Scouting Information Organization
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The following information organization presumes the user is seeking to organize information related to a Scouting program (Girl Scouts or Boy Scouts). The following organization is based on the experiences of adult and older youth leaders in the National Capitol Area Council (NCAC). The suggestions in the book "Getting Things Done" (David Allen) and seminars and videos by David Allen guided the level of detail and strategy.

Suggestions and recommendations are welcome and encouraged. Please send your comments to Scouting@Waisanen.us, subject "Scouting Information Organization". Alternate subject line is "Fighting the Information Tsunami (FIT)".

The following file structure is designed to support the needs of the unit members.
1. Active Records

Records needed now, either for guidance on what to do or how to do it, or for running the unit.
1.1 Activities

Things to do and places to go to.
1.1.1 Acquatics

Boating


Kayaking / Canoeing


Powerboating


Sailing

Swimming

SCUBA / Snorkelling

Wind surfing
1.1.2 Camping

Types of camping (car camping, light weight camping, day camping).
1.1.3 Cooking

Suggestions about food.
1.1.4 Fund Raising

Methods and opportunities to earn funds.
1.1.5 Games

Generic placeholder for game-type activities.

Fun, purposeful, builds skills.
1.1.6 Hiking and Backpacking
1.1.7 Maps

Topographical maps and layouts of sites.

Used to generate ideas (vision) and verifying next actions for activities.

Located in "Activities" because maps have relevance based on relationship to activities. For example, unless your unit plans to hike the Denali, there is likely no reason to have a map of Alaska.
1.1.8 Outings

Places to go and thinks to do when there (indoor, ground, water/ice/snow). Could be combined with Venues.
1.1.9 Shooting Sports

Includes firearms (pistols and rifles, air/high-powered/blackpowder) and archery. And archery includes bow & arrow, slingshots, atlatls.
1.1.10 Snow Sports

Includes downhill skiing, cross-country skiing, snowboarding, snowshoing, snow caving, tubing.
1.1.11 Venues

Locations for outings

*Parks (Community, State, National)

*Scout Camps

*Commercial Campsites
1.2 Blank Forms

Self explanatory; hard copies when necessary (multi-part) or helpful (when download and printing is inconvenient).
1.2.1 Capability Inventory

Standard form
1.2.2 Event Planning

Forms based on the planning process for the unit. For example, Crew 1501's version of the VLSC planning form (modified by Adair Petty).
1.2.3 Interest Survey

What the members of the unit are interested in trying or doing again. Forms need to refer to the originator. Forms should not be anonymous.
1.2.4 Medical

BSA forms. Should include unique medical forms required for specific activities (e.g., Sea Base).
1.2.5 Membership Application

Adult and youth.
1.2.6 Permission

Generic, for recurring activities. Replaces need for each event requiring unique permission forms. For example, camporees require a permission form for each camper and transport of campers require permission from parent / guardian.
1.3 Calendars
1.3.1 Unit
1.3.2 District and Other Unit
1.3.3 Council and Other Districts
1.3.4 National and Other Councils
1.3.5 International
1.4 Communications
1.4.1 Blogs

Thoughts of leaders and members.
1.4.2 Brochures

The mission, methods, and legacy of the unit; who you are, what you do you, how you can be  contacted.
1.4.3 Discussions

Questions, exploring solutions, identifying / resolving issues.
1.4.4 Meeting Notes

Notes from meetings (should not be redundant with calendar entries). These notes should reflect concepts and issues that are generic, not specific to a meeting.
1.4.5 Newsletter

Information of interest to members and guests (non-members who have interest in the unit)

*Vision / Mission / Next Steps

*Activities (summaries):

-After action reports

-Upcoming events (calendar)

*Unit status

-Attendance

-Activity (Participation)

-Achievement

-Advancement

-Awards

*Opportunities

-Training

-Activity

*FMO (For Members Only / Monitored)

-Contacts and Rosters

-Treasurer's Report
1.5 Contacts

Name, address, phone, e-mail, URL, relationship (to unit, to person), key words, notes, status (active / retired), date when last successfully accessed; ideally, in V-card format to enable porting to/from standard address books / contact lists
1.5.1 Consultants
1.5.2 Unit Rosters
1.6 Guidelines

How your unit could/should run. This section should contain hardcopy or electronic copy of official materials. Each local copy should have a reference to the official source. At least annually, each copy should be compared to the official.
1.6.1 First Aid

Includes 
1.6.2 Gear

Equipment and care of equipment.
1.6.3 Guide to Safe Scouting
1.6.4 Information Organization

This is also known as a "filing plan". The difference here is a filing plan typically had reference numbers indicating the position of each file relative to the other files. A problem with numbering is it is an artificial constraint; the numbers do not assist in locating files unless the user knows how to map the content they are seeking (or filing) to the number and then to the file. Furthermore, whenever a filing category is added or removed, the numbering must be redone.
1.6.5 Insurance

An example of insurance guidelines is the BSA policy on insurance (personal insurance, then chartering organization's insurance, and finally BSA insurance).
1.6.6 Planning Process
1.6.7 Program Description
1.6.8 Public Relations
1.6.9 Safety
1.6.10 Web Site Policy
1.7 Records

Current status of the unit and members. May contain private or sensitive information so access to this information must be controlled and restricted.
1.7.1 Attendance
1.7.2 Awards
1.7.3 Certifications
1.7.4 Medical Records
1.7.5 Membership Applications
1.7.6 Permission Forms
1.7.7 Plans in Progress
1.7.8 Surveys
1.7.9 Treasury
1.8 Training
1.8.1 Leadership and Admin
1.8.1.1 Adult

Fundamentals, Youth Protection, Introduction to Outdoor Leadership Skills (IOLS), Advanced / Specialized training (e.g., Back County Outdoor Leadership Skills (BCOLS), Powderhorn). Should contain calendars, descriptions and contacts for further information.
1.8.1.2 Youth

Materials for unit-administered training. Should also contain contact details for additional information (such as Council-provided or District-provided).
1.8.2 Skills

Knowledge and skills required in order to pursue activities.

This section should be expanded to reflect the unit's mission.
1.8.2.1 First Aid

CPR, wilderness 1st aid, 1st responder; depending on the extent of challenges the unit will encounter. For example, a unit with a focus on cooking will likely not need wilderness 1st aid but will surely need to be well practiced in handling cuts, burns, and choking.
1.8.2.2 Cooking

Menu planning, recipes, and hints/tips. At least, this section should have menus and buying lists for those menus, enabling the unit to pick menus and avoid arguing over menu items.
1.8.2.3 Emergency Readiness

Emergency preparedness and response.
1.8.2.4 Navigation

Map and compass, orienteering, use of GP; know how to determine your location, determine the destination, and develop a safe route between the two points.
1.8.2.5 Rope Work

Knots and lashings, and care of cordate. Types of cordage and variety of knots and lashing will depend on the focus of the unit. For example, a Ship may include care and use of steel cable. 
2. History and Archives
2.1 After action reports
2.2 Calendars

Keep only what documents an event.
2.2.1 Unit
2.2.2 District and other units
2.2.3 Council and other districts
2.2.4 National and other councils
2.2.5 International
2.3 Photo gallery

Legend

The following color codes help with visually identifying the disposition of the files; hardcopy, on the web and publically available, or on the web and private (e.g., containing personal identifiable information, PII). It is assumed that "private" means files are encrypted or at least in password protected areas.
Paper
Information of this type typically is best stored as hardcopies, for example, records with privacy information (e.g., driver's licenses, medical information). If these documents are scanned or otherwise converted to electronic format, the person(s) creating the copies must be particularly careful to control the copies.

On Website
Information of this type is best stored and managed on server. Management includes indexing and tagging (associating terms most likely to be included in a search for this information). In an ideal situation, information of this type can also be created and changed on the server, removing all necessity for copies on local hard drives.

Public
Anonymous users can view information in this category.

Restricted
Only registered users should be allowed to view information of this type. And the systems that allow registered users to access it, should also log that access (and tract user name, date, time, material accessed).
