webelos Den-Troop activities.

· Mentor Den Chiefs 

· Mentor Troop Guides

· Assist in securing instructors for Webelos activities badges and Boy Scout skills.

· Attend New Boy Patrol meetings and outings

· Attend training courses and Roundtables.

Asst Scoutmaster (High Adventure)
· Work with Scoutmaster, Outdoor Committee and (primarily) older boys to ensure that there are outings and training and advancement opportunities that are more fun and appropriate for older boys to keep their interest level in Scouting high.

· Attend meetings and participate in Troop Activities generally – with an eye toward increasing participation of older Scouts

Troop 166 does not (yet) have a Venture Crew associated with it primarily because none of our alumni wanted to join Venturing, and we have not had any requests from local girls to start one.  If a leader stepped forward and proposed starting one, the Troop Committee would entertain the suggestion.   Venturing is a co-ed BSA organization running from age 14 to age 20.  Their focus is much more on outings and related activities, and less on service.  When one comes along, this Assistant Scoutmaster would probably become the Venture Crew Advisor.  As it is we have an Assistant who has told the older boys that when THEY want to organize some High Adventure outings, he'll support them – but he isn't going to organize them for the boys:

· Serve as Adult resource for a Crew

· Attend Crew meetings regularly.

· Recruit others to assist.

· Involve the Venture families.

· Support planning activities.

· Aid in leading activities.

Parent Positions

Troop Committee Chair

· 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.

· See that Troop leaders and Committee members have required and necessary training opportunities.

· With the Scoutmaster, Interpret national and local Council policies to Troop.

· Work closely with Scoutmaster in preparing Troop Committee meeting agendas.

· Call, preside, and promote attendance at monthly Troop Committee meetings and any special meetings that may be called.

· With the Outdoor Committee Chair, ensure that the draft Troop Calendar is completed as quickly as possible after the May Outdoor Committee planning meeting

· Ensure Troop representation at monthly Roundtables.

· Secure top-notch, trained individuals for camp leadership.

· Arrange for (delegate) Charter review and re-charter annually.

· Ensure that the Troop’s meeting places at the Church and School are properly reserved, and the two institutions are kept aware of the Troop’s calendar and activities.

· Keep an eye out for service opportunities, including Eagle projects, that will benefit the Church and School

Treasurer 

· Handle all Troop funds.

· Pay bills on recommendation of the Scoutmaster and Troop Committee Chair, 

· Follow Financial policy as set by the Troop Committee

· Maintain checking and savings accounts.

· Train and supervise the Troop Scribe in record keeping.

· Receive Troop income from Outing sponsors, fund raising sponsors, and others, and provide or cause to be provided proper accountings for all income and expenses associated with fund raising.

· Keep adequate records in the Troop accounts.

· Report on progress toward fund raising goals, and maintain financial performance records to show what boys are meeting dollar and hour targets

· Report to the troop Committee at each meeting.

· Lead in the preparation of the annual Troop budget.

Advancement Chairman 

· Encourage Scouts to advance in rank.

· Arrange and conduct periodic Troop boards of review.

· Coordinates periodic courts of honor

· 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 Scribe to maintain all Scout advancement records.

· Work with the Troop librarian to build and maintain a Troop library of merit badge pamphlets.

· Work with the Web Master to ensure that boys’ advancement progress is properly promoted both to give the boys recognition – but also to protect their identities.

Outdoor Committee

This committee is made up of parents, the Scoutmaster, Assistant Scoutmasters, and the Outdoor Committee Chair, and its primary jobs are to:

· Create a draft Outdoor Activity Calendar in May of each year for the coming year (October to September.

· Recruit outing sponsors to organize each of the outings (using sponsor resources found on the Web site), and then write up Trip Bulletins, create budgets, manage sign-up, permissions, transportation, etc.  for each outing.

· The Outdoor committee chair’s goal is to have outing sponsors recruited and trained by the end of June so that they can complete their Bulletins and get them posted by September 1

· The chair and the sponsors are responsible for keeping Outing sponsorship documentation and the outing history on the web site up to date

· Chair follows up with Sponsors to train them and make sure they will make their planning and publishing deadlines and have necessary planning and program resources available on the Troop Web site

· Chair is the back-up Sponsor for outings in the event that a Sponsor flakes out.

Fund Raising: Compost Sale Committee

The compost sale is the most important fund raising event the troop operates each year in the spring.  The troop raises funds to fulfill the goal of subsidizing all but $25 of the costs of boys going to summer camp, cover basic troop operating costs not covered by dues, and underwrite other costs such as subsidies for outings to destinations such as Camp Sheppard or Meany Lodge that the troop attends but subsidizes to keep families’ costs down.  This committee is made up of parents, the Scoutmaster, Assistant Scoutmasters, and the Compost Sale Committee Chair, and its sole job is to maximize revenue and community good will associated with the Troop selling compost each spring.

To do this the Committee:

· Budgets, plans and executes the compost sale each year

· Works with the Boy Leadership to make sure the Boys remain informed as to their roles and responsibilities – and appreciate the importance of sales and participation.

· Works with the boy leadership to ensure that the Patrol Leaders understand the significance of the sales, and are out there promoting and selling tickets

· Works with the Web Site committee to ensure that an electronic commerce function is operating so that we can take large orders all year

· Works with the Communications and other community liaison committees to promote the sale and ensure a good image

· Work with local groups such as the Wedgwood Community Council, Wedgwood Presbyterian Church, Audubon Society, and local merchants so that our efforts work in coordination with theirs

· Ensure that proper documentation is maintained on who buys compost so they can be contacted in subsequent years

· Ensure that orders are properly documented so that they can be delivered by the supplier (bulk), bagged and delivered by the Troop, held for pick up, or sold on a walk-up basis on the day of the sale

· Ensure that additional revenue opportunities such as sales of coffee and donuts are developed and implemented, and discontinue ideas that no longer work effectively or use up more parent volunteer time than they can justify

· Ensure that proper documentation is maintained on which boys should get credit for sales both for patrol points, but also to document each family’s success in meeting the annual fund raising quota per boy

· Ensure that the policies and procedures, equipment lists, and costs involved in putting on the compost sale are well documented, and updated after each sale for successive generations of the Troop

· Ensure that the PLC is aware of upcoming deadlines, including Christmas Compost Pre-Orders, Web sale opportunities, Signage painting work parties, the big sales push in the Spring, prior to the event, and day-of-event participation

· Works to develop ‘extensions’ to the Troop’s sales efforts in conjunction with other fund raisers who might want to have compost added to their efforts – and are willing to ‘sub’ the compost out to our Troop 

Fund Raising: Car Wash Committee

The Car Washes (2) are the second most important fund raising events the troop operates each year (generally) in the October and again in May.  The troop raises funds to fulfill the goal of subsidizing all but $25 of the costs of boys going to summer camp, cover basic troop operating costs not covered by dues, and underwrite other costs such as subsidies for outings to destinations such as Camp Sheppard or Meany Lodge that the troop attends but subsidizes to keep families’ costs down.  This committee is made up of parents, the Scoutmaster, Assistant Scoutmasters, and the Cara Wash Committee Chair, and its sole job is to maximize revenue and community good will associated with the Troop washing cars in the Church Parking lot.

To do this the Committee:

· Budgets, plans and executes two car washes each year

· Works with the Boy Leadership to make sure the Boys remain informed as to their roles and responsibilities – and appreciate the importance of sales and participation.

· Works with the boy leadership to ensure that the Patrol Leaders understand the significance of the sales, and are out there promoting and selling tickets

· Prints car wash tickets for pre-sales, plus flyers and posters that are distributed to the boys in the weeks preceding the car washes

· Works with the Web Site committee to ensure that an electronic commerce function is operating so that we can sell Car wash vouchers in the weeks leading up to the car wash

· Works with the Communications and other community liaison committees to promote the sale and ensure a good image

· Work with local groups such as the Wedgwood Community Council, Wedgwood Presbyterian Church, Kiwanis, and local merchants so that our efforts work in coordination with theirs

· Ensure that documentation is maintained on who gets cars washed so they can be contacted in subsequent years

· Ensure that proper documentation is maintained on which boys should get credit for sales both for patrol points, but also to document each family’s success in meeting the annual fund raising quota per boy

· Ensure that the policies and procedures, equipment lists, and costs involved in putting on the car washes are well documented, and updated after each car wash for successive generations of the Troop

· Ensure that additional revenue opportunities such as sales of coffee and donuts are developed and implemented, and discontinue ideas that no longer work effectively or use up more parent volunteer time than they can justify

· Ensure that the PLC is aware of upcoming deadlines, including Ticket Pre-Sales, Web sale opportunities, Signage painting work parties, the big sales push in the weeks before an event, and day-of-event participation

Court of Honor Committee

This committee is made up of parents, the Scoutmaster, Assistant Scoutmasters, and the Outdoor Committee Chair, and its sole jobs are to:

· Work with the PLC and SPL to put on programs at Courts of Honor as requested by the PLC

· Follow up with Scoutmaster and others on entertainment – generally slide shows of past outings, and announcements of major upcoming events

· The June CoH generally has a pot-luck dinner – provided by all families, but organized and executed by the Committee

· Other Courts of honor generally have dessert – provided by the Patrols

· Advancement Chair provides the program and purchases awards in conjunction with the Scoutmaster

Eagle Court of Honor Committee

This (small) committee is made up of a parent or two, and the parents of the Eagle Scouts who's ceremony is being planned.  Primary duties include:

· From the electronic templates (on the Troop Web Site) prepare a Program for the Ceremony based on the input developed through the development of the script for the Ceremony (below)

· From the scripts (top secret, and maintained by the Eagle Court Chair and the Scoutmaster) identify all the participants in the Eagle Court program, and follow up with the Eagles to ensure that the contacts are made, and confirmed

· Secure letters of congratulations from State Congressional Delegation, Governor's office, Mayor, and others, and create the Eagle Book to include copies of letters and certificates

· Secure membership in the National Eagle Scout Society (1st 5 years dues paid for by the troop)

· Work with and guide the family as to planning for Eagle Court locations, reception following, and other tasks that are the responsibility of the Eagle Families.

Communications: Secretary/Newsletter

This Committee has two components: document ‘creation’ and ‘electronic’.  The Secretary is the chair of the Communications Committee, and recruits as many assistants as required to both get the jobs done, and mentor the boy leaders such as the Scribe or the Historian.  

· The Secretary (and any assistants) produce Troop Committee minutes, 

· Help other parent (and boy) leaders prepare and distribute reports, plans, budgets, etc., 

· Periodically publish the newsletter.  

· Send e-mails to members of the troop and parents as required

· Keep the ASM-Registrar apprised of any changes to e-mail or mailing lists

· Edit content such as Historian’s reports and 

· Ensure they get to the Web team to be published on-line.  

· Some documents (hopefully very few) will be produced in paper form, but it is the Troop’s goal to move to an almost entirely electronic communication mode.  

· All documents produced will go onto the Web site and individual distribution will be done via e-mail – either by sending a notice and a link, or sending a copy of a document.  Only a very few documents will be printed or postal-mailed by the troop

· Individuals will be encouraged to print documents and forms as required from the Web Site.  

Communications: Web Site 

This is a relatively new Committee made up of the technical people who maintain the content on the servers, and the secure infrastructure needed to serve the web pages.  The technical details of how it is done change from time to time as resources and ‘deals’ become available, so the main function is to enhance the Troop’s ability to communicate, present its history and upcoming programs, and enable the Troop to sell car wash tickets and compost and solicit contributions and pay dues on line.  

This is all a ‘work in progress’ – or as they say in the trade – “under construction”, and it will never be “done”.  The Committee’s goal is to have the entire calendar up and on-line by September 1 of each year, including:

· Sponsor Packets for the outings, 

· History of all outings (including old sponsor information) from past outings from Historian.  

· Minutes from PLC and Troop Committee Meetings

· Photographs of outings and service projects (following Policy of not disclosing names of boys in the photographs)

· Providing a secure "side" to the web site for access by boys, leadership, parents and other troop members

· Troop’s service hours, outing participation, fund raising progress, etc.  should be available for the boys to see and track their own progress.  

· The library of merit badge books, patrol and used individual equipment inventories, and the Uniform Bank should also be on-line.  

· It is also our goal to make the Web Site an effective recruiting tool for both Troop 166 and Pack 161.  

· Things like parent handbooks and orientation materials, contact points for various things, and necessary FAQs should also be on the Web site.

· There are a number of (not very well documented) policies regarding Web publishing.  The most important is that No boys' names, particularly last names, can appear so that there is no way to track a boy via this web site

· Within Troop 166, our process is simple: If you want something on the web site, you create it in a MS Word format, Check with the Responsible Committee(s), Check with the Scoutmaster, Avoid publishing people's names and addresses – except behind a secure, password protected 'side', and even then no boys' last names.
Chaplain 

Troop 166 does not have a Chaplain, per se – but we would like to, and we'll be twisting the arm of the new Pastor of Wedgwood Presbyterian to either be it, or find us one.  Our Charter Organization, Wedgwood Presbyterian Church, has provided its Pastor when we need a religious official for invocations, etc.  at Eagle Courts, etc.  The Chaplain would fulfill these duties below as required.

· Provide a spiritual tone for all troop meetings and activities.

· Attend outings and service projects that interested him

· Visit homes of Scouts in time of sickness or need.

· Provide spiritual counseling service when needed or requested.

· Encourage Scouts to participate in the religious emblems program of their respective faith.

· Give guidance to the Chaplain Aide.

· Promote regular participation of each member in the activities of the religious organization of his choice.

· Provide opportunities for all boys to grow in their relationship with God and their fellow Scouts

· Assist the Chartered Organization Representative in identifying service projects the troop can perform for the Chartered Organization – and in particular Eagle Projects

Chartered Organization Rep (COR)

· Is the Office Manager and a member of the Wedgwood Presbyterian Church.

· Coordinates use of Church facilities by the Troop

· The COR serves as liaison between the troop and the chartered organization.

· Maintains a close relationship with the Troop Committee Chair.

· Assists in unit re-charter as required.

· Identifies or facilitates service projects by the Troop for the chartered organization.

· Meets periodically with the Troop Committee Chair and unit leaders to determine the course of Scouting within the chartered organization and give leadership in improving the effectiveness of the program – particularly relative to recruiting 5th grade boys for the Troop and younger boys for the Cub Pack.

· Keep informed about the status of items such as the number of available youths versus the number the units are actually reaching; the number of youths working on the religious emblems program, and the promotional effort to reach other youth, etc.

· Communicate regularly with the pastor, president of the parish council, parents, and other key people keeping them informed about Scouting activities.

· Ensure that the boys, the troop, unit leaders and others receive recognition within the Church Community when due.

· Assists the Troop (and Pack) in Recruiting from within the Church Community

Kerchiefs Tailor

· At the request of the Scoutmaster makes Troop Neckerchiefs that can be awarded to Boys during their Tenderfoot ceremonies and used thereafter

· Procure materials to specification as required

Community Liaison/Service Projects Chair

· Stimulate community Good Turns and service projects

· Maintain membership and attend meetings of Wedgwood Community Council

· Serve as Counselor for advancement and long term outing service projects

· Review & approve Eagle Scout service projects

· Promote service projects for Wedgwood Presbyterian Church and the Charter Representative and Chaplain

· Work with PLC to avoid ‘over-kill’ but ensure sufficient visibility in community through ads in Wedgwood Community News & WWPC bulletins

Scouting For Food Chair

· Manage interface between District and Troop for SFF

· Ensure that SFF territory is reserved (With ASM @ Round Table)

· Pick up SFF materials with sufficient time ensure that messages are correct and District’s assumed process will work

· With SPL, ensure participation on both put-out and pick-up days

· Record participation & recommend patrol points to Scribe

Friends of Scouting Chair

· Run the Troop 166 FoS drive each year

· Attend kick-off meeting

· Arrange for the Council FoS coordinator to come 'pitch' the troop parents

· Follow-up until all cards are accounted for.

· Give recognition to contributors.

