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12th Harpenden Scout Group
A guide for leaders – Sections Termly Checklist 
Each section (beavers/cubs/scouts) is free to decide who does what within their section team.
Start of Term:
1. Plan programme for the term - hold planning meeting and draft programme for the term.
· Badges to cover - review which young people will move up from the section at the end of the term and what gaps they have to achieve their Bronze/Silver/Gold Chief Scouts Award and whether it is possible to fill these gaps this term.
· where young people join a section late or do not attend regularly and/or do not attend residential experiences it may not be possible for them to achieve their Chief Scouts Award.
· beavers – as beavers do not currently offer a residential experience, it is not possible for beavers to complete their Bronze Chief Scout award. Young people are allowed to continue to work on their award for the first few months in their new section and therefore our workaround currently is that we: 
· award the Outdoor Challenge at beavers if they have completed all the other requirements of the badge and
· award their Bronze Chief Scout award if they attend their first pack holiday or camp at Cubs.
· Dates - in the programme include dates for:
· investitures for new joiners
· [church Christmas Fayre (autumn term) – help on day and non-uniform evening in return for a donation (usually a bottle for bottle tombola)] [to confirm whether going ahead in 2026]
· Remembrance Sunday (cubs and scouts only – and “invited cubs/scouts only”)
· Church parades – Harvest and Mothering Sunday
· St George’s Day parade
· Camps/pack holidays/weekend activities
· Parent helpers - identify where parent helpers may be required and then either:
· ask for volunteers or 
· allocate parents and ask them to swap. Include names on programme where possible.
· External providers - if you wish to use an external provider for an activity, please consult with the GLV in advance as there are certain things we need to confirm – including public liability insurance and any waivers must be reviewed by The Scout Association.
· Circulate programme to leaders and GLV in draft.
· There is a requirement that the District Lead Volunteer needs to approve all activities (POR Rule 9.1.2). In our District this responsibility is delegated to GLVs. To ensure we are compliant, please:
· Send the GLV a copy of your programme for the term (before it is issued to parents)
· Inform the GLV of any changes to the programme as the term progresses
2. Lodges/Sixes/Patrols – review at the start of each term
· Identify new lodge leaders (beavers), sixers/seconders (cubs)/ senior patrol leaders/patrol leaders/assistant patrol leaders (scouts). 
· explain changes at first meeting and swap woggles where required (beavers and cubs) 
3. WhatsApp Parents Groups (where applicable) - update for leavers/joiners. 
· As phone numbers are shared in WhatsApp groups we cannot insist that parents join our WhatsApp Groups. Having said this, if we wish to use them for urgent messages/updates then we need to ensure that at least one parent/family member/guardian is a member of the group.
4. Welcome to new joiners email - send welcome email to new beavers/cubs/scouts parents (see newsletter templates in OSM)
5. First weekly email - send first weekly email to parents via OSM:
· consider welcoming the new joiners by first name in the email.
· include programme for the term once ready (within first 2 weeks of term) and attach as a PDF to make it easier to read 
6. Add programme to OSM, including badges to be earned




First meeting of term
1. Introduce leaders.
2. Welcome new joiners and allocate them to a lodge/six/patrol.
3. Lodges/sixes/patrols
· make any swaps between lodges/sixes/patrols and swap woggles (beavers and cubs)
· promote new lodge leaders/sixers/seconders/senior patrol leaders/patrol leaders/assistant patrol leaders
· create new lodge/six/patrol points challenge sheet.
4. Code of Conduct - go through Code of Conduct

Investiture
1. At least a week before: 
Send investiture email (see OSM templates) to those to be invested.
· highlight availability of second hand uniform
· promise options (parents are ask to let us know if their young person wishes to use a version other than the Christian wording - please update OSM if they do).
· cubs and scouts – if already a member of 12th Harpenden remind them they need to bring their scarf.
· invite parents to watch.
2. On the day:
For beavers and others new to the group: provide scarf, woggle and badges (membership, district and group)
For cubs and scouts: remind young person to bring their scarf, provide woggle
· cubs to hand out moving on badge, where the young person was a beaver previously (any beaver colony)
· scouts to hand out moving on badge, where the young person was a cub previously (any cub pack)
· GLV holds supplies of scarves and group name tapes only – all other badges to be ordered by the section from the District Badge Shop (see [here]).
For all: provide promise and law words for investee to read.
After half term
1. Review attendance of young people to date
· where there is low attendance and we have not been informed why, contact the parents to ask if there is anything we can do to support.
2. Agree movers at the end of term with GLV.
· write to those who are moving up to the next section (for beavers GLV currently does this)


End of term
1. Badges - award, order and present badges
a. Work out which badges have been earned this term.
· The easiest way to do this using OSM:
· populate OSM with the programme for the term and add the badge requirements that will be covered at each meeting. 
· From the attendance register part of OSM there is then an “update badges” function.
· OSM then works out what badges you need to order (you can enter details of stock held too) and produces printouts for each young person.
· There is always an element of discretion when it comes to awarding badges, but our programme should have covered the requirements of a badge, and our young people should have attended the relevant meetings before a badge is awarded.
b. Order the badges required from the District Badge secretary Harpenden and Wheathampstead District Scouts Ordering badges and scarves:
· Allow 2 weeks as sometimes the badge is not in stock at District and Jan needs to order it.
· Once the order is ready, Jan sends an email and the order can be picked up (from the flowerpot on her doorstep – the email contains details of her address).
c. Sort the badges so they are ready to award – small envelopes, badge inserts printed from OSM.
d. Update OSM once the badges are awarded – with the date of award.  It is really helpful if this can be done in the last week of term so that the moves between sections in OSM can take place.
e. Produce certificates for bronze, silver and gold awards using the JotForm below and send to GLV for presentation at next Group AGM 
· JotForm link: https://hertfordshirescouts.jotform.com/242633641622351 
· Note: for Beavers, this will be after their first camp/pack holiday.

2. Review attendance of young people over the term
· where there is low attendance and we have not been informed why, contact the parents to ask if there is anything we can do to support
3. Award small prizes for termly lodge/six/patrol challenge competition.
4. Notify next term start date to parents and to GLV
· GLV then books the church hall with the Parish Office
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