10 COMMANDMENTS HIKE PLANNING OUTLINE  (2) (Update 9/28/03)
COMMUNICATIONS WITH HOSTS

1. Initial Letter to possible Hosts (sent 10 months prior to Hike)

a. Draft

b. Final form 

c. Names of religious leaders of each faith or denomination

2. Follow-up phone calls to religious leaders (9 months prior)

3. Finalize ten Host faiths or denominations

4. Spring communication with Hosts (6/7 months prior)

a. All locations

b. Route for day (schedule)


   i. Order and approximate timing

c. Get email address

d. Reserve worship area (sanctuary)

e. Any paperwork to reserve space?

f. Questions?

g. Copy of current publicity to units

5. Summer email or call to Hosts (3 months prior)

a. Commandments copy

i.  Two traditions

     ii.  Alternate traditions yearly

b. Conduct Guidelines specific to that Host?

c. Entry/exit doors?

d. Restrooms?

e. Handicap access?

f. Gamehaven Council Insurance Copy?

6. Fall communication with Hosts (Following Pre-registration cut-off date, approx. 6 weeks)

a. Number of Scout participants

b. Schedule with timing, etc.

c. Map

d. Instructions

e. Conduct Guidelines for participants

f. Respond to any last minute questions

g. Evaluation form – to be turned in following Hike

7. Reminder to all Hosts, ONE week prior to Hike

HIKE COMMITTEE

1. Hike Committee

a. Staff 

i. Hikemaster 





ii. Finance

iii. Health & Safety

iv. Registration Manager, Boy Scouts


v. Religious Emblems Display Table



vi. Lunch Manager




vii. Boy Scout promotion



 

viii. Girl Scout promotion & registration


ix. Gathering Song leader
 




x. Guides

xi. Crossing guards? Police/Explorer Unit?

xii. Greeters (2)



xiii. Parking directors (2)
 
2. Set Hike Committee Meeting dates

a. September 3




b. October 7
 

c. November 10

3. Information to for promotional materials

a. Guidelines for attendance (Grades 3 and older)

i. Girl Scout

ii. Boy Scouts

iii. (Boys/Girls come individually with parent or with dens/pack/troop with minimum of 2 Scout leaders being responsible)

iv. (# Youth per adult or leader)
b. Pre-registration, start and cut off date (Oct.1)(6+ weeks prior to Hike)
i. Lead-time for patches, hosts, staffing aspects (six weeks minimum)

ii. No prepay, just pre-registration

c. Scouts not pre-registered may participate only if there is space available

d. Sack Lunch and beverage, carry own in daypack

e. Patches 

i. Patch that can be used more than one year, with year rocker.

f. Finance (cost of Hike) (approx. $4; exact cost known after Oct. 1)

g. Weekend unit camping opportunity

i. Sunday A.M. worship opportunity?
4. Prepare master copies: 
Hikemaster

a. Pre-registration form

b. Promotion Flyers, spring and fall




c. Route with time schedule and conduct notes

d. Map (on back of Route)

e. Religious Emblems Interest Sheet

f. Ten Commandments (tradition to be used this year)

g. Hike Team instructions

h. Host instructions

i. Evaluation forms and recommendations for the future

i. Staff 

ii. Hosts 

iii. Scout leaders 

5. Promotion (for November Hike)

a. Council Calendar

b. Roundtables (May, September, October)

c. Program kick-off (August, September)

d. Website (June – October)

e. Trails (August – October)

f. Packs and troops hang files/flyers (May, August, October)

g. River Trails methods (Lisa)

h. Photographer

6. Program Needs

a. Staff ID tags.   




b. Signs? (Route and building)

c. Registration Materials

i. Group Unit Order Chart (pre-registration)

ii. Unit Patch Order Envelope

iii. Paper

iv. Markers and pencils

v. Tape

vi. Signs

vii. Patches

d. Registration Handouts

        i.   For leaders and SPL: Maps, Route with Conduct Notes, Evaluation Forms  

ii. All participants: Ten Commandments, patches for all pre-registered

iii. All Scouts and Girl Scouts: Religious Emblems Interest Form, Religious Emblems brochure

e. Religious Emblems materials for display (and sale?)

f. Colored fabric and poles for flags for Guides  (Make after #’s known)

g. Camera/film

h. Garbage bags, table cleaning supplies

7. Health and Safety

a. Scout requirements for leadership 

i. Boy Scouts (follow BSA guidelines)

ii. Girl Scouts

b. Insurance, councils’ 

c. Recruit Scout Guides– 

i. 2 Buddy Guides with each team of 30 participants 

d. Recruit Scout crossing guards – Law Enforcement Unit?

e. Rochester police – Permit/ Paperwork

f. Parking areas

8. Registration Manager

a. Forms (hand-outs and on line)

b. Cut-off date for pre-registration, Oct. 1

c. Numbers (get from Scout Office and Girl Scout liaison, Lisa Lundquist)

d. Get pre-registration forms from the Scout Office

e. Recruit additional registrars based on pre-registration numbers

f. Make signs for tables?

g. Registration check-in is by leaders only

i. One leader turns in fees collected from their Scouts at registration check-in

Fill patch orders

h. Lunch Manager

a. Recruit adult (or older Scout) helpers

b. Monitor area

c. Ensure Scouts clean up area and leave it cleaner than they found it

d. Know where restrooms are located

i. Use “buddy system”

e. Wash tables

f. Garbage bags to disposal area (Scout Service Center)?

9. Song leader for opening (gathering time and opening)

a.  (Ideas from whatever sources you have)

10. Finances

a. Income

i. Registration check-in (day of Hike)

b. Expenses 

i. Insurance  (Copy of Council’s Ins. for Host if they wish to see it or have a copy)

ii. Envelopes, markers, pencils

iii. Patch & rocker = 300 @ $1.00 + year rocker 300 @ $.55

iv. Paper for Handouts/copies and cost of printing copies

v. Postage

vi. Religious Emblems materials for display (borrow from Scout Shop)

vii. Photographer/photographs of day

viii. Nametags for staff (identification) 

ix. Garbage bags – garbage at St. Johns

x. Hike Permit

xi. 15% Contingency

11. Finalize all planning areas (Following Pre-registration Cut-off)

a. Number of participants pre-registered

b. Determine cost to Scouts

c. All master copies

d. Order patches/year strip (rocker)

e. Recruit committee helpers based on pre-registration number

f. Parking areas

g. Explain route and timing to crossing guards?

h. Train guides

i. Conduct Guidelines (Notes)

ii. Handicapped needs – entry, etc.

iii. Housekeeping rules:

1. Entry and exit doors

2. Restroom locations

3. Hats

4. Litter

iv. Other host guidelines?

i. Make colored flags for guides, as needed – (1/30 participants?)

j. Clean-up detail

i. Lunch area

ii. Worship areas

iii. Check restrooms

12. Make copies  (all materials for Hosts and participants)

a. Map 

b. Route with timing and conduct notes

c. Religious Emblems Interest Sheet

d. Ten Commandments

13. Information to those Pre-registered  (Depends on total number pre-registered)

a. Confirmation of Pre-registration

b. Final cost 

c. Explanation of Registration Check-in process for Hike Day
 

d. Parking information

e. Other? 

14. Set up – Friday late afternoon; ready and all in place Saturday 8:00 AM

Tables, chairs, check-in signs, handouts, Religious Emblems Display, other

15. Day of Hike

a. 8:15
  Registration Check-in

b. 9:00 – 3:00  Hike

c. 3:00  Evaluations turned in to Staff

d. 3:10  Evaluation time for Staff

e. 3:30  Clear Building

16. Following Hike

a. Debrief units not attending – (Hike Committee or unit commissioners?)

i. Interest?

ii. Problems?

1. Timing?

2. Location?

3. Distance?

4. Planning?

iii. Other?
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