
Administrative Operations Tasks
TLT

______________________________________

Mentor/Staff

________________________________

Term Dates

______________

Club Planning
®1. Assist in planning club activities including, but not U

limited to:
a. Regular meetings U
b. Induction U
c. Investiture U

®2. Assist in planning and coordinating the yearly and single U
meeting schedules. This includes times for Investiture
Achievement, honor instruction, special events, worships.
outings, and camping trips.

3. Develop the weekly schedule in the Pathfinder meeting
place (including weekend schedules on camping trips).

Worships
®1. Assist in developing ideas for worships including themes,

topics, guests and activities.
®2. Assist in planning and scheduling worships. Prepare U

materials, invite speakers, introduce them, and send thank
you notes. Be prepared with a backup program if there is
a problem.

3. Coordinate with TLTs assigned to teaching and counseling
operations to make sure that opportunity is given for
Pathfinders to do worships necessary for completion of
requirements.

Drill & Exercises
®1. Assist in arranging, scheduling, and facilitating units in U

conducting opening and closing exercises during meetings
and events including the posting of colors

®2. Assist in teaching basic marching and drilling techniques. U
3. Develop, train, and schedule the exhibition drill team. U U

On-Site Safety
®1. Assist in planning, scheduling and coordinating safety

personnel and equipment when necessary.
a. Parking lot and driveway entrances. U
b. Entrances to the building and the Pathfinder meeting U

areas.
®2. Assist in establishing or continuing contact with local

emergency and police agencies.
3. Develope a check out system for safety equipment and

assist with its storage, upkeep and repair. This may
include club flash lights, traffic cones, reflective vests,
fire extinguishers, fire buckets, first aid kits, tool boxes.
roadside emergency kits, etc.

Expectations
®1. Meet deadlines. U
®2. Work together without prodding. U
®3. Communicate effectively. U
®4. Exhibit a Christian spirit. U

U Task checklist complete. Approved for advance. Reviewing Staff Date

_________



Outreach Operations Tasks
TLT

________________________________________

Mentor/Staff

________________

Term Dates

Outreach Planning
® 1. Assist in planning at least two events including one of the

following, but not limited to:
a. Can Collecting
b. Community Service U
c. Outreach Dinners U
d. Pathfinder Sabbath U
e. Vacation Bible School U
f. Evangelism U
g.

Other

______________________

U
®2. Coordinate with Administrative, and Teaching Operations to have U

programming for the event.
3. Assist in planning and be ready to carry through alternative plans

should the program have to be changed for any reason. (i.e. rain,
snow, cancellation, etc.)

Logistics
®1. Assist in developing a packing list, preparing and packing all U

materials and necessary equipment. and unpacking, accounting for,
and repairing all equipment upon return from an event.

®2. Assist with developing a menu and food supplies list for the event
as needed.

3. Coordinate with the TLTs assigned to Administrative and Activities U U
Operations to confirm adequate and proper safety is arranged for
both on-site and off-site activities as needed.

Communications
®1. Assist in promoting the event by preparing, posting, and mailing

all necessary promotional materials.
®2. Assist in preparing, distributing and posting information at the U

event such as programs or bulletins, menus, staff assignments, and
activities.

3. Develop a report about the event by writing/blogging the details
quoting people’s experiences and including pictures of what
happened. Share your report with your club, your church, your
Area Coordinator, and your Conference leaders.

Share Your Faith
®1. Develop and practice the skill of speaking and reading clearly in

front of a large group. Practice voice projection, annunciation of
words, clarity of thought (i.e. announcements, scripture reading,
public speaking or preaching. storytelling, ...)

®2. Develop and practice the skill of praying in public. Learn different
styles and types of prayers (i.e. private prayer, meal prayers,
intercessory prayer, congregational prayer invocation prayer.
benediction ...)

3. Develop your personal testimony into a three minute short story.
Share it with your friends, your family, and your staff.

Expectations
®1. Meet deadlines. U
®2. Work together without prodding. U
®3. Communicate effectively. U
®4. Exhibit a Christian spirit. U

U Task checklist complete. Approved for advance. Reviewing Staff. Date

________



Teaching Operations Tasks
TLT

_________________________________________

Mentor/Staff

__________________________________

Term Dates

_______________

Instructional Planning
®1. Assist in planning and carrying out Investiture

Achievement instruction for the year or assigned time
period.

®2. Assist in planning and carrying out Honor selection for
instruction, including integration of honors required by
AY Investiture Achievement.

3. Coordinate with other operations in making sure that AY
Investiture Achievement requirements are cared for in the
most appropriate fashion possible.

Logistics
®1. Assist with procurement of supplies and equipment.

Provide substitute or teaching assistance.
®2. Assist with set up of the teaching area, distribution of

supplies and equipment. Provide clean-up and storage of
leftover supplies and equipment following the instruction.

3. Develop an Honor, piloting the honor, and submitting it
for approval to the NAD Honors Committee.

Recruitment
®1. Assist in recruitment of Investiture Achievement

instructors and Honor instructors.
®2. Assist in providing teaching requirements and resources

to instructors along with information about the setting
for teaching, time frame of instruction, and how many
students to plan for.

3. Develop a follow up plan with instructors after teaching
is completed. Send thank you notes and ask for feedback.
Coordinate with the TLT assigned to Records Operations
to make sure all expenses have been reimbursed to the
instructor.

Teaching
®1. Assist in teaching an Investiture Achievement

requirement to Pathfinders as specified by the Guide or
Master Guide requirements.

®2. Assist in teaching an Honor to Pathfinders as specified by
the Guide or Master Guide requirements.

3. Develop lesson plans that are relevant to the learning
styles of your Pathfinders. Prepare handouts as necessary
for the workshops that you teach. Submit your lesson
plans to the club staff to be used by other instructors in
the future.

Expectations
®1. Meet deadlines.
®2. Work together without prodding. fi
®3. Communicate effectively. ü
®4. Exhibit a Christian spirit. Li

Li Task checklist complete. Approved for advance. Reviewing Staff Fmt



Activity Operations Tasks
TLT

______________________________________

Mentor/Staff

________________________________

Term Dates

______________

Event Planning
®1. Assist in planning at least two off-site events including one

of the following, but not limited to:
a. Camping Trips
b. Field Trips
c. Pathfinder Bible Experience Trips (Area, Conference,

Union, Division levels)
d. Special events not regularly scheduled by the club
e. Other

_______________________

®2. Coordinate with Administrative and Teaching Operations
to insure events or activities needed have time allocated for
Investiture requirements, and that proper preparations are
made. Prepare, mail, and post all necessary promotional
materials, a schedule, task assignments, menus, and
activities.

3. Assist in planning for photography/videography personnel
to provide pictures to be used for reporting the event and
for promoting your Pathfinder club ministry.

Logistics
® 1. Assist in planning campsite layout & facilitate campsite setup.
®2. Assist in developing a packing list, preparing and packing

all general club gear, and unpacking, accounting for, and
repairing general club gear upon return from an event. —

3. Develop and be ready to carry through alternative plans
should the event have to be changed for any reason. (i.e.,
rain, snow, cancellation. etc.)

Food
® 1. Assist in developing a menu and food supplies list for the

event. Assist in the purchase of required food items & supplies.
®2. Assist in unit assignment to KP, food preparation, water

detail, and wash station.
3. Develop club guidelines for food safety. Learn about your

state-required food safety/handlers permit. Get a permit if
your state allows for minors to acquire one.

Off-Site Safety
®1. Assist in planning, scheduling, and arranging for adequate

and proper safety at departure, on site (including night
watch if needed), and at the return point.

®2. Coordinate with the TLT attached to Records Operations to
collect and record permission slips, fees or other required
paperwork in preparation for departure. Track and tally the
group total for clerical and security reasons.

3. Assist in making arrangements for adequate transportation,
including vehicle preparation and reservation, written
directions provided to all drivers, and emergency policies
and meeting places alTanged for and communicated to all
parties concerned.

Expectations
®1. Meet deadlines.
®2. Work together without prodding.
®3. Communicate effectively.
®4. Exhibit a Christian spirit.

U Task checklist complete. Approved for advance. Reviewing Staff Date



Records Operations Tasks
TLT

_________________________________________

Mentor/Staff

__________________________________

Term Dates

_______________

Clerical
® 1. Assist or lead out in keeping and tracking attendance records

for club meetings and events and tallying them for use by the
club director for church board, area coordiator and conference
reports.

®2. Assist or lead out in the distribution and collection of
permission slips for events.

3. Assist or lead out in the preparation and distribution of
applications, information packets, schedules, health forms,
consent forms and other club correspondence to parents and the
church family.

Reports
® 1. Assist or lead out in AY Investiture Achievement and Honor

reporting. Include a list of those who have completed the
requirements and document their receipt of the Investiture
uniform items and Honor patches. Assist in taking, processing.
and distributing uniform orders.

®2. Assist or lead out in submitting monthly reports of club
activities and attendance totals to the church board, area
coordinator and the conference.

3. Assist with preparing and posting documents, photos and reports of
events and activities on the church’s website or club’s webpage.

Finances
®1. Develop an understanding of how the business practices of

budgeting, collecting and accounting enable the ministry
of Pathflndering to operate and thrive. Practice general
stewardship principles as they relate to the Pathfinder Pledge
and Law.

®2. Assist the club treasurer in collecting money and writing
receipts for: registration fees, dues, uniform items, club trips,
special events and needed supplies.

3. Assist in planning, collecting and accounting of fund-raising
money.

Accounting
® 1. Develop a basic understanding of a debit/credit accounting

system and assist the club treasurer with the financial records.
Assist each month in the processes of monitoring the Pathfinder
club yearly budget and preparing monthly reports for the club
director and church board.

®2. Develop or continue a working relationship with the church D
treasurer. Learn the cash flow and accounting processes of how
money flows from the Pathfinder parent, through the club, to the
church treasurer, and on, when paying for conference events,
uniform items and Pathfinder resources.

3. Assist the club treasurer in accounting reimbursements and
accounts payable.

Expectations
®1. Meet deadlines.
®2. Work together without prodding.
®3. Communicate effectively.
®4. Exhibit a Christian spirit.

U Task checklist complete. Approved for advance. Reviewing Staff_ Dnte



Counseling Operations Tasks
TLT

________________________________________

Mentor/Staff

__________________________________

Term Dates

_______________

Unit Planning I
®1. Assist or lead in planning and carrying out unit activities during

allotted unit time at regular club meetings. This could include unit
honor instruction, unit worship planning, preparation for a unit
event, or other activities as directed by the unit counselor or club
director.

®2. Assist or lead in planning and carrying out an off-site unit day
activity. Coordinate with TLT attached to Activities Operations
to confirm that all planning, logistics, food, and safety have been
accounted for.

3. Assist or lead in planning a unit camping trip. Coordinate with the D D
TLT assigned to Activities Operations to confirm that all planning,
logistics, food, and safety have been accounted for.

Club Trips
®1. Assist or lead in planning and carrying out unit activities during

allotted time on club camping trips. This could include, but are not
limited to: campsite set up, preparation for inspection, hikes, group
meetings, curfew and lights out, and the striking of camp.

®2. Assist or lead in the proper care and posting of club flags and unit
guidons during transportation and at the campsite.

3. Coordinate with the TLT assigned to Activities Operations for Off- J
Site Safety to assist in monitoring all safety issues within the unit.
Know where the club first aid kits are and be familiar with their
contents.

Teamwork
® 1. Assist unit counselors in helping units become close-knit teams.

Plan age-appropriate games and activities that build cooperation
and teamwork within units and throughout the club. Create unit
guidons and mascots if this is your club practice.

®2. Assist unit Captains and Scribes to learn their responsibilities and
to be successful in providing leadership to their unit. Help unit
members learn democratic processes for making group-decisions.

3. Assist Pathfinder Instructors by motivating and encouraging
unit members to pay attention and to complete their Investiture
Achievement and honor requirements.

Personal Safety
®1. Assist in planning, scheduling and coordinating adequate and

proper adult supervision ratios for all unit activities. Develop a
unit-based buddy system for all Pathfinders.

®2. Learn and follow appropriate personal safety guidelines when
working with minors and adults. Apply for approved volunteer
status with your pastor or the church safety officer.

3. Assist in planning, preparing, and monitoring a social media site
for the club. Follow all social media safety guidelines as prescribed
by your church, conference Pathfinder Department, and conference
Communications Department.

Expectations
®1. Meet deadlines. J
®2. Work together without prodding.
®3. Communicate effectively.
®4. Exhibit a Christian spirit.

Li Task checklist complete. Approved for advance. Reviewing Staff Date

_________


