Campout Planning Guide
Leader’s Committee 
1. Plans logistics for the event at Annual Planning Meeting.

2. Select Date for Campout and add to Pack Calendar.  Has traditionally been in November to take advantage of weather.

3. Identify campout coordinators.  Should have the following.  Campout Chair, Registration Coordinator, and Campout transportation chair.

4. Address the issue of Moms at camp and/or whether a Family campout should be considered.  Make sure everyone understands that BSA requires a parent only in a tent with a scout.

5. Decide if Dragonfly will be used to run the camp.  (Highly recommend this, as it takes a lot of stress off all of the leaders and the Dads.  The rest of this Guide assumes Dragonfly will be used.)  Contact at Dragonfly is Susan Lee. Susan@dragonfly.com.hk or 6428-2475.

6. Select campsite.  If we use Dragonfly, they can assist in this decision.  Main items to consider are whether we will use a Scouting site or a public site.  If it is a scouting site we need to make sure we reserve the space as soon as possible.  An advantage of a Scouting site is that we can have a campfire and we do not have to arrive early to claim our space and prevent other campers from camping amongst the scouts.

7. Once the above items are addressed, the cost of the campout needs to be estimated and included in the cost of the Cub Scout Dues to be paid at registration.
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Campout Coordinator

8. At the beginning of the year, the coordinator needs to arrange a time to visit the campsite and work through the logistics of the site.  If Dragonfly will be used, the Dragonfly personnel should attend this visit to work through any issues they see.  The coordinator should include members of the Leader’s committee, the Transportation and Registration Coordinators well. 

9. Address a contingency plan in case of heavy rain.  One option would be to hold the campout in the school gym and have Dragonfly run the camp there.  The issue with cancelling in case of rain is the problem with giving refunds, as most of the funds would have been spent.  Contingency planning would avoid this predicament.

10. Work with Treasurer to insure that all deposits and payments are made for the campout including the final payment before the campout.

11. Decide what Den will lead the Opening and Closing Ceremonies and plan the timing and logistics of these ceremonies.  Decide who is responsible for getting the flags to the campsite.

12. Work with leader’s to outline their individual responsibilities relative to the campout as well as the responsibilities of the Den Dads.  (See Below.)  

13. Prepare an announcement of the campout to be sent to leaders as well as an announcement to include on the website.

14. Provide Leader’s with a camping list for their den as well as a list of stores that carry camping supplies.  This should also be included on the website.  Make sure you address bringing their own utensils and a daypack with water etc. if the campout begins with a hike, as they may not have their bags immediately available.

15. Ask each Den to appoint one Dad from their Den to act as Den Dad.  Their responsibilities are outlined below.

16. Set a time and place to meet with the Den Dads as a separate group to go over responsibilities on the day of the campout.   Send invitation to all Den Dads and Pack leaders.

17. Prepare a contact list of the Den Dads and other emergency numbers.  We included an emergency clinic in the area, a contact number for the local Taxi Company, lead Dragonfly Personnel and Pack Leaders.  This schedule should be sent to all Den Dads, lead Dragonfly Personnel and Pack Leaders.

18. Work with Dragonfly to prepare a schedule of events.  You will need to let them know what activities they should lead for the entire Pack and for specific dens.  Any additional requirements should be settled at this time.  (For instance, the Webelos cooked their own meals with the assistance of Dragonfly personnel.)  Last year Susan prepared the schedule to begin with and we fine-tuned it from there.

19. Work with Dragonfly regarding food.  They provide all meals and snacks.  The only item we added last year was a snack to use on the hike.

20. Make a map of the campsite and the location of specific dens to aid in the unloading of bags.

21. Plan Campfire gathering.  Decide on what entertainment will be needed and work with Dragonfly regarding Emcees etc.  Make sure all Dens have a skit/song to share.

22. Be at the Camp Departure from school early to address any last minute issues.  

23. Make sure all Lost and Found items make it to the next Pack Meeting or send an email to Leaders about items found.

24. Update this guide for next year’s coordinator.
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Registration Coordinator
25. Work with the Pack Registrar to get a count of the number of campers expected.  

26. Make sure that all participants have paid for the campsite and arrange for refunds if a camper has paid and is now unable to attend the campout.  Set a date on which no additional refunds will be available.  Let the Campout coordinator know so that they can plan accordingly.

27. Each adult attending the camp should complete the Youth Protection Training provided on the Cub Scouting website.  Prepare and email to all leaders for their use in letting their parents know about the registration requirement.  Let Webmaster know as well so it can be included on the website.  Dads who do not complete this training will not be able to camp.  THIS IS A BSA REGULATION.  To create a MyScouting account, go to www.myscouting.org and create an account.  From the menu on the left, click E-Learning.  From the general Tab, scroll down to Youth Protection Training and click “Take Course”.  When you have completed the course they should print the certificate and give to their Den Leader.

28. Collect YPT from Leaders.  All YPT certificates should be provided to the Pack Registrar.

29. Work with Dragonfly to get all campers registered on their site.  Send emails to leaders about the registration requirement and follow up with unregistered campers at least one to two weeks before the campout.  Dragonfly can supply you with a list of unregistered campers.  The website is http://www.dragonfly-outdoors.com/index.php/registration.  The code for Boy Scouts is BS-O-HM. 
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Transportation Coordinator
30. Decide Transportation needs based on selected campsite.  (i.e. Ferry, buses etc.). As we used Buses only last year, this planning guide only addresses buses.

31. Ascertain a final head count from the Registration Coordinator to determine how many buses are going to be needed.  Reserve the buses.  Kenny Chu (2882-6623 or 2812-5419) can help in arranging with Kwon Chung motors.  Other contact numbers for bus companies are Tommy at East Way Travel (6087-6337 or 9252-2294) and Lantau Bus Co. (2984-1328).

32. Decide if special permits will be required to enter the camping area.  Confirm the permits were obtained.

33. Work with Pack Treasurer to insure that all payments are paid for and all deposits and final payments are made on the lease of the buses.

34. Discuss with Leadership Committee if an Emergency Driver should be designated to drive the day of the campout.  If a permit is required, this should be settled as well.  Last year we did not have.

35. Decide the best place to pick up campers on the morning of the campout and the time to pick up on the day they arrive back to school.  Let Campout coordinator know.

36. Plan the seating plan for the buses. (Which dens will be on each bus etc.)

37. Buy ribbons to use to mark the bags for each den.

38. Day of the campout, arrive at the location in advance to set up signs for each den.  In the past , the campers have placed their bags together as a den to aid in packing the buses.  We have also used ribbons in the past to identify which den (and accordingly which campsite) the bags belong to.

39. Email Bus plate numbers to Dragonfly and time of departure.

40. Communicate with Den Leaders regarding expected arrival back from camp.
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Den Dad Responsibilities
41. Major responsibility is to be the point person for communications during the campout.  These communications will be with the Pack representatives as well as Dragonfly representatives.

42. Attend a meeting of all other Den Dads to get a briefing of what is planned for the campout and your role.

43. You will be provided a list of all contact numbers for Pack and Dragonfly leaders as well as a list of emergency numbers etc.

44. You will be provided a schedule of events for the campout weekend and it is your responsibility to get your Den from one activity to another.  A Dragonfly representative will be assigned specifically to your Den to help out in getting your campers around.

45. Organize your Den for loading of the buses for the departure to camp.  You will be provided a list of expected attendees.

46. Help your Den complete a Den specific activity.  Your Den Leader should inform you of the activity and any additional instructions you may need.

47. You will help your Den in the song/skit they have prepared for the Campfire Gathering.

48. Make sure your Den members are on the bus back home.
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Den Leader Responsibilities
49. Forward information regarding the campout to all den members.

50. Identify one Dad from your den to be the official Den Dad at the campout.  It is best not to select a Dad who has scouts in multiple ranks, as they may not be available for your Den when needed.

51. Prepare Den specific activities you would like to have accomplished at the campout and coordinate the timing with the Campout Coordinator.

52. Gather ALL items needed to complete Den Specific activities and make sure Den Dad is informed of the activity.

53. Prepare a skit/song for the boys to perform at the “Campfire” gathering. Den Dad should be aware of the skit/song so that he can get the boys ready.
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