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Council/Area Event Planning Guide

Area:  ________________________________________________________

Event:  _______________________________________________________

Date of Event:  _________________________________________________

Location of Event:  _____________________________________________
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Event Coordinator:  _____________________________________________

Phone (day):
  ___________________
Phone (evening):  ________________

email:  _______________________________________________________


Group Responsible for Finances:  __________________________________

Group Contact:  ________________________________________________

Phone (day):
____________________
Phone (evening):  ________________

email:  _______________________________________________________

Events to be held should be done so on a user pay basis, with proper planning to ensure a fun and adventurous, yet safe program for all participants.  All events should be planned financially to not loose any money.  As finances for events are maintained at the local group level, we must ensure that proper planning is done and that no group is put at financial risk or hardship through the running of an event.  It would be expected for most events for funds to be advanced to the group from the Council. 

Event Committee Members

	Committee Position
	Member Name
	Phone #
	email

	Coordinator
	 
	 
	 

	Finances
	 
	 
	 

	Registrar
	 
	 
	 

	Youth Rep
	 
	 
	 

	
	 
	 
	 

	
	 
	 
	 

	
	 
	 
	 

	
	 
	 
	 

	
	 
	 
	 

	
	 
	 
	 

	
	 
	 
	 

	
	 
	 
	 

	
	 
	 
	 


Other members will vary depending on the type of event.  For camps you may have a Camp Chief, Campfire Chief, Program Coordinator, First Aider(s), Cook(s), Quartermaster, Scouts Own, Security, etc..  For other types of events you may also have a Cook(s), First Aider(s), etc.

Event Finances

	
	
	Budget Notes
	Budget
	Actual

	Income

	 

 

 

 

 

 

 
	Youth Fees
	#________@$________
	$
	$

	
	Adult Fees
	#________@$________
	 
	 

	
	Donations
	 
	 
	 

	
	Other Income
	 
	 
	 

	
	 
	 
	 
	 

	
	 
	 
	 
	 

	
	 
	 
	 
	 

	Total Income
	$
	$

	

	Expenses

	 

 

 

 

 

 

 

 

 

 

 

 

 
	Facility 
	 
	$
	$

	
	Program
	 
	 
	 

	
	Promotion
	 
	 
	 

	
	Supplies
	 
	 
	 

	
	Food
	 
	 
	 

	
	Crests
	 
	 
	 

	
	5% Contingency
	5% of total income
	 
	 

	
	Other Expenses
	 
	 
	 

	
	 
	 
	 
	 

	
	 
	 
	 
	 

	
	 
	 
	 
	 

	
	 
	 
	 
	 

	Total Expenses
	$
	$

	Net Income (Loss)
	$
	$

	Submitted By:
	 
	 
	 

	Approved By:
	 
	 
	 

	Event Advance Required:
	$
	signature


Suggested Event Time Line

Four Months Prior
· Form Committee

· Select Committee Tasks

· Visit, Select & Reserve Site

· Select Theme

· Preparation of Registration Packages & Event Guidelines/Rules

· Prepare Event Budget (page 3 of Event Planning Guide) and submit along with pages 1 & 2 of the Event Planning Guide to Area Commissioner for Approval

Three Months Prior

· Regular Committee Planning Meetings
· Pre-registration packages or notices sent out to groups
· Crest Design contest (if applicable)
· Equipment Requirements identified and reserved
Two Months Prior
· Regular Committee Planning Meetings

· Selection of Crest Design and Ordering of Crests

· Registrar Confirms Status of All Groups

· Detailed Planning for Event Activities and Schedule

One Month Prior
· Regular Committee Planning Meetings
· Letters to Local Police, Fire and Medical (if required)
· Final Camp Package Updates and Schedules to All Groups
· Site Inspection and Assignments
· Review Traffic, Parking and Security Plans where applicable
· Submit Safety Checklist to Area Commissioner for Approval (Page 5 & 6 of the Event Planning Guide)
One Month (or sooner) After Event
· Return All Equipment

· Complete Financial Statements and Forward to Council with Any Excess Funds

· Thank you letters to helpers, donations, etc..

· Final Committee Meeting to Review Event

· First Aid Report/Incident Reports Submitted (immediately after event)

Event Safety Checklist
To be completed by the Event Coordinator.  Check off each box as the conditions are met.  When all boxes are checked, sign the bottom of this form and pass it on to the Area Commissioner for approval.  The Checklist once approved by the Area Commissioner is then submitted to the Council.

First Aid/Emergency
· At least 1 adult present with First Aid certification and equipment/kit appropriate for outing

· Emergency Plan including communications and procedures developed

· Level of risk associated with outing assessed and evaluated

· Directions to nearest Doctor or medical facility established

· Scouts Canada Physical Fitness form for each participant on hand

· Safe drinking water available or appropriate treatment device

· Accident reporting/recording procedures

Planning and Program
· Scouts Canada’s National By-Laws, Policies and Procedures are being followed

· Activity meets needs of youth involved and is age-appropriate for the section

· Government and Local Council regulations complied with

· Facility being used has been checked or researched for suitability

· Appropriate personal hygiene planned for outing

· Nutritional menu taking into account food allergies

· All equipment in good repair and appropriate for outing

· Proper consideration given to propriety for Co-ed involvement

· Obtain or make Event signs to locate event

· Ensure adequate sanitation arrangements

· Plan to register groups as they arrive

· Opening and Closing plans in place

Event Safety Checklist (continued)
Training
· At least one adult has the necessary skills and training appropriate for each activity planned for the event

· Youth have received appropriate training/preparation for the activities planned for the event

Communication
· Area Commissioner notified and approves of activity (pages 1 & 2 of the Event Planning Guide submitted)

· Budget prepared and approved by Area Commissioner (page 3 of the Event Planning Guide submitted)

· Group Registration/Program Package Distributed (including)

· Event Activities/Rules

· Sample Kit Lists

· Facility Requirements or Information

· Map to the site and of the site

· Scouts Canada Parent/Guardian Consent Form (Outdoor Activity Guide)

· Scouts Canada Physical Fitness Certificate (Appendix C – Outdoor Activity Guide)

· Event Registration Form

· Crest Competition Guidelines

· Scouts Canada Parent/Guardian consent form on hand for each youth attending

Event Coordinator, Signed:______________________________Date:______________

Area Commissioner, Signed:_____________________________Date:______________
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