[image: image1.png]


[image: image2.png]@) Girl Scouts.



GORDON K. BURNET & DAVID E. McKEE

SCOUT FACILITIES
Heidelberg, Germany
Serving:

Mark Twain Village & Patrick Henry Village

Policies and Procedures

FOR All concerned personnel

SUBJECT:  Heidelberg Scout Facilities Policies and Procedures for Patrick Henry and Mark Twain Villages


FOR All concerned personnel

SUBJECT:  Heidelberg Scout Facilities Policies and Procedures for Patrick Henry and Mark Twain Villages

1.  PURPOSE: To establish a policy for use and to outline safety & security measures for building 3794, Mark Twain Village (MTV), and buildings 4448 (2-story) and 4486 (1-story), Patrick Henry Village (PHV), Scout Facilities, and to maintain open, professional, and courteous communication between Boy Scouts, Girl Scouts, representatives of the Garrison, and other community organizations concerning facility usage and facility usage requests.
2.  APPLICABILITY:  These Policies and Procedures apply to all personnel requesting time slots at the Scout Centers.  All personnel that control, possess, or have access to keys will adhere to policies outlined.  The privilege of using this facility will be revoked for any person or organization not observing the rules, terms, and conditions listed herein.

3. BACKGROUND.  This policy is published in an effort to provide information on the responsibilities of all organizations and personnel involved with the Scout Centers.  

4.  SCOUT FACILITY CONTRACT.  A signed contract needs to be on file with the Scout Facility Manager (SFM) for use of building.  Meetings cannot be planned unless the SFM has a copy on file. 

a.  Girl Scout or Boy Scout troop/den/pack leaders privileged to have a key for a facility agree to use the facility only for duly scheduled Boy Scouts or Girl Scout meetings, business, or events. Organizations or representatives of organizations that approach key holders requesting usage of the facilities for meetings should be redirected to the facility usage request form. Violation of this constitutes a breach of security for our Boy Scouts and Girl Scouts and a potential liability for our organizations.  Such actions will result in the termination of the key holder’s privileges to schedule events and require the return of all facility keys.

b. The Boy and Girl Scout Committees agree that they will maintain a complete log of all current key holders and contact information for the same. Further, they agree that no one not currently registered as a Boy or Girl Scout Leader, adult volunteer, or Committee member will be issued a key.

c. The Boy Scout and Girl Scout Committees agree that all property of the Hut shall remain on the premises (including chairs, tables, fest tables and benches, televisions, dishes and other equipment) unless a facility usage request form is completed and submitted and the loan is approved by the Boy Scout Manager and Girl Scout OCC. For accountability reasons, Boy and Girl Scout assets will not normally be approved to be loaned to other private organizations.

5.  SCHEDULING.  Boy Scout and Girl Scout packs, troops, and dens may request a meeting time only by submitting a facility usage request via email. The request must list the following information:
1) Organization and/or Troop Number
2) POC or Leader Name
3) Contact Phone Number and Email Address
4) Hut Locations:  MTV/FR (front room), MTV/BR (back room), PHV1/LR (large room), PHV1/CR (conference room), PHV2/UP (upstairs), PHV2/DOWN (downstairs)
*** be sure to list your 1st choice and 2nd choice of location/date/time *** 
5) Whether this is a one-time, monthly, weekly, etc. use
6) Whether you have already checked the calendar
7) That you have read the SOP, available for download above
8) Whether you have or need a key 

a.  All personnel and organizations can view the Heidelberg Scout Facility calendar at http://www.gsusahd.org/Facility.html. When viewing the calendar, please keep in mind that there are various rooms and/or sections to each Scout Center (see above).
b.  Please keep in mind that primarily the Boy Scouts of America (BSA) and Girl Scouts of America (GSA) use the MTV and PHV Scout  Facilities.  These activities will take precedence over any other organizational use. While the facilities may be offered to the community for other registered and insured private organizations to use, any girl or boy scouting activity will be given priority in scheduling and will supersede any outside use, provided that adequate notice can be given the other organization. Adequate notice is agreed to be oral communication (or email with return acknowledgment received) with the respective organization’s point of contact.
c.  In order to accommodate the needs of all our troops/dens/packs, regular weekly meetings may not be scheduled from Friday evening at 6pm until Sunday at noon. This allows the facilities to be equally used by all dens/packs/troops for lock-ins and other troop events and allows the Boy Scout and Girl Scout committees to schedule community wide events.  In an attempt to allow all organizations the opportunity to use the Scout Facilities, reservations will be kept unless emergencies arise.  Notification will be given to organizations if their reservation is to be rescheduled.

d. You will receive a response once your request has been added to the Scout Facility schedule.  If there is a conflict, possible alternate dates and times will appear in the email response.  Notification will also be given if there are calendar conflicts and/or problems (i.e. scheduling conflicts, un-cleanliness of building, etc.).

e. The Boy Scout and Girl Scout Committees agree to furnish each other at least quarterly a list of all planned community events to be scheduled on the facility calendar so that conflicts can be minimized. Whenever possible, community events requests should be submitted no later than 4 weeks in advance in order for any rescheduling or hut preparation.  

f. The Boy Scout and Girl Scout committees of Heidelberg agree to furnish the Facility managers a current list and regular updates of all registered troop/den/pack leaders (with date of expiration of registration) and authorized points of contact. Facility managers will not schedule troop/den/pack meeting times for points of contact that do not have a current registration.   

g. The Boy Scout and Girl Scout Committees agree that facility usage requests will be handled as follows:

1)  Priority will normally be given to the first fully registered Boy Scout or Girl Scout troop/pack/den leader submitting a complete request.

2)  No facility usage request will be deemed complete and booked if the point of contact is not fully registered.  Registration completed after submission of the request will result in the request being effectively dated the date of registration.

3) In the event of a conflict between requests submitted effective the same date, precedence will be given to programs wishing to continue on from a previous year at the same time.  The Boy Scout and Girl Scout Committees agree that should two troops/packs/dens submit requests for the same days and times with the same effective date, that both troops may be asked to compromise (each take one room at the MTV hut or swap midyear from the one story to the two story to allow each troop/pack/den equal access to the facilities). Every effort will be made to find a compromise.  

6.  BASIC POLICIES.  These policies are in place to ensure the safety of all persons and Scouts who are authorized to use the facilities.

a.  Smoking is not permitted inside or within 50 feet of any facility.

b.  Drinking (alcoholic beverages), drug use and/or profanity are not permitted in any of the facilities.  Non-alcoholic drinks and food are permitted in the facilities so long as all parties act responsibly (throw out leftovers, take out trash, clean up floors and tables).  Should this not be done, food/drink privileges will be suspended for the entire Scout Center.

7.  ANIMALS.  Domesticated or non-domesticated animals are not permitted inside the building at any time.

8.  POSTERS (includes PICTURES).  Posters cannot be hung directly on walls.  All posters will be hung up on a bulletin board or an approved announcement board.

9.  FIRE PITS (includes FIREPLACES, if applicable).  Fire pits are permitted on the outside grounds of the facilities (within fenced areas) or in the middle of the parking lot (must be blocked off from vehicle parking).  There must be at least two adult chaperones, over the age of 21, in attendance at all times when the fire pit is being used.  Gathering and storage of firewood is at the responsibility and discretion of the organization.  The fireplace screen and tool set is not a toy!  It is the leader’s responsibility to ensure that all Scouts do not play with the screen and fireplace tool set.

10.  WALL LOCKERS (includes STORAGE CABINETS AND ROOMS).  All wall lockers located within the facilities must be labeled with card showing the point of contact, contact’s phone number (non-DSN, off duty number) and organizations name.  
Due to Fire and Safety Regulations:

a.  Each wall locker will be kept clean and in an orderly appearance.  The top of all wall lockers will be kept clear and free from clutter.

b.  All camping equipment (i.e. lanterns, axes, portable cooking devices) must all have the proper safety casing.  Any camping equipment that uses propane (or any type of flammable liquid or gel) will NOT be kept within the organizations wall lockers and/or storage areas.  ALL FLAMABLE LIQUIDS AND OR GELS WILL BE KEPT IN THE PROPER TYPE OF FLAME RETARDANT CABINETS LOCATED OUTSIDE OF THE SCOUT CENTER.

c.  If food and or canned goods are stored in your storage areas, it must be served prior to the expiration date.  If any stored food has expired, dispose of all food items immediately to prevent food poisoning.

11.  CHILDREN.  Children must not be left unattended at any time during usage of Scout Centers.  At a minimum,

a.  Children must stay in designated meeting rooms.

b.   Parents need to be instructed to control siblings while picking up and dropping off scouts.

c.  Leaders coming in to facilitate meetings need to clean up after children.
12.  CLEAN SWEEP.  Each troop should sign up for at least one month to do their clean sweep.  What needs to be done is listed on the Center’s contract and is posted near the entrance/exit doors.  Leader does NOT do this his/herself - this is a TROOP AND PARENT event.  Do NOT do your clean sweep during regular troop meeting times due to other troops meeting at the same time.  It’s best to have a Saturday picnic clean up.  Enlist moms, dads and scouts to get this work done.
13.  ENTRANCE AND EXITING PROCEDURES (includes CLEANING).  If the facility is un-secured upon entry, contact the SCS immediately.  A cleaning inventory sheet is be posted by all exit doors.  Regardless of condition of hut when you arrive, it should be clean when you leave.  Make a note in the Center’s log:  include time, date & condition - BE SPECIFIC.
a.  Before leaving the building, ensure:

(1)  All equipment and material is returned to its proper storage area in a neat and orderly fashion.

(2)  All trash will be removed, disposed of in the nearest dumpster and trash bag replaced in receptacle.

(3)  If the kitchen and/or bathroom is used it will be cleaned thoroughly.  Bathroom - take trash out after EVERY meeting (plastic bags and toilet paper in large storage locker in bathroom).
(4)  The floor will be swept after each meeting.  Anything tracked in or spilled on the floor must be mopped up.

(5)  Window curtains will be left open.

(6)  All exit doors and windows will be checked to ensure that they are secured, all interior lights turned off, and all windows will be secured.

(7)  DO NOT SIT ON TABLES!  Clean off tables after EVERY meeting.

(8)  Refrigerator - date and label items.  They will be disposed of after 2 weeks.


(9)  Those using the facilities agree to repair and maintain the hut.  Should such damage not be repaired within a reasonable time, the facility manager may terminate the usage of the Hut by the troop/den/pack and require the return of the keys to the facility.

14.  DONATIONS.  Donations of any kind are always welcome but DO NOT just drop them off.  Contact the SFM to coordinate donations.  Donations that are always in demand are paper towels, mops, brooms, trash bags, toilet paper, cleaning supplies (i.e. bleach, 409, etc.), and hand soap.

15.  PARKING.  Parking space is limited around the Scout Centers. DO NOT BLOCK ANY DOORS.  Please be courteous and do not block others in the parking area.  For PHV, parking is also available in the main parking area for the middle school.  Note: Parking is very difficult during seasonal sports, i.e. Baseball, Flag Football, etc.

17.  KEY CONTROL.  All personnel that possess keys will adhere to policies outlined herein.  If policies are not adhered to, access to the Scout Facilities will be terminated until further notice.  It is understood that the person signed for the key will be held liable if the key(s) is lost.

a.  Due to limited number of keys to facilities, each organization (i.e. Troop, Crew, Pack, etc.) will be issued only ONE (1) key per troop/meeting sponsor.  The keys issued may be loaned to others within the organization.  If duplicate keys are made, it is the organizations responsibility to pay for reproductions as well as manage internal key control.  Organizations will not be reimbursed for key duplication expenses.

b.  Any lost keys will be reported to the Facility Manager immediately.  If keys cannot be located after a 48-hour period, the lock core(s) will be changed at the organization’s expense.  Replacement of keys/cores may include up to 3 door cores and a maximum of 35 keys.  

c.  The key(s) will be turned into the Facility Manager before leaving from the community (PCS/ETS) or when your association with the organization terminates.  Key(s) not turned in will be considered lost and paragraph 9b will apply.

d.  The Scout Facility Manager will maintain the key control register and inventory sheet, DA Form 5513-R.  The control register will, at a minimum, contain the identification numbers, date of issue, recipient’s signature, initials of individual issuing the key, and date, time of return and initials of individual receiving the key.

18.  WORK ORDERS.  If work orders need to be done at any facility, contact the Scout Facility Manager immediately.  DPW/work order office will not accept work orders, including key and core replacement, by any person other than the Scout Facility Coordinator.

19.  AMENDMENTS TO SCOUT FACILITY POLICIES AND PROCEDURES.  Proposed amendments to the Heidelberg Scout Facility Policies and Procedures shall be submitted to the Scout Facility Manager for consideration.  The proposed amendment will then be considered at the next Roundtable meeting, and the issue decided upon by a simple majority vote of those members present.

20.  SUPERSESSION.  Heidelberg Scout Facility Policies and Procedures supersede any other copies prior to the effective date listed below.

21.  EFFECTIVE DATE.  The effective date for these Heidelberg Scout Facility Policies and Procedures are 1 October 2009
___________________________________
            ____________________________________
Mark Dubois





Christine Hennessey
Boy Scouts           Date:________________

Girl Scouts             Date:________________
Please cut on the line, sign and return bottom portion to the Scout Facility Manager ASAP.

[image: image3.bmp]
I, _________________________________________________________, the Point Of Contact of (organization type)_________________________________________________, have read the GORDON K. BURNET & DAVID E McKEE SCOUT ACTIVITY CENTERS Policies and Procedures.  I understand that once I sign this document, I am responsible to uphold the Policies and Procedures herein at any and all events.  I understand that it is a privilege to use these facilities and my privilege will be revoked for any person or organization not observing the rules, terms, and conditions listed herein.

_______________________________________________


__________________

Point of Contact Signature






Date

_______________________________________________


__________________

Scout Facility Manager Signature





Date

1.  Your Den/Troop/Crew is responsible for cleaning up your meeting room after each and every meeting.  This includes the following:

All trash must be placed in a plastic bag and then taken out and placed in the dumpster located by the storage garages.

All tables must be wiped clean of any spills, paint, marker or craft use.

Stack all chairs and place next to a wall with no window.

Sweep meeting room floor

Return any resources to their original location

Bathroom:  Wipe down sink (mop floor if necessary), flush toilet, and take out trash.

Remove all traces of food and drink form the refrigerator if you know that you will not use it by the clean-out date.

Turn off all interior lights

Secure all windows and doors

Unplug fans, vacuums or anything electrical (including but not limited to wall heaters and computers)
2.  No child shall be left unattended in another room or outside of the centers without adult supervision.  This is a very serious matter; violations may result in termination of Facility privileges for your group.

3.  In addition to regular responsibilities as noted within the Policies and Procedures, each Pack/Troop/Crew will have a rotating schedule to conduct Clean Sweep.  Clean Sweep includes:

Wash Interior Windows

Clean out refrigerator/freezer and clean thoroughly

Clean bathroom completely

Vacuum/Mop ENTIRE Scout Center

Wash all tables and chairs

Pick up the trash outside of the Centers (perimeter of building, including parking lot)

Grass Cutting and use of weed eater (perimeter of building, including parking lot)

Sweep sidewalks and stairs in front of buildings

The undersigned concurs with and will adhere to the specifications of the contract above:

_______________________________________________


__________________

Point of Contact Signature






Date

_______________________________________________


__________________

Scout Facility Manager Signature





Date

1.  Type of activity:_____________________________________________________________

2.  Location requested:
□  MTV Large Rm
□  PHV1 Large Rm      □  PHV1 Conf Rm


□  MTV Back Rm
□  PHV2 Upstairs
□  PHV2 Downstairs

3.  Date of Activity:_____________________________________________________________

4.  Start time:________________________

End time:________________________

5.  Are there recurrences?  

□  Yes

□ No  (If not, skip to #6)

Recurs:  □  Daily

□  Weekly

□  Monthly

□  Yearly

6.  Organization Name:___________________________________________________________

7.  Point of Contact:_____________________________________________________________

8.  Phone number (CIV please):____________________________________________________

9.  Email or alternate contact number (CIV please):____________________________________

Once activity has been scheduled, an ‘official’ copy will be forwarded to you.  You may also check on your reservation at any time at: http://www.gsusahd.org/Facility.html. If you have -any questions, please contact the Scout Facility Manager at scout_facility@yahoo.com. 
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Scout Facility Manager Remarks:

□  Approval

□  Denied

□  Other: __________________________________

Date:______________
 Scout Facility Manager Signature:__________________________

1.  Design contract with Service Unit Manager, approves the use of hut.

2.  Makes certain all Scout Leader adults have signed a copy of agreement.  All copies will be kept on file at hut.  Keeps extra forms readily available and updates as needed.  Notifies any groups of misuse.

3.  Phone in all work orders to Heidelberg, DPW.  Keeps a log of work order dates and numbers.  Posting a clipboard for groups to report new/recurring problems.

4.  Bring forth proposals for work orders/improvements to Service Unit Manager (SUM) for approval before making any changes/improvements.  SUM will make decisions based on advisement.

5.  Maintain a list of friends of the Heidelberg Scout Facilities to help with facility projects, field days, etc.  Sends forms out through points of contacts to be collected and turned in to Scout Facility Coordinator.

6.  Maintains calendar of facility use, regular Scout meetings, Adult training, Service Unit Events, etc.  All groups need to contact Scout Facility Manager for approval to use facility prior to use.  Post and update calendar at entrance/exit doors of facilities.

7.  Any outside groups must put requests in writing to Scout Facility Manager for response.

8.  Post a calendar of weekly use in entryway; meeting schedule to include Pack/Troop/Crew number, level, time and leaders name.

9.  Discuss all operational problems with the SUM.

The undersigned concurs with and will adhere to the specifications of the contract above:

_______________________________________________


__________________

Scout Facility Manager Signature





Date

_______________________________________________


__________________

Service Unit Manager







Date

BEFORE YOU LEAVE…

Did you remember to…

□  Vacuum & Sweep?

□  Clean the tables?

□  Shut ALL the windows?

□  Unplug ALL electrical objects?

□  Take out ALL trash?

□  Shut off ALL lights?

□  Lock ALL the doors?

Thank You

For Doing Your Part!
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Clean Sweep duties are:

1)  Wash Interior Windows.

2)  Clean out refrigerator/freezer and clean thoroughly.

3)  Clean bathroom completely; trash, windows, mirrors, toilets.

4)  Vacuum, Sweep and Mop ENTIRE Scout Center.

5)  Wash all tables and chairs.

6)  Pick up the trash outside of the Facility (perimeter of building, including parking lot).

7)  Grass Cutting and use of weed eater (perimeter of building, including parking lot)*.

8)  Sweep sidewalks and stairs in front of buildings.

If using cleaning solutions during your Clean Sweep duties, please be sure that all solutions are returned to the proper storage area after each use.

*When operating a lawn mower, weed eater or other landscaping tools, ensure the proper safety equipment is worn (eye and ear protectors, gloves, etc.)

