Scout Registration Night

1. Set a Date and Reserve Location at Calendar Meeting. Also reserve a table at the school’s registration day. Decide who will be speaking to the parents.
2. Notify council of date and arrange for Boy Talk at school.
3. Update Leader Books and make a few copies. Usually just the first section needs to be updated.

4. Update Parent Handbook and make about 30 folders (buy folders before  back-to school sales end). So far, the most we have signed up on registration night is about 26 kids.

5. Parent folders have pack calendar, leader roster, parent handbook (see website for current copy- usually needs contact info updated before you make copies) and kid application. Tiger parents need an adult app as well.

6. 4 weeks before: Inventory and purchase items needed. Will need:

a. Class B t-shirts for youth and adults- all sizes
b. Sweatshirts

c. Rank Handbooks, 20T, 10W, 6B, 6Web
d. Regatta kits-30
e. Flashlights or other “fun” item-30
f. Folders-30
g. Gift bags (dollar store is good) -30
h. 335 Patches- 30
7. If providing activities for boys, confirm adult supervisors and supplies for activities are arranged.

8. When school starts, confirm dates and times again with the school.
9. Confirm dates and times with council/district. Arrange to pick up tri-fold and mini Boys Life’s for school registration day. 

10. Make arrangements to pick up registration night “milk crate” from district/council. This contains blank applications for children and adults, credit card imprint machine, credit card slips, etc. 

11. Request school put a notice in the first couple newsletters.

12. Make and provide registration invitation flyers to be handed out to boys. The council will make these for you with enough notice- make sure a few people check the proof to be sure correct info is on there.
13. Set up a fun table at school Registration. Hand out flyers and collect contact information (email addresses) from interested parties. Will need to schedule adults to sit at table and answer questions.
14. Get yard signs and door/window Signs with registration night info on them and put out in community and school.

15. The weekend before registration, send a “registration invitation” email to the boys on the interest list from school registration day.

15.  Set Up/Event

a. Set up Table Cards so kids of same rank are next to each other- will help with setting up dens.

b. Put parent folders out on tables with pens

c. Set boundaries and have adults help keep them established.

d. Have a check-out/$$ table next to the t-shirt/gift bag table. 

e. Keep kids busy with activities until start time.

f. Start with flag ceremony.

g. Talk about scouts, $$, and set up dens. Then have parents check out.

h. As person is checked out, $$ person tells supply person what rank book to put in bag (that already has raingutter kit, fun item, and 335 patch in it) and parent can choose t-shirt size at same time.
i. Send new leaders home with leader binder.

j. A council or district rep will need to be there at the end to collect council portion of funds and take applications+ their milk crate. Adult applications cannot be turned in unless a Youth Protection training certificate is attached.

16. Before council person leaves with applications, make sure pack has their copies and a list of new dens with kids.

17. One person needs to take home applications & den lists
a. Update rosters on Google

b. Make a pack & leader email distribution lists and email to leaders

c. Set up new families (and delete non-active people) in discussion forum.

d. Send a Welcome Email to new families- bring up Lords Acre and direct them to forum to get them started.

e. Get adult applications to council when the YP training certificates ready

f. Update Lords Acre bussing schedule and send to rest of pack

One person needs to be liaison to new leaders. Make sure first meetings get scheduled and they have current leaders available to them to attend meetings if needed. Give a leader binder to any new leaders.
Deadlines: 
June: 

a. Set date
b. Call church secretary or school to reserve space

c. Email district rep to reserve speaker & info box for scout registration night

July:


a. Inventory & purchase (see #5 above)


b. Update handbook & binders

August:


a. Call school one week prior to school start. Reserve time for boytalk & get 


Permission for info table at school registration day

b. Get parent folders purchased at back to school sale. Should be able to get for $.10 each

c. Two weeks prior- have leaders meeting and nail down last minute details

d. One week prior- Call school & council events to re-confirm. 
e. Two days before scout night, send emails to everyone on “interest” sheet form school registration day to remind about scout reg. night.

f. Day before scout night, pick up box of materials from scout office- 7125 Fall Creek Rd North

g. Event day- you need at least one hour to set up.

h. After event- do all the follow up stuff. Make sure straggler apps get to scout office. Also see #17 above.

Contacts:

District Rep: Changes all the time- check http://www.crossroadsbsa.org/ for current name and call 317-813-7125 to contact. We are in Northeast District.
Church Secretary: Susie Thomas/Sharon Phillips 317-335-3705

McCordsville Elementary:  317-336-7760

T-shirt/flashlight Supplier: Melissa Anderson  Ink Trax Promotional Solutions

317-336-6921  www.InkTraxPS.com
Supply list for Scout Registration Night

Gift bags

Rank Handbooks

Fun Items

Class B t-shirts and sweatshirts

Regatta Boat Kits
Parent Handbook Folders

Leader binders

335 Patches

Pens- lots of them

Council milk crate with application and credit card slips/imprinter

Calculator

Price breakdown flyer of registration fee

Cashbox & change

Sign-Up sheet for Lords Acre

Sign-in/contact sheet for event (this helps when deciphering handwriting on applications later as well as seeing how many people left without signing up)

Event sign for door

If setting up raingutter regatta, need model boats & straws as well as raingutter
Table Tent Cards- so you can have same ranks with each other to facilitate den making

Flags for flag ceremony
Powerpoint + screen if using

