Scribe Job Description

2/27/2006
Attend and keep minutes at all PLC Meetings.

Prepare the Troop Calendar.

Take attendance at all Troop and Patrol activities.

File Troop paperwork in Troop files with the assistance of the Troop Librarian.

With the assistance of the Troop Advancement Chairperson keep Troop Advancement records.

Perform other clerical duties as assigned.

Set a Good Example.

Attends at least 75% of Troop and Patrol meetings and activities.

Reports to ASPL for Personnel.

I understand that in order to receive Leadership credit in Troop 113, I must get all of the requirements on the attached page signed off before having my Scoutmaster’s Conference for my next Rank. I understand that I will be evaluated each month on my performance. I understand that I must have a journal of my experience in a Leadership position and that this journal must be brought to my Scoutmaster’s Conference. I understand that failure to complete my assigned tasks, not setting a good example, or any disciplinary actions may lead to my removal of my Leadership position.

Signature: ___________________________________________________  Date:  _____ / _____ / _____ 

Troop Scribe
2/27/2006
SCOUT: ______________________________________

TERM:  _____ / _____ / _____ to _____ / _____ / _____

LEADERSHIP COORDINATOR: ASPL - Personnel

Requirements: All Requirements must be completed to receive FULL Leadership credit; Otherwise only partial or no credit may be given. See the indicated adult leaders below to initial requirements.

Position Coordinator ______________________

SIGNED OFF BY POSITION COORDINATOR

Date/Initials

__________ Briefed on duties and responsibilities

__________ Ensure attendance is taken at Troop meetings, Patrol meetings, Senior meetings and campouts

__________ Create and maintain Troop Calendar

__________ Distribute minutes of PLC meetings

__________ Create a monthly Attendance Report and give to the Scoutmaster

__________ Collect and file all Leadership Evaluations 

SIGNED OFF BY ASPL - PERSONNEL

__________ Attend 75% of troop meetings Actual percentage _____

__________ Attend 75% of troop outings Actual percentage _____

__________ Attend and keep minutes of 75% of patrol leader council (PLC) meetings Actual percentage _____

SIGNED OFF BY SCOUTMASTER
__________ Complete Leadership Training

__________ Assist Scoutmaster during troop elections
__________ Specific term goals established and met

__________ Keep a log of your experience and review with SM

__________ Set a Good Example
__________ All Requirements initialed

This form is due within 60 days following current 4 or 6 month leadership period. If this form is completed mid term to satisfy a rank requirement, it MUST also be completed again at the end of the leadership period to receive credit for the remainder of the leadership period.

Credit from ___/___/___ to ___/___/___ 

Scoutmaster’s Signature ______________________________________   Date: ___/___/___

