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Part A

Introduction: Departing Australia as a Scout

Al INTRODUCTION

This document assists those concerned with the
management of Australian Contingents overseas
by describing the respective responsibilities for
higher level management and offering guidelines
based on experience gained over many years.

Contingents are divided into two categories, National
Contingents and Branch Friendship Tours. National
Contingents are required to follow ALL sections of the
International Contingent Leader Handbook. Branch
Friendship Tours are required to follow the minimum
requirements for travelling overseas as an Australian
Scout as outlined in the International Travel Guide.

It is not intended, nor is it feasible, to include
exhaustive guidelines for the detailed organisation,
planning and administration of all possible types of
overseas adventures. In practice, variations of the
guidelines may be necessary to suit the circumstances
of a particular event. If the International Contingent
Leader Handbook is not clear or causes doubt
regarding any matter, the Contingent Leader should
consult the International Commissioner of Australia.

A2 CONTINGENT DEFINITIONS

A.2.1 NATIONAL CONTINGENTS

A National Contingent is formed for all
International Events where two or more
participants attend from Australia.

An “International Event” is defined as any major
activity recurring at various intervals and officially
recognised by the host National Scout Organization
(e.g. Jamborees, Ventures, Moots, Youth Forums
and Conferences). These events will normally, but
not always, be listed on the WOSM events list.

The Contingent is managed in line with ALL
of the policies and procedures outlined in the
International Contingent Leader Handbook. A
set National registration fee is charged for all
participants with the following inclusions:

» National Administration Fee

» Australian Contingent Pack

» Travel Insurance

World and APR Youth Forums and Conferences
A member of the Scouts Australia National Team
will be appointed Contingent Leader for all World
and APR Youth Forums and Conferences.

Travel arrangements for Contingent Members will
be at the discretion of the Contingent Leader.

Other World, APR, USA and NZ Events
Nominations will be systematically called for
the role of Contingent Leader for all other
World, APR, USA and NZ events.

These events are planned to depart from Australia
and return to Australia (with the possible exception
of IST or Rover Scouts attending Moots).

Other Events

Expressions of interest (EOI) will be collated by the
International Office for all other National events.
Whenever expressions of interest are received

for a particular National event, a Contingent
Leader will be selected following a merit-

based assessment from among the applications
received, at least 12 months before the event.

The Contingent responsibilities for these events
will be planned to start and end at nominated
locations in-country on agreed dates.

Transport to and from the start and finish locations
will be the individual responsibility of participants,
even if transport is booked in small groups.

A.2.2 BRANCH FRIENDSHIP TOURS

“Branch Friendship Tours” are any locally
organised overseas activity where there is no
established Australian Contingent and includes
service projects, cultural exchanges, camping
events and outdoor adventure activities.

All Branch Friendship Tours must be registered
with the National Office and approved by the
International Commissioner of Australia.

A Branch Friendship Tour would normally only
include members from a single Branch. Members
from other Branches who wish to join a specific
Branch Friendship Tour organised by another




Branch shall do so by registering with the Tour
Leader. Such members shall have the approval
of their home Branch to participate in the Branch
Friendship Tour organised by another Branch.

A3 INTERNATIONAL COMMISSIONER OF
AUSTRALIA

In relation to ALL Scouts departing Australia,
whether National Contingent or Branch
Friendship Tour, the International Commissioner
of Australia has the following responsibilities:
» Acts on behalf of the National Operations
Committee in the definition and
application of National Policies.
» Assesses all Applications to Travel Overseas.
» Liaises with the World Scout
Bureau, as appropriate.
» Establishes the initial contact with the Host

Association and introduces the Contingent Leader.

» Assists the Contingent Leader in the development
of the itinerary and the activity program as well as
organisation of the Contingent when requested.

In relation to National Contingents, the
International Commissioner of Australia
has the following responsibilities:
» Manages the official announcement of
the event, including initial promotion
through national publications.
» Supervises initial contact with the official
agent of the National Association.
» Approves the initial drafting of the budget in
coordination with the National General Manager.
» Assists the Contingent Leader to make
contact with the Australian Embassy,
as appropriate, in the host country.
» Sits on the Contingent Executive.

A4 COMMUNICATIONS - INTERNATIONAL
COMMISSIONER

The International Commissioner:

» Introduces the Contingent Leader to the Host
Association and sets up direct contact between
the Contingent Leader and a nominated
appointment in the overseas association.

» Where a Branch has a long-standing relationship
with another National Scout Organization
(NSO), will make contact with the host NSO
when each new Branch Friendship Tour

is proposed, including repeat events.

» Introduces the Contingent Leader as the person
charged with the responsibility of running the
Contingent and representing Scouts Australia.

» Where appropriate, corresponds with the
Australian diplomatic post in the country
in which the event is being held, or where
the Contingent is otherwise travelling.

» For National Contingents, corresponds with the
Scout Association conducting the event until the
Contingent Leader takes over in matters of detail.

A5 PLANNING AND APPROVAL

All Contingents travelling overseas must be approved
by the International Commissioner of Australia through
the On-Line Event Management System (OLEMS).
This must be submitted well in advance of departure
in the event that the host NSO declines the request,
requires more information or requests changes to the
Contingent. Flights should not be booked or other
commitments made until approval is received.

For visits overseas, where arrangements for
accommodation are sought of the host organisation,
ideally 18 months’ notice should be given. Where
no accommodation arrangements are required of
the host organisation, at least six months’ notice is
required. Late applications are liable to be rejected.

With regard to proposed visits to any country,
including New Zealand, during the month before
and for a month after the starting date of a
Jamboree or large scale Scouting event in that
country, an International Letter of Introduction may
be issued to an individual member, but approval
will not be given to a party to make such a visit.

A.6 AMBASSADORS OF AUSTRALIA

It is not every day that a person has the opportunity
to represent their country. Scouts Australia
provides this opportunity to adults and Youth
Members alike. It is therefore imperative that the
manner with which individuals conduct themselves
when overseas is nothing short of exemplary.

To this end, Contingent Leaders are empowered
to ensure that the behaviour of individuals
whilst on tour is of the highest standard.




A7 REGISTRATION

All members of the Contingent must be
registered members of their Branch of the
Scout Association of Australia, and be in
good standing with the Association.

Applications are not accepted for any Contingent
until the following process is complete:

» The applicant submits their application in the
On-Line Event Management System (OLEMS)
available at this website: https://registrations.
international.scouts.com.au/login.asp

» The Contingent Leader communicates on the
closing date a list of applicants from each Branch.

» The Branch verifies that the applicants satisfy
all membership requirements including
valid Working with Children Clearance
and have completed the BCORE Child and
BCORE WHS elLearning modules.

A User Guide to the online application process is
available for download from the OLEMS website.

A8 MINIMUM AGE FOR SCOUTS

The general minimum age for Scouts participating
in a Contingent going overseas is 12 years as at
the date of the departure. For other Contingents,

a different minimum age may be approved by the
International Commissioner of Australia in the light
of the period away from Australia; the amount,
type and frequency of travel; and the demands

of the activities involved. Some international
events may have a prescribed higher minimum
age, e.g. 14 years for World Scout Jamborees.

A9 DISCIPLINE

It may be necessary for a Contingent Leader to take
action when a Contingent Member does not abide
by the Host Organization’s / Contingent’s or Scouts
Australia’s policy, regulations and guidelines. It
would be far too difficult for this policy document to
prescribe how to deal with every situation. However,
for minor infringements, the Contingent Leader is
empowered to take the action that they feel necessary.
In doing so, the following should be adhered to:

» Keep the dignity of all parties

as the highest priority.
» Ensure that you deal in a fair and impartial manner.

» Keep a record of the incident.
» Resolve the incident as quickly as possible,
and at the lowest practicable level.

In matters of a more serious nature, it
will be necessary to seek advice from the
International Commissioner of Australia.

A.10 NOTES ON NATIONAL TRAVEL INSURANCE
All Contingents departing Australia must
have comprehensive Travel Insurance as
organised by the National Support Team.

For Branch Friendship Tours, the organising Branch is
solely responsible for risk management and insurance.

Scouts Australia’s Travel Insurance is only
available for National Contingents, and must
be used by these Contingents. Additional
information for National Contingent Leaders
is available in Part C of this manual.

A.11  INCIDENTS

Procedures on how to manage medical
incidents, serious accidents and hospitalisation
are detailed in Part D of this handbook.

A.12 COMPLAINTS PROCESS
Complaints should be raised directly with the
International Commissioner of Australia.

Escalation includes consultation between
the National General Manager and the
Chief Commissioner of Australia.

A.13 EMBASSIES, CONSULATES, MISSIONS

The International Commissioner of Australia, and
with their knowledge, the Contingent Leader are the
only representatives of Scouts Australia permitted to
contact diplomatic posts, other than in an emergency.
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A.14  REPORTING

National Contingents have specific reporting
requirements outlined in Part D of this handbook.

For all other Contingents, the Contingent Leader is
required to notify the International Commissioner
of Australia of the Contingent’s safe return.

So that Scouts Australia can learn from all
Contingents that travel overseas and share
knowledge across Australia, as well as inspire
other leaders and Youth Members to consider an
international adventure, a brief report from each
Contingent is required. It should be received within
3 months of the Contingent’s return to Australia.

A.15 INTERNATIONAL EXPLORER AWARD

This award is for any registered member of our
Movement who travels to an officially recognised
International Scouting event overseas OR
participates in two of the following activities:

» Service (minimum 4 hours).

» Camping (minimum 1 night).
» Training (minimum 1 complete day).
» Attend at least three meetings (minimum 3 hours).

I~

Upon their return from overseas, the
candidate is required to complete at least
three reports or presentations.

Once all of the criteria have been met, the candidate
should apply through their Branch on the application
form. The cost is not part of the Contingent Fee and
any Contingent Member must pay for their award.

It is imperative that the Contingent Leader promotes
to all Contingent Members the opportunity
to earn the International Explorer Award.

The International Explorer Award must be
completed within 12 months of returning to
Australia from the overseas trip associated with
the approved international scouting event.
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Part B

Establishing a National Contingent

B.1 CONTINGENT LEADER APPOINTMENT

All National Contingents will have a Contingent
Leader appointed by the Chief Commissioner
of Australia on the recommendation of the
International Commissioner of Australia.

For World, APR, USA and NZ Events, the Contingent
Leader should be appointed at least two years
before the event so that the initial broad planning
and budgeting can be completed and to allow the
timely issue of brochures and other advertising

for the event. In the case of the Contingent

Leader to the NZ Rover Moot, the person will be
appointed at least 9 months prior to the event.

A formal application process will be implemented
for the role of Contingent Leader to these events
with the International Commissioner of Australia
calling for nominations from all Branches. As
required, the International Commissioner of Australia
will discuss the role with potential candidates

to ensure that each person has a thorough
understanding of the role and skills required.

Applicants for the role of Contingent Leader must
have completed Advanced Wood Badge Training
and the Behaviour Management eLearning module
or have a willingness to complete this training
within six months of appointment and prior to

the Contingent’s departure from Australia.

The selection process will be merit-based and

may involve face-to-face interviews of short listed
candidates, funded by the previous Contingent to
the same event. The International Commissioner of
Australia will appoint a selection panel to assess
candidate applications, based on merit against the
selection criteria. The selection panel will nominate
the best candidate to the International Commissioner
of Australia. The International Commissioner will
then consider forwarding the nomination to the
Chief Commissioner of Australia. In turn, the Chief
Commissioner of Australia will consider appointing
the nominee as the Australian Contingent Leader.

For other National events, the Contingent Leader

will be selected following a merit-based assessment,
conducted on agreement between the respective
Branch International Commissioners or other relevant
international Scouting personnel, from among

the expressions of interest received. This will be
done at least twelve months before the event.

For all International events, the Contingent

Leader is appointed by the Chief Commissioner

of Australia with the authority of the National
Operations Committee. The Contingent Leader is
therefore a National Appointment for the purposes
of planning and conducting the Contingent. The
Contingent Leader is directly responsible to the
International Commissioner of Australia.

B.2 CONTINGENT ADVISER

An Adviser shall be appointed to all Contingent
Leaders. If suitable and available, that person should
be the Contingent Leader to the previous event, or
have been a Contingent Leader to a similar event.

Candidates for the role of Contingent Adviser must
have completed Advanced Wood Badge Training
and the Behaviour Management eLearning module.

The Contingent Adviser will have a diminishing
role as the Contingent Leader develops their
own Contingent Management Team.

The Contingent Adviser may attend the event in any
capacity, however attendance is subject to normal
adult/leader requirements and application processes
and is not automatically implied by the position.

B.3 CONTINGENT MANAGEMENT
B.3.1 CONTINGENT EXECUTIVE

The International Commissioner of Australia

and Contingent Leader along with the Deputy
Contingent Leader and Assistant Contingent
Leader (where appointed) will form the Contingent
Executive. This Executive is the main policy and
decision-making body of the Contingent and works
with the Contingent Management Team (where
one exists). The International Commissioner of
Australia may choose not to attend all meetings

of the Executive but to be kept fully briefed on

all matters pertaining to the Contingent.




The Deputy Contingent Leader and Assistant
Contingent Leader are appointed by the
Contingent Leader in consultation with the
International Commissioner of Australia.

B.3.2 CONTINGENT MANAGEMENT TEAM

Where a Contingent exceeds approximately 50
people, a Contingent Management Team (CMT)

will be established to divide the responsibilities for

the Contingent. Positions may be established to

cover aspects of Contingent management, including
Finance, Administration, Personnel, Hospitality, Tours,
Activities, Transport, Quartermaster, etc. The structure
of the Contingent Management Team will be up to

the Contingent Executive but must not become an
administrative or financial burden on the Contingent.

For smaller Contingents, all additional members of
the Contingent Management Team are appointed
by the Contingent Leader in consultation with

the International Commissioner of Australia.

For larger Contingents, the role descriptions are to
be submitted to the International Commissioner

of Australia for consideration. After endorsement,
roles may be advertised and a selection process
completed. The International Commissioner of
Australia in consultation with the Branch Chief
Commissioners will then approve all selected
candidates before any appointments are announced.

For very large Contingents, some of the CMT
roles may also require an assistant.

Applicants for the role of Contingent Management
Team must have completed Adult Leader Basic
Training and the Behaviour Management eLearning
module or have a willingness to complete this
training within six months of appointment and prior
to the Contingent’s departure from Australia.

Contingents should consider appointing a
Medical Practitioner, Paramedic or appropriate
Registered Nurse on the Contingent
Management Team where possible.

Consideration should also be given to having

a Mental Health First Aider on the Contingent
Management Team for large Contingents or
whenever challenging or confronting experiences
are anticipated as part of the itinerary.

Each Contingent is required to have someone

in the Contingent Management Team that, in

the event that the Contingent Leader can no
longer continue in their role, will be able to take
on the position of Australian Contingent Leader.
This would require the approval of the Chief
Commissioner of Australia following a nomination
by the International Commissioner of Australia.
B.3.3  ASSISTANT CONTINGENT LEADER

The Assistant Contingent Leader will normally
be appointed following a selection process
from among candidates who attended

the last event as a youth participant.

This person will be a Youth or Young
Adult Member who will:
» Work with the Contingent Leader
and Deputy Contingent Leader,
» Be a member of the Contingent Executive,
» Actively promote the Contingent prior to
the close of applications including at all
major Australian Scouting events,
» Represent the Youth Members on the Contingent
Executive and/or Contingent Management Team,
» Convene the Contingent Youth Council,
» Give a voice to the Youth Members in the
Contingent on the Executive / Management
Team level of the Contingent,
» Be a member of the Contingent,
» Perform other duties as required by the Contingent
Leader or International Commissioner of Australia.

The role of Assistant Contingent Leader shall
be focused on leadership development and
liaison and not on Youth Member welfare.
B.3.4 CONTINGENT YOUTH COUNCIL

The Assistant Contingent Leader will
chair the Contingent Youth Council.

The Contingent Youth Council for large
Contingents will be used prior to the
event as well as during the event.

The Assistant Contingent Leader (being a youth/
young adult member) will liaise with other young
members of the Contingent to ensure that their
expectations are considered by the Contingent
Executive / Management Team. During the event
the Assistant Contingent Leader will work with




the Patrol Leaders and Assistant Patrol Leaders or
senior members of the Contingent (Youth Members)
to make recommendations for the Contingent
Executive. The Contingent Youth Council is in effect
a Troop Council or Unit Council for the Contingent.

The Contingent Youth Council will also be asked to
complete a review pro-forma of the Contingent and
make recommendations for future Contingents.

B.4 THE NATIONAL OFFICE

B.4.1 GENERAL
The National Support Team has the
following responsibilities:
» Reviews the Budget prior to it being
submitted to the International Commissioner
of Australia for final acceptance.
» Arranges Travel Insurance for the Contingent.
» Briefs the Contingent Leader and
Contingent Treasurer regarding Contingent
accounting matters generally.
» Makes payments as advised by the Contingent
for expenses in Australia and overseas.
» Arranges for the issue of debit cards or credit cards
for use by the Contingent in Australia or overseas.
» Arranges for overseas bank accounts
to be opened when appropriate.
» Arranges for the supply of special National
items of uniform and accessories approved for
wear by the Contingent Members to be sourced
from Scouts Australia’s preferred supplier.
» Arranges for the supply of the Official
Presentation Plaque to the Host Association.
» At agreed intervals, provides a bank register
for the Contingent accounts from the National
Accountant to the Contingent Leader / Contingent
Treasurer, through the National General Manager.
» Manages the On-Line Event
Registration System (OLEMS).
B.4.2 COLLABORATION
It is important that the Contingent Leader,
International Commissioner of Australia and
National General Manager maintain close contact
and communication and work as a team.

The National Support Team deals with all aspects
of the National Association. The Contingent will be
but one aspect of the multitude of responsibilities

that the National Support Team would need to deal
with on a day to day basis. To this end, Contingent
Leaders as volunteers, must work collaboratively
with the National Support Team and vice-versa.

B.5 BRANCH INTERNATIONAL COMMISSIONERS
Branch International Commissioners are responsible
for promoting opportunities for members of their
Branch to travel abroad as part of a Scouting
Contingent. To this end, it is essential that each
Nationally appointed Contingent Leader keep the
Branch International Commissioners informed

with regard to the status of the Contingent.

It is preferable that the Contingent Leader contact
Branch International Commissioners to introduce
yourself and discuss with them what you are
planning. Itis helpful for the Branch International
Commissioners if they receive a ‘briefing pack’

on your Contingent, as they will often be the

first port of call for members in their Branch.

The Branch International Commissioners will promote
the Contingent using the resources available.
Additional support resources can be obtained

by the Contingent Leader by speaking directly to

the International Commissioner of Australia.

It is important for the Contingent Leader to
remember that personal communication is always
preferable and that the Branch International
Commissioners are volunteers just like you.

The Branch International Commissioner will be
responsible for providing local assistance to the
Contingent Leader in organising venues and other
arrangements for Contingent information sessions or
other related promotional or preparatory functions.

The appropriate channel of communication is for
the Contingent Leader to liaise with the Branch
International Commissioner. On particular issues
(e.g. serious accident/incident/hospitalisation/
death) the International Commissioner of Australia
will liaise with the Branch Chief Commissioner.




B.6 PLANNING AND ORGANISATION FOR
NATIONAL CONTINGENTS

From the time of their appointment until the
Contingent leaves Australia, the Contingent Leader
has the major responsibility for making or initiating
decisions involved in the planning and organisation of
the Contingent. Where matters of Association policy
are concerned, they must consult the International
Commissioner of Australia or the National General
Manager as appropriate, to provide or obtain any
information or decisions. After the Contingent has

left Australia, the Contingent Leader has the full
authority of The Scout Association of Australia

to make such decisions as are necessary for the
successful operation of the Contingent. However, the
International Commissioner of Australia and National
Support Team are always available to the Contingent
Leader for consultation, advice or assistance. After the
Contingent has departed from Australia, this can be
obtained by contacting the International Commissioner
of Australia or National General Manager.

The principal duties of the Contingent Leader
and their staff, prior to departure, are:

» Establish an effective Contingent
Management Team, after appointment by the
International Commissioner of Australia.

» Preparation of Contingent Program / Itinerary.

» Liaise with the International Commissioner
and National Support Team.

» Preparation of Budget(s) and
appropriate review of Budget(s).

» Ensure the Contingent Management Team
develops a comprehensive Risk Management
Plan and considers it for endorsement.

» Organisation of travel from/to Australia.

» Work with the International Commissioner
of Australia to ensure the organisation
of pre and / or post event tours.

» Communication with the Host Association
(after introduction by the International
Commissioner of Australia).

» Selection of the Contingent and
management of the Contingent.

» Resourcing the Contingent.

» Appropriate briefing of the Contingent will
be conducted by the Contingent Leader
prior to departure, be this at an activity
/ meeting / camp as appropriate.

» Providing a report to the International
Commissioner (see Part D for more information).

B.7 DEVELOPING A TIMELINE

Contingent Leaders should develop a plan for the work
to be done for a Contingent, together with a timeline
to be discussed with the International Commissioner
of Australia and the National Support Team.

The timeline should cover all of the
items within this handbook.

A timeline must be developed for:

» Budget revisions - specifically the date as to
when the last budget revision will be completed
in order to effect the last payment date.

» Payment due dates — in order to manage the
cash flow of the Contingent and ensure that
Contingent Members are paying the Contingent
Fee in a timely and managed manner.

These timelines need to be documented and
shared with the International Commissioner of
Australia and the National Support Team.

A sample timeline is included in the
International Contingent Leader Induction.

B.8 COMMUNICATIONS

B.8.1 GENERAL

Good communication is essential to the efficient
planning, support and conduct of a Contingent. This
includes good communication of arrangements,
intentions and requirements between the
Contingent Leader and Contingent staff as well as
other members of the Contingent. It also includes
between the Contingent Leader, International
Commissioner of Australia and National Support
Team, Branch Offices, and with overseas Associations
and non-Scout organisations who may be able

to assist a Contingent. It incorporates timely

and adequate communication throughout the
Association of the intention to raise a Contingent.

Depending on the size and nature of the Contingent,
an initial face-to-face meeting will be convened by
the International Commissioner of Australia and

will involve the National General Manager and the
appointed Contingent Leader. The purpose of the
meeting is to discuss the budget and the operations
of all stakeholders in organising the Contingent.




B.8.2 ADVERTISING AND PROMOTION

Advertising materials for an event may include
brochures, websites, National newsletters, Australian
Scout Magazine, Branch magazines or talks and
displays at Scouting events. The deadline for copy
for Australian Scout and Branch magazines is usually
the first day of the month, preceding the month of
issue. Itis important that advertising for an event to
be held over the Christmas / New Year period reaches
Group level a minimum of fourteen months before an
event and at least twelve months before in all other
cases. This will ensure that members are aware of the
event before they are committed to another activity
and allows them to save or raise funds for their fees.

Each Branch has different magazines, and
the Contingent Leader should talk to the
Branch International Commissioner of each
Branch about accessing these items.

The National website www.scouts.com.au should
be used for advertising. All advertising of an event
should direct enquiries to the event website or
Contingent Leader for further information.

A marketing plan together with a timeline for
promotions should be developed and provided to
both the International Commissioner of Australia
and Branch International Commissioners.

Depending on the size and nature of the Contingent,
Scouts Australia will assist in setting up a Scouts
Australia branded Contingent website. A person
with skills to add information to the website will be
required to work with the Digital Systems Officer

of Scouts Australia to develop the website.

Bulletin 2
Medical Forms
Visa Applications

Bulletin 1
Contingent Leader’s Welcome
Costs/Payment Schedule

Withdrawal Policy Passports
[tinerary & Tours Clothing List
Organisation Spending Money
Future Bulletin Troop Lists
Objectives & Program Receipts

Receipts

B.8.3 LINE OF RESPONSIBILITY

The Contingent Leader’s line of responsibility to the
National Support Team is through the International
Commissioner of Australia, but in the organisation,
planning and financial administration of the Contingent
they will liaise directly with the National Support Team.

The Contingent Leader should therefore make contact
with the International Commissioner of Australia on a
monthly basis to keep the International Commissioner
up-to-date on all issues regarding the Contingent.
B.8.4 CORRESPONDENCE AND CONTACT DETAILS
The Contingent Leader should ensure that

copies of all bulletins issued by the Contingent

are sent to the Chief Commissioner of Australia,
the International Commissioner of Australia, the
National Support Team and all Branch International
Commissioners. Information on Contingent
addresses overseas and emergency telephone
contact numbers overseas together with a list

of Contingent Members and their emergency
contact details must be sent to the International
Commissioner of Australia prior to departure.

B.8.5 BULLETINS

The Contingent Leader needs to continue to
communicate relevant up-to-date information
to Contingent Members and their families.
The information should be clear and concise,
suitably written so that it may be used by
Youth Members, their parents/guardians, adult
members and Branches/National Office.

Bulletin 3

Event Program

Event Song/Map Details
Souvenir ltems
Flight/Departure details
Receipts




A minimum of three Bulletins are generally

made available to members of the Contingent.
The first Bulletin is upon acceptance into the
Contingent, the second and third Bulletins update
information, detail what the event and tours
provide, specify health and medical issues, etc.

The Bulletin can set expectations, mould team
attitudes and detail individual responsibilities.
Bulletins should be issued quarterly.

Listed on the previous page are some of the sub-
headings the Contingent Management Team might
wish to consider — but the list ultimately must
reflect the demands of your event and program.

Receipts are generated automatically by the On-
Line Event Management System (OLEMS).

Regular correspondence must occur with
all applicants at least quarterly.

B.9 TRAVEL AGENTS

Scouts Australia has a preferred Travel Agent with
dedicated managers for group travel and non-group
travel (e.g. CMT meetings) enquiries. Contingent
Leaders must contact Campus Travel for quotations
on all travel, tours and airfares. Current contact details
are available from the National Support Team.

If the Contingent Leader is able to find travel, tours
and/or airfares at a lower price with the required
level of flexibility, and/or the booking and negotiation
process is more efficient for the volunteers involved,
then the Contingent Leader may book directly with
another agency or transport provider only after prior
consultation with the International Commissioner

of Australia or National General Manager.

If time permits, the Contingent Leader can
seek quotations through a tender process.
At least one should come from Scouts
Australia’s preferred Travel Agent.

Further details can be obtained from the
International Commissioner of Australia.

Most group bookings don’t accrue frequent flyer
points. If a Contingent Leader is wanting members to
accrue points, they should advise Scouts Australia’s
preferred Travel Agent so that the agency can

keep this in mind when negotiating with airlines.
Some airlines will allow group fares to accrue

points, but this usually incurs an extra cost.

B.10 RECRUITMENT AND PUBLIC RELATIONS
A Contingent Leader’s first priority is to recruit
Youth Members to join the Contingent. Without
Youth Members, the Contingent cannot proceed.

It is preferable to have a minimum number of
ten Youth Members for a Contingent. Therefore,
the Contingent Leader should develop a
clear and concise vision for promoting their
Contingent. In effect, the Contingent should have
a marketing / PR plan which should address:

» District / Region promotion

» Branch promotion

» Using Branch International Commissioners

» National Web Page and Social Media platforms

» National Magazines

» Branch publications

» Other promotional forms / events, etc.

Speaking with young people and their families is the
best way to recruit Youth Members to a Contingent.
Nothing can replace the face-to-face meeting.
However, given that each Contingent will have
budgetary constraints, this may not always be possible.

B.11 NEIGHBOURING COUNTRIES

Scouts Australia may canvass the interest of
neighbouring National Scout Organizations
(particularly New Zealand, Timor-Leste, Kiribati,
Vanuatu, Papua New Guinea, Fiji, New Caledonia,
Cook Islands, Tuvalu and Tonga) to travel with
Australian Contingents to international events if
there are net benefits to both parties. Separate
financial arrangements will apply for each country.










Part C

Budgeting and Finance

C1 BUDGET APPROVAL

Once prepared, the Contingent’s draft budget
should be supplied to the International
Commissioner of Australia.

The International Commissioner of Australia will
review the budget, passing comments to the National
Finance Committee for their approval. Budget
approval will be in writing for the initial budget.

The approved Budget Template is available
electronically from the National Office.

The Contingent Leader has no authority to exceed
the overall approved budget and run a deficit.

The 1% to 5% Budget Contingency must

be set with the approval of the International
Commissioner of Australia. The final % will be
determined based on the type of event, size
of Contingent, location of event and so on.

No surplus from the Contingent is
refundable to participants.

C.2 CONTINGENT FEE

It is essential that a Contingent does not price itself
out of the market. Participant fees to attend an
event must be kept to a minimum. To address this, all
Contingents must offer a basic package to allow for
those wishing to attend an event. Tours associated
with a Contingent’s attendance at a Jamboree /
Venture / Moot (beyond essential pre-Jamboree
orientation programs), should be optional extras.

e.g.
Tour A: Event and return to Australia.

Tour B: Event plus tour option and return to Australia.

In this case, all Youth Members and Leaders successful
in being accepted to join the Contingent would attend
Tour A. Those Youth Members wishing to attend Tour
B would be supported by Leaders required to ensure
that the tour is a success. The number of Leader/
Adult Members attending Tour B should be kept to the
minimum number required to safely manage the tour.

Where possible, consideration should be given
to a separate fee structure for adults (including
Rover Scouts) who attend the event for the
purpose of International Service Team.

C3 BUDGET AMENDMENTS

Amendments to the budget will inevitably need to

be made throughout the course of the Contingent’s
preparation. These changes may not be made without
the approval of the National General Manager. The
Contingent Treasurer will need to liaise closely with
the National Support Team so as to ensure that

there is no confusion with regard to the budget.

It is expected that there should be a final
amendment to the budget one month prior to the
last payment date so that, if the Contingent Fee is
to be reduced, the new value of the last payment
is communicated to the Contingent Members.

C4 CONTINGENT EXECUTIVE TRAVEL

The Contingent Leader or in the case of large
Contingents, the Contingent Executive, may have
their travel paid for within the Contingent budget.
The Contingent Leader’s costs should be budgeted
within the Contingent Budget and any costs for
additional members of the Contingent team such
as Contingent Executive, must have the approval
of the International Commissioner of Australia.

Where free flights are awarded or granted as

part of a contract with an airline, the Contingent
Leader may take up one of these flights and the
remainder of the free flights should be apportioned
across the Contingent so that the Youth Members
and adults attending the event pay reduced

fees. This should have been taken into account
when completing the preliminary budget.

For World events, it is expected that the Contingent
Leader and/or members of the Contingent Executive
will travel to the country prior to the event for

a meeting. If any other person is to travel to

these events at a cost to the Contingent, prior
approval must be sought from the International
Commissioner of Australia. Where free travel is




provided by an airline and/or tour company, this
arrangement should be advised in writing to
the International Commissioner of Australia.

All provisions as stated above, need to be
outlined in the budget and made clear to
the International Commissioner of Australia
and to the National Support Team.

Where the Contingent is travelling to a World
Scout Jamboree or World Scout Moot, the
International Commissioner of Australia will
accompany the Contingent as a representative
of the National Association. The Contingent

is required to budget for this cost.

For large Contingents, consideration should be
given to partly subsidise all members of the
Contingent Management Team provided there
are sufficient funds in the approved budget. The
arrangement should be optional and limited to a
maximum of 5% of the total Contingent budget.

C.5 WITHDRAWALS AND REFUNDS

Members withdrawing from a Contingent should
notify the Contingent Management Team, which in
turn should promptly notify the National Support
Team. This notification should be made promptly as
delay could result in additional cancellation charges
being deducted from the member’s refund. The
National Support Team will send the refund directly
to the member and advise the Contingent Leader.

The Contingent must set a withdrawal policy that
acknowledges expenses that are due to be paid
well before departure and set withdrawal fees
that are payable by participants. These fees may
increase periodically as the event becomes closer
and more expenses are paid by the Contingent.

At various stages in Contingent planning certain
non-refundable or part non-refundable payments
may be made from Contingent funds for such items

refundable. Some non-refundable monies may be
covered by travel insurance if this is included in the
Contingent Fee or separately arranged by the member.

Travel Insurance may cover withdrawals for medical
reasons covering the difference between Contingent
Refunds and loss of deposits. This occurs only if
the applicant’s name is recorded and registered

at the National Office. Prior to payment of non-
refundable items, the Contingent must instruct the
National Support Team to take out travel insurance.

Withdrawals due to non-medical reasons are
not covered. The Contingent Leader should
liaise with the National Support Team on this
issue prior to making any statements.

C.6 CASH FLOW

When developing the budget in consultation
with the International Commissioner of Australia
and National General Manager, it is important
that the program for fee progress payments be
developed at the same time. This will ensure
that sufficient funds are held in National accounts
when major payments, such as those for airfares,
tours, event fees etc. need to be made.

Once the program for fee progress payments is
developed, it is imperative that the Contingent
finalise the budget just prior to the last payment.
If it is deemed that the final individual payment
is less than previously advised, the last payment
should be reduced with the approval of the
International Commissioner of Australia.

as event fees, airfares, tourism, insurance and uniform
items. Also, at a certain stage in planning an amount
must be charged to individuals withdrawing from the
event to cover the cost of administration. Itis very
important therefore that members are fully aware of
the administration, and of the detailed deductions
that will be made from refunds, well in advance

of the dates at which such money becomes non-




C.7 CONTINGENT FUNDS

C.7.1 RESPONSIBILITY OF THE CONTINGENT
MANAGEMENT TEAM

The Contingent Management Team is only required
to account to National Office for the expenditure
from money provided to the Contingent by National
Office, any income received by the Contingent
when it is overseas and the residue of such

monies. It is not responsible for accounting to the
National Office for the Contingent’s total income.

C.7.2 INWARDS PAYMENTS

All inward payments for standard fees, optional
additional fees and sales of Contingent materials, are
to be made prior to departure. The total fee payable
is automatically calculated by the On-Line Event
Management System (OLEMS) from the selections
made by the applicant. Receipts are generated
automatically for each electronic payment received.

To maintain the data integrity and provide audit
transparency in the OLEMS Contingent Participant
Payment Schedules, manual access to the
Participant Payment Schedules is not accessible

to Contingent Leaders. Manual adjustments will
need to be assessed and approved by the National
Support Team (and the International Commissioner
of Australia as required), before they can be
processed in Participant Payment Schedules.

Payments collected overseas must be receipted
and recorded under the control of the Contingent
Management Team and paid into the local Contingent

bank account or retained by the Contingent Treasurer.

C.7.3  UNPAID PARTICIPANT FEES

Scouts Australia has a “No Pay, No Go” policy,

where a participant is not permitted to depart

from Australia for an international event unless
all of their payments have been made.

The exception to this policy is if the Contingent
Leader makes a decision in consultation with the
International Commissioner of Australia to absorb the
financial burden of the missing payments within the
existing budget if extenuating and compassionate
circumstances are justified. For example, this may

be facilitated as a result of making early payments
and/or receiving additional discounts that avoid

any impact on the overall budget contingencies.

An alternative to the above, is if a repayment
plan has been agreed between the Contingent
Leader and the Youth Member or their parents/
guardians. Such a repayment plan should see the
total outstanding amount paid within 8 weeks

of the Contingent returning to Australia.

C.7.4 EXPENDITURE PRIOR TO DEPARTURE FROM
AUSTRALIA

ltems of expenditure in Australia and pre-payments
overseas, will be arranged by the National Support
Team in liaison with the Contingent Leader. Such
expenditure will include items such as uniform, event
fees, printing and stationery, airfares and authorised
travel by Contingent staff prior to departure. To

this end, the Contingent Leader should ensure that
the National Support Team is given a schedule

of payments to be made in, and from, Australia.

This schedule is to be up-dated as necessary.

This management system of prepayment in full for
tickets, vouchers, event fees etc. minimises the need
for the Contingent administration to handle money
(which can be considerable for larger Contingents).

Large invoices may be paid using direct telegraphic
transfer or direct deposit into a bank account.
These payments may be requested by the
Contingent Management Team using the Overseas
Contingent Request for Payment Form, annotated
with the appropriate budget tracking category

and expense code and submitted to the National
Support Team for processing. All payments will

be endorsed by the National General Manager

or International Commissioner of Australia in
accordance with the approved budget.

For small payments, it may be more economical
for this amount to be paid on credit card.

C.7.5 CREDIT CARDS

Corporate credit cards may be issued by Scouts
Australia to members of the Contingent Management
Team on advice of the Contingent Leader. All

credit card applications require the approval of

the National General Manager on advice of the
International Commissioner of Australia.




Credit cards are to be stored securely at all times.
Credit cards are to be used strictly for incidental
Contingent purchases that cannot be paid in
advance using the Scouts Australia accounts
payable process. No Scouts Australia credit

card is to be used for personal use.

All expenses processed by credit card require the
prior approval of the Contingent Leader, and spending
is to be monitored against the approved budget.

Prior to the Contingent departing, all major invoices
must be paid through the Scouts Australia accounts
payable process, not by using the credit cards.

Cash withdrawals for Contingent Member lunches
and pocket money must be well documented

and a reconciliation should be allocated to

the correct Contingent budget codes. All

receipts and documentation must accompany

the completed credit card statement when it

is returned to the National Accountant.

After the Contingent returns, the card holder/s must
return the credit card/s to the National Support Team
or on the instruction from the National Support
Team, destroy the credit card/s and confirm to the
National Support Team that this has been done.

The National Accountant will provide electronic
monthly transaction spreadsheets which are to
be reviewed promptly by the credit card holder.
Completed records and electronic receipts are
required as soon as possible but no later than 7
days after receiving the transaction spreadsheet.
If the transaction spreadsheet arrives whilst
overseas during the event, the completed
records and electronic receipts are required
within eight weeks of return to Australia.

Westpac Corporate Credit Cards feature an additional
security measure for the credit cards the bank provides
to Scouts Australia for use during overseas travel.

Prior to departure overseas, Westpac
require that Credit Card holders:

» notify Card Services (on the contact number on
the back of the credit card) of Contingent travel
dates/ plans (that is, when the card will be used),

» verify Card Services that the card
holder contact details are correct.

If Westpac does not receive the card holder’s
confirmation, it may jeopardize the functionality of your
Scouts Australia credit card whilst you are overseas.

ATM limits in some countries may prevent withdrawals
to lower amounts than the limits approved by

Scouts Australia. Each Contingent should research

the limits that may be applicable in their country

of travel. Additional credit cards may be issued to
Contingent Management Team members where
excess cash is required in excess of these limits.

C.7.6 TRANSFER, AVAILABILITY AND CARRIAGE OF
FUNDS OVERSEAS

For payments to be made by the Contingent
Management Team whilst overseas, the Contingent
will be provided with credit cards, debit cards or
pre-ordered access to cash. The amounts to be
transferred overseas should be judiciously assessed
to avoid undue exchange losses in returning surplus
amounts to Australia. The National General Manager
will advise the Contingent Management Team of
the currency exchange rate which applied to the
transfer of any funds. Remember, all items that

can be prepaid (and for which tickets or vouchers
are issued by the relevant travel agency/airline)

will reduce the need for cash when travelling.

In order to give flexibility of movement, to cater
for the Contingent being split into a number of
tour parties and to minimise the possibility of loss,
several members of the Contingent may need to
be given credit cards debit cards or access to cash.
Where this is the case, each carrier must keep
records to account for the use of their funds for
eventual accounting to the Contingent Treasurer.

Depending on the Contingent itinerary, the National
Support Team may need to negotiate financial
requirements with banking institutions in the
country being visited. In the event of difficulties, the
National Support Team should not delay contacting
the nearest Australian Government diplomatic
representative who may be able to assist.

C.7.7 EXPENDITURE OVERSEAS

The procedures set out below are designed so

that the National Support Team may provide to

the Association’s auditors, as required, properly
documented details of the use of Contingent funds by
the Contingent Management Team whilst overseas.




A separate account in the cashbook is required for
income and expenses in each overseas country.
The input of funds to each account should be
identified as to its source, e.g. bank transfer, cash
exchange of other currency. The closing entry

in each account will relate to the change of the
balance of funds to the next currency used.

Cash books or cash book sheets should have extension
columns for budget expenditure headings and all
payment vouchers outside Australia should be related
to budget items and must be supported by invoices,
receipted where appropriate, or by signatures of the
Contingent staff who were personally responsible

for the use of the funds. The Contingent Treasurer

will need to ensure that expense vouchers are
available and are issued to accomplish this end.

Periodic reconciliations should be made
whilst the Contingent is overseas between
cashbook and actual cash balances, be they in
the bank, in cash or other currency forms.

C.8 SPENDING MONEY OF CONTINGENT MEMBERS
AND SAFE CUSTODY SERVICES

C.8.1 GENERAL ADVICE TO MEMBERS AND PARENTS/
GUARDIANS

Each Contingent involving members under 18 years
of age should offer advice to parents/guardians and
members of the Contingent on the desirable minimum
and maximum amounts of spending money which
should be taken. Advice should also be given as to the
form in which the money should be taken to assist in
spreading Youth Members’ personal expenditure to
cover the whole period overseas. The Contingent is
to avoid offering a safekeeping service for members’
spending money and valuables unless exceptional
circumstances require this service to be provided.
C.8.2 RECEIPT AND TRANSFER OF SPENDING MONEY
When the Contingent Management Team is providing
a safe-keeping service for the cash spending money
of individuals, this money is required to be paid using
the On-Line Event Management System (OLEMS).

The National Support Team will transfer the money
received to the overseas country via one of the
methods used for the transfer of Contingent funds and
will advise the Contingent Management Team of the
exchange rate applying to the transfer. In distributing

spending money, it is recommended that each
Contingent establish a fixed round number exchange
rate for each currency, based on the exchange rate
at time of transfer and/or entry into the country. All
money and valuables should be signed in and out.
C.8.3 GUIDELINES FOR PLANNING TO INDIVIDUALS
It is essential to plan currency requirements well
ahead of disbursements of spending money and to
attempt to keep the personal accounts for spending
money in whole currency units for which notes are
available. Payments should be made at set times
published well in advance, and wherever possible,
should be made only in note currency. In cases
where Contingents are visiting only one country,
obviously at least one payment involving coins may
have to be made to clear the member’s account.
Where Contingents are visiting a number of countries
with different currencies, special thought should

be given to advising members on how to minimise
the amount of residual coin in one currency which
generally cannot be cashed into another currency.

Special arrangements may have to be planned
to meet the needs of Contingent Members
leaving early from, or returning late to, the event
site, or going off-site for lengthy periods.

Prior to returning to Australia, the Contingent
Management Team should ensure that the balance
of pocket money is paid to the relevant Contingent
Member with the exception that any large balance
in a member’s account may, at the request of

the member, be retained in the Contingent

bank account for later return to National Office
and repayment to the member in Australia.

C.8.4 ACCOUNTING FOR SPENDING MONEY
OVERSEAS

As for ordinary Contingent funds, sufficient records
must be kept and returned to National Office to vouch
to the satisfaction of the Association’s auditors that
all spending money received has been accounted for
and that signatures are held for all disbursements.
The other essential feature of the accounting system
used for spending money is that both the Contingent
Management Team and the member must be able to
readily ascertain the balance held for each member.

The Contingent Treasurer should keep a separate
spreadsheet cash book account for spending money




showing the total amount in local currency after
transfer from Australia, and their withdrawals.
C.8.5 FORWARD PLANNING AND STAFF ASSISTANCE
The provision of a safekeeping service for spending
money can be quite demanding in terms of
organisation and workload. The system should be
planned in detail well in advance and the system
advertised to Contingent Members before departure.

If possible, this advice should include a list of the
days on which withdrawals may be made.

Depending on the size of the Contingent, the
Contingent Treasurer may need the assistance of one
or more assistants to cope with the work load and
these assistants should be appointed and acquainted
with their duties before departure. Troop Treasurers
and, depending on the circumstances, other persons to
carry out similar functions for Contingent Management
Team staff and Contingent Members working on the
event staff, should also be appointed before departure.
C.8.6 OTHER SAFE CUSTODY SERVICES
Contingent Leaders should consider whether it

is desirable to provide safe custody services for
passports and air tickets, particularly for Youth
Members, whilst overseas. Access to passports may
be required when travelling across country borders
or at other times for identification purposes.

C.9 BUDGET INFORMATION

Budget information is only for the National
Support Team, the Contingent Executive and
the International Commissioner of Australia.

Budget information and figures must not be
distributed to Contingent Members. Contingent
Members are entitled to know what they are
paying for, but do not need to know the breakdown
of particular items. It has been found that this
causes problems where Contingent Members

have specific breakdowns of the Budget.

Budgets also change over time and are amended.
It is not practical for all members of the Contingent
to have a copy of the Contingent’s Budget.

The National Support Team will provide
Contingent Leaders with access to Contingent

accounting records periodically or at other times
on request. This information should be used

by Contingents to ensure expenditure remains
within the approved budget at all times.

C.10 FINALISATION OF ACCOUNTS

On return to Australia all unused currency notes
and credit cards are to be returned to National
Office as soon as possible to facilitate the

audit and the closure of any credit cards.

The Contingent Leader must ensure that Contingent
accounts are completed and forwarded together
with all supporting documentation to National
Office within eight weeks of return to Australia.

If all Contingent expenses and income cannot

be finalised before returning to Australia, the
Contingent Treasurer should arrange for these
accounts or payments to be sent to National Office.

National Office is required to prepare a final
statement of receipts and payments by the
Contingent, for the benefit of the Association’s
Auditors. It is not the practice of National Office

to make this statement available to any other
persons or organisations, other than the Contingent
Leader and the International Commissioner of
Australia, within or outside the Association.




C.11  TRAVEL INSURANCE

C.11.1 GENERAL

Scouts Australia provides Travel Insurance as part
of the Contingent fee to National Contingents upon
receipt of names and payment of the Contingent Fee.

Contingent Leaders should note that travel insurance
is considered an integrated cost of running a
Contingent and should advise Contingent Members
that it is included in the Contingent cost.

Independent travellers are required to take out
additional insurance to cover all travel prior to
joining the Contingent and after departing the
Contingent at their own expense. Participants must
be advised that the National Contingent insurance
will only be accessible for incidents that occur
whilst they are travelling with the Contingent.

In accordance with our Travel Insurance Duty of
Disclosure, participants are asked to confirm that
they are not taking the journey against the advice

of a doctor, or when they are unfit to travel or if the
purpose of the journey is to enable the participant to
seek medical attention for a pre-existing condition.

C.11.2 DETAILS REQUIRED BY NATIONAL OFFICE

In order that the conditions applying to the
standing Policy are fulfilled, the following details
must be provided by the Contingent Leader to the
National Support Team at least five weeks before
departure of the Contingent from Australia.
1. Contingent Group Numbers:
»  Adults
»  Youth Members
2. Nominal list of those being insured:
»  Name, Address, Telephone, Birth Date, Gender
3. Dates:
»  Earliest date of departure of
a member leaving from their home
»  Latest date of arrival of a
member to their home
4. Travel:
»  Methods of travel (flight details, etc.)
»  Largest number of members
to travel in a single aircraft
5. Complete Itinerary(s) of the Contingent
including those of associated tour(s).
6. A separate list of independent travellers.

C.11.3 CLAIM PROCEDURES

The Contingent Leader will be issued with a copy of
the Insurance Policy and the claim form by the National
Support Team before departure from Australia.

The incident leading to any claim is to be fully
investigated at the time by a responsible Leader

and the claim form completed accordingly, and
accompanied by any relevant supporting documents.

The claim is forwarded to the National Support Team
(this must be done as the policy is a National Policy).

The National Support Team will liaise further with the
insurers, the Branch and the participant as necessary.

For any claims of theft, where possible, the
relevant “Police” documents are required
as to the report of the theft or loss.

Claims against Travel Insurance should be made
promptly upon return, check the current policy to
see the time-limit for claims. Keep all documents
and receipts for treatment received or losses that
need to be recovered, to assist making the claim.
Also be aware some health issues may be excluded
under the insurance, such as deliberate self-inflicted
injury, and consider whether this is a material risk
for people with a history of this type of difficulty.

C.11.4 LOSS OF DEPOSITS AND CANCELLATION
CHARGES

EXTENT OF COVER

A Contingent Member and any Insured Person will
be indemnified for loss of travel and accommodation
expenses paid in advance for the loss of which the
Contingent Member is legally liable and which are
not recoverable from any other source, consequent
upon the cancellation of travel occurring between
the date of payment of those expenses and the

date of commencement of the Insured Travel.

DEFINITIONS

INJURY OR SICKNESS is one which requires
treatment by a medical practitioner and which
precludes the Insured Person or other persons
from undertaking the insured travel.




CLOSE RELATIVE means the Insured Person’s
spouse or partner, fiancé(e), child, step-child,
daughter-in-law, son-in-law, grandchild, parent,
step-parent, parent-in-law, grandparent, brother,
brother-in-law, half-brother, sister, sister-in-

law, half-sister, aunt, uncle, niece or nephew.

SERIOUS INJURY OR SICKNESS

means when applied to the:

1. Insured Person, a condition other than
pregnancy for which an Insured Person has not
received regular treatment or advice prior to the
commencement of a journey, which requires treatment
by a doctor or specialist and which results in the
Insured Person being certified by a doctor or specialist
as unfit to travel or continue with their journey;

2. Insured Person’s close relative, close

business associate or travelling companion, a
condition other than pregnancy for which a person
has not received regular treatment or advice

prior to the commencement of a journey, which is
certified as being dangerous to life by a doctor or
specialist and which results in the Insured Person’s
discontinuation or cancellation of their journey.
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Part D

Our People, The Movement and Their Contingent

D.1 AGE RANGE AND DISPENSATION

A Contingent Leader should not give any
dispensation on age requirements as this is
unfair to those who “would have” applied
had they known of this dispensation.

World Scout Events have set minimum and
maximum ages for participants. This cannot be
changed or altered by a Contingent Leader.

However, for other events, where a Youth
Member does not meet the age criteria set out
by the host National Scout Organization and just
misses out on an event, the Contingent Leader in
consultation with the International Commissioner
of Australia, may interview the applicant and make
a decision that will take into consideration if -
» this applicant will have another
opportunity to attend such an event;
» there are grounds for special consideration;
» it would be detrimental or beneficial
to the Contingent; or
» this young person will be a worthy
ambassador for Scouting and Australia

The Youth Member’s Group Leader should also
be consulted in this process to determine their
views regarding the applicant’s level of maturity.

The Contingent Leader’s decision regarding age
range dispensation will be considered as final.

The only exception to this is when the cut off
age is 17 years and the applicant is 18 years
or over. Members 18 years and over can only
attend these events as adult staff members.

These issues must be discussed with the
International Commissioner of Australia
before a Contingent decision is made.

D.2
AGE

SCOUTS WHO WILL BE OF VENTURER SCOUT

Where a Contingent includes both Scouts and Venturer
Scouts and there are separate Scout and Venturer
Scout programs, there may be Scout applicants who
will have reached their 14th birthday just prior to the
event. Where such a member will be aged less than

15 years at the time of departure, the Contingent
Leader is to assess each application on its merits, and
decide whether the applicant should participate in the
Scout or Venturer Scouts program. No dispensation
should be given where the member will be aged over
15 years at the time of departure. This discretion does
not extend to applicants who may have been Scouts
at the time of their applications, but have subsequently
joined Venturer Scouts before the event. In this case,
they must participate in the Venturer Scout program.
D.3 MINIMUM EXPERIENCE

To be eligible to attend an international event as a
youth participant, the applicant must be an invested
Scout or Venturer Scout and have completed
Outdoor Adventure Skills Camping Stage 4 //
Intermediate Camping Skills prior to departure.

Participants must have camped a minimum of ten
(10) nights camping under canvas within Scouting,
with at least three (3) of them consecutive.

Adult members must have a current
First Aid qualification.

D.4 FEMALE SCOUTS AND VENTURER SCOUTS
Whilst it would be usual for all National Contingents to
have both male and female youth and adult members,
where the organising Association will not accept
female participants for an event, this will clearly be
communicated in the Contingent promotional material.

Whenever camping or accommodation arrangements
are different to normal expectations within

Australia, particular attention with respect to

the laws and customs of the host country is

required and parents/guardians should be properly
informed. For example male and female Youth
Members sharing a large communal tent.

D.5 PHYSICAL FITNESS

The schedule of activities for a Contingent should
normally be designed to be within the capability of a
normally active young person. This does not preclude
those with physical or other handicaps participating
in overseas events which provide special facilities and




activities for such members and the pre and post event
arrangements are suitable for them. Where, however,
with the agreement of the International Commissioner
of Australia, it is proposed to include activities
requiring special levels of physical fitness, these levels
must be specified in the publicity for the event. A host
National Scout Organization (NSO) may also specify
minimum heath or physical requirements for an event.

D.6 REQUIREMENT TO COMPLETE FULL ITINERARY

All members of a Contingent are normally required
to undertake the full itinerary of a Contingent.
Occasionally, for a particular event, it may be
appropriate to plan for optional or individual travel
or tour arrangements before or after the event.
However, this may only be done with the agreement
of the International Commissioner of Australia and
the options advertised in the early publicity for the
event. Other exceptions may be made in the cases
of accident, illness, family crisis or misconduct. The
Contingent Leader acting under advice from the
parents/guardians has the sole discretion whether or
not to return the member to Australia. There should
be no relaxation of the requirement to complete the
full itinerary where it would disrupt the activities

or cost arrangements for others or where it would
prevent an acceptable applicant who would complete
the full itinerary from taking part in the Contingent.

The Contingent Leader is required to travel with
the Contingent unless otherwise approved by
the International Commissioner of Australia.

If approval is granted, the Deputy Contingent
Leader must travel with the Contingent.

D.7 RELEASE FROM CONTINGENT BY A MEMBER

Exceptin an emergency, a member under 18
years of age should not be released from, or taken
into, the Contingent whilst it is overseas unless
there is a prior written agreement signed by the
parents/guardians. A pro-forma is available from
the National Support Team for such purposes.

It is essential that there is flexibility with
joining or leaving the Contingent, however
this must not affect the smooth running of the
Contingent. Each request for Release from
Contingent must be considered on its merit.

The decision on how the Contingent manages
Release from Contingent must be made by the
Contingent Leader with the approval of the
International Commissioner of Australia.

D.8 LEAVING THE CONTINGENT

The appropriate paperwork must be completed
prior to departure for this to occur.

It is not recommended that applicants (both
youth and adults) for Jamborees and Ventures
be allowed to leave the Contingent for personal
travel prior to returning to Australia.

Should prior arrangements fail, the youth
will be cared for by the Contingent.

Often, Leaders may request such an option
when applying to join the Contingent but once
one exception is approved, it can become a
major problem and is strongly discouraged.

D.9 APPLICATIONS REQUIRING SPECIAL
CONSIDERATION

Applications requiring special consideration,
for example Scouts with special needs, are

to be discussed between the Contingent
Management Team and the member’s Branch.

D.10 ADULTS / LEADERS

Scouts Australia is a member of the World
Organization of the Scouting Movement (WOSM).
As such, we try to ensure that our members have
every opportunity to attend International events
so that they can experience World Scouting.

To this end, it is imperative that the adults / leaders
chosen to support our Youth Members on a Contingent
are appropriate and not in excess. The Contingent
should decide early in the planning process the
number of adults / leaders required to support the
Contingent and the roles that these people will be
required to fulfil. From the applications received, only
the most appropriate and suitable people should be
chosen to travel as part of a Contingent. This may
mean that not all adults / leaders will be successful

in applying to join a Contingent. The selection




process should be completed in conjunction with
the International Commissioner of Australia (as a
part of the Contingent Executive) and they must
be involved in advising the unsuccessful applicants
and their respective Branch Chief Commissioners
of the outcome of the Contingent’s deliberations.

See the following schema for guidance.

It is not always preferable to prescribe a ratio
of adults to youth, however the best practice
has been found to be between 1:7 and 1:10.

There may be a situation where a Host Organization
of an event will request Australia to provide extra staff
for the event (e.g. World Scout Jamborees). In this
instance, the Contingent Leader should seek advice
from the International Commissioner of Australia.

Scouts Australia would seek to assist the National
Scout Organization making the request. However, the
following guidelines would need to be adhered to:

» all adults / leaders are current financial
members of their Branch and are held in
good standing with the Association;
» all adults / leaders require their Branch’s support;
» all adults / leaders would be required
to join the Contingent; and
» all adults / leaders would be accepted to
join Tour A but would not necessarily be
selected to attend the optional tours unless
required to support the youth on tour.

Contingent Executive determine adult numbers and positions

Adult / Leader applies to join Contingent

Contingent Executive considers applications and matches individuals to specific

roles
- J
Application Unsuccessful Application Successful
4 4 R\
ICofA advises CC of applicant’s CL advises BIC of applicant’s
unsuccessful application successful application
. . v

|ICofA advises unsuccessful
applicant in writing

CL advises successful applicant in
writing

ICofA gives unsuccessful applicant
details of other possible events to
apply for

Applicant signs Code of Conduct for
joining Contingent and discusses
role within Contingent




D.11 PATROL MEMBERSHIP

Where possible, Patrol membership should be
allocated based on the geography of members to
allow the opportunity for Patrols to meet in person
before an event. Similarly, each Patrol would then
travel to/from the event as a defined Travel Group.

D.12 EXCESS LEADERS

Usually there will be more Leader applicants than is
necessary to staff the Contingent. The Host Country
may accept a small number of Leaders and Rover
Scouts to fill service jobs. It is desirable to have this
pool from which to select replacements, in the event
of the incapacity or withdrawal of one or more of

the Line Leaders or Contingent Management Team
members. However, the number of Service Leaders
should not normally exceed the total number of Line
Leaders and Contingent Management Team members.

In reviewing excess Leaders, the Contingent
Leader should apply the following principles:

» Leaders with participating Youth
Members should be given priority.

» Late applicants should not be given
preference over those who apply on time.

» In selecting Leaders for line duties, preference
should be given to those with current Certificates
of Leadership, or experience in, the Section
concerned and in particular to Leaders who have
Youth Members from their own Group attending
the event. Itis preferable for the Leader to
hold a Wood Badge in the relevant Section.

» All other being equal, preference should be
given to younger Leaders (and not those who
have attended other events previously).

» Jamborees, Ventures and International
Camps are youth-orientated activities.

It is National Policy that Australian Contingents to
these events will be predominantly Youth Members
with only sufficient adults to organise and lead the
Contingent. Accordingly, the ratio of Leaders to Youth
Members will be in the range of 1:7 to 1:10 with

a minimum of two Leaders except where the host
country indicates otherwise. In such circumstances,
the ratio will be determined by the International
Commissioner of Australia and Contingent Leader. The
maximum number of adult members in an Australian
Contingent (excluding Rover Scout events), should be
equal to one third of the total size of the Contingent.

D.13 SERVICE LEADERS

The Contingent Leader, in conjunction with the
Contingent Management Team, will select from the
Leaders and Rover Scouts who apply, to fill Contingent
Management Team, Line Leader and Service Leader
roles. Whilst Leaders and Rover Scouts may express
role preferences, the role they are asked to fulfil will

be at the discretion of the Contingent Leader.

Leaders selected for service jobs are responsible
to the Contingent Leader for all matters other than
the purely functional aspects of their service jobs.

D.14 REJECTION OF APPLICATIONS

It is most important that ineligible applicants and
Leaders in excess of requirements be advised as
soon as possible that their applications have not
been accepted. Therefore, as soon as possible after
an ineligible application, (e.g. those over or under
age, Leaders-in-Training, or a Leader in excess of
requirements) is identified, the Contingent Leader
should write to the member giving the reason for
the rejection and send copies of the letter to the
National Support Team and the member’s Branch
Chief Commissioner. The National Support Team
will then make the necessary refund (in full).




D.15 CHILD PROTECTION

All adult members are required to submit a
current Working with Children Clearance at
the time of applying to attend any event.

All Contingent Members should have knowledge
of the content of the Scouts Australia Child
Protection Policy and Prescribed Procedures.

All adult members are required to have completed
the online eLearning BCORE child module.

The following variations to the above policy
should be observed for all international travel.

(9) REPORTING

Adult Members, Helpers, Supporters and Staff
Members whilst overseas must immediately report

to the International Commissioner of Australia or
National General Manager, suspected, known or
disclosed instances of Child Abuse (in particular those
relating to Physical, Sexual and Grooming abuse).

In dealing with a report:

» When an alleged perpetrator is an Australian
member, the International Commissioner of
Australia or National General Manager:

» is to ensure all reports of a Child Abuse nature
are forwarded to the relevant State or Territory
Authority for investigation without delay,

» will contact the Australian Contingent Leader
who is to immediately arrange for that
person to be removed from the activity,

» will advise the Branch of the alleged
perpetrator to allow suspension
protocols to be implemented.

» When an alleged perpetrator is not an
Australian member, the Australian Contingent
Leader on the advice of the International
Commissioner of Australia or National General
Manager is to ensure all reports of a Child
Abuse nature are forwarded to the Event
Organisers in the Host Country without delay.

(10) PROCEDURES: CHILD PROTECTION
PRACTICES IN SCOUTING

» Whenever facilities or procedures at international
venues are different to Australian expectations,
informed advice is to be provided to participants
and their parents/guardians before departure

(e.g. whenever separate showers for Youth
Members and Adults are not available, whenever
communal saunas or bathhouses are planned

to be used as part of the program, etc).

» Age of Consent varies considerably from country
to country. The Australian Contingent Leader
must inform participants and parents/guardians of
these differences and ensure that an appropriate
enforcement of the most responsible rules
(Australia vs overseas) is applied for the purpose
of the Contingent (e.g. communication may be
required when homosexuality is prohibited in a
specific country, when the legal age of consent
is higher than in Australia, when the drinking
age is higher or lower than in Australia, etc).

D.16  NOTIFICATION TO BRANCHES OF MEMBERS
ACCEPTED

The National Support Team is to arrange for each
Branch International Commissioner to be given a
nominal roll of those members of the Branch who
have been accepted for the Contingent. Branches
are responsible for verifying that all applicants

are current members of Scouts Australia, and

that all Adult Members have a valid Working with
Children Clearance and have completed the BCORE
Child and BCORE WHS elLearning modules.

Where a participant does not meet minimum
membership requirements, the Branch should
advise the participant that they are ineligible
to attend the event unless they submit the
required information. The Branch should then
advise the Contingent Leader (through the
National Support Team) that the participant is
not a registered member of Scouts Australia.

The Contingent Leader may elect to communicate with
the participant and remind them of the requirement

to be a recognised member of Scouts Australia and
the steps they need to take to rectify this situation.
This should ideally be a mere repeat of the Branch
efforts, however coming from the Contingent Leader
may add more emphasis to the participant to complete
the requirements or forfeit their attendance at the
event. If no evidence can be provided that they satisfy
these membership criteria, then they will need to be
withdrawn from the event, thus forfeiting all payments
in accordance with the published withdrawal fee.




Whenever a member has their Working with Children
Clearance withdrawn and their Membership of Scouts
Australia terminated, they will be added to the National
Member Alert System. Members that are added to

this list should be crosschecked against participants

in active Contingents. If a name is matched, the
National General Manager will advise the International
Commissioner of Australia who will coordinate with
the Contingent Leader to have the member withdrawn
from the Contingent and/or removed from the event.

Each Branch Chief Commissioner and Branch
International Commissioner also has access to the
On-Line Event Management System (OLEMS) to
view participants from their Branch to all previous
and upcoming international Contingents.

D.17 HEALTH STATEMENTS
Contingent Members are required to
complete a Medical Statement when
they apply to join the Contingent.

Contingent Members are required to disclose

on their Medical Statement all physical and

mental health conditions that may impact their
participation in the planned itinerary, together with
any applicable action plans for their condition.

This information may change before the Contingent
departs. It is therefore necessary for all Contingent
Members to be reminded to update their medical
information in the On-Line Event Management System
(OLEMS) at least one week prior to departure.

The Contingent Leader must ask Contingent Members
to ensure they have a medical and dental check-up
prior to the departure. They must also ask for any
other Health Information of which the Contingent
should be aware. Should an important change occur
the participants should be encouraged to highlight
this to the Contingent Management Team.

Privacy of personal records is of upmost importance.
The Contingent Management Team, designated Line
Leaders, First Aiders and other essential personnel
should be provided with access to medical records via
the OLEMS. These members must be reminded of their
obligations under the Scouts Australia Privacy Policy.

The Contingent Management Team should refer
to a medical practitioner to review all disclosed
health statements and provide advice on
appropriate medical plans whilst overseas.

In accordance with our Travel Insurance Duty of
Disclosure, participants are asked to confirm that
they are not taking the journey against the advice

of a doctor, or when they are unfit to travel or if the
purpose of the journey is to enable the participant to
seek medical attention for a pre-existing condition.

D.18  MEDICATIONS
All Contingent Members should be
responsible for their own medications.

To satisfy Customs regulations, medications taken
overseas should be carried in original packaging. The
individual must also carry a copy of the prescription or
a letter from the doctor detailing what the medication
is, how much will be taken and stating the medication
is for personal use to treat a specific condition.

In regard to Youth Members, it may be desirable
for the member of the Contingent Management
Team responsible for Medical and/or Health and
Welfare matters to be aware of prescription
medications in use and monitor their consumption.

It is essential that the Contingent Leader and
their team know who in the Contingent is taking
medication. In the event of hospitalisation,

this information will be essential.

The Contingent Leader or any member of the
Association should not advise individuals on the
medications that may be classified as illegal in some
countries. This should be done by the individual’s
own doctor. The following should be advised

in Bulletins: “With regard to medications that

may be classified as illegal in some countries,
individuals are strongly encouraged to seek medical
advice from their own medical practitioner.”




D.19 MEDICAL INCIDENT

The priority will always be to ensure that the
Contingent Member’s health and well-being

is attended to in the first instance. Where a

case requires hospitalisation, the International
Commissioner of Australia or National General
Manager should be contacted immediately. The
International Commissioner of Australia and/

or National General Manager will be responsible
for keeping the family of the Contingent Member
up-to-date. In achieving this, the Branch Office
and Branch International Commissioner or Branch
Chief Commissioner will become involved.

Where a Contingent Member needs First Aid, a
complete report should be kept by the Contingent
Leader or the designated member of the Contingent

Management Team responsible for Health and Welfare.

In the event that a Contingent Member has required
the assistance of a doctor or dentist, the Contingent
Leader should first contact the International
Commissioner of Australia or the National General
Manager as soon as practicable for briefing purposes.
Parents/guardians may then be contacted by the
Contingent Leader, International Commissioner

of Australia or the National General Manager.

This will be determined in consultation with the
Contingent Leader at the time the report is made.

D.20  SERIOUS ACCIDENT / INCIDENT OR
HOSPITALISATION

In the event of a serious accident, incident or
hospitalisation occuring, it is imperative that

the Contingent Leader contact the International
Commissioner of Australia or the National
General Manager. The Contingent Leader should
not contact parents/guardians individually.

The International Commissioner of Australia and/
or the National General Manager will liaise and
contact the Contingent Leader to receive regular
status updates. The Emergency Assist Contact Line
(details of which are provided to the Contingent
Leader by the National Support Team prior to the
Contingent’s departure) can be used with regard to
Insurance and payment of bills. As far as practicable,
International Commissioner of Australia and/or the
National General Manager will contact the relevant
Branch Chief Commissioner or Branch International

Commissioner to ensure that the family of the
Contingent Member is notified in person and not via a
telephone call as far as practicable. Further assistance
and instruction will be given to the Contingent

Leader via telephone to resolve the situation without
impacting too severely on the rest of the Contingent.
The Contingent Leader should follow the instructions
as given by the International Commissioner of
Australia and/or the National General Manager.

The International Commissioner of Australia
will advise the Chief Commissioner of Australia
of the incident, and its circumstances.

D.21 DEATH OF A CONTINGENT MEMBER

In the event of a death of a Contingent Member
occurring, the Contingent Leader must immediately
contact the International Commissioner of
Australia and/or the National General Manager.

The Contingent Leader must not contact
parents/guardians individually.

The International Commissioner of Australia and/or the
National General Manager will liaise and contact the
Contingent Leader to receive regular status updates.
The Emergency Assist Contact Line (details of which
are provided to the Contingent Leader by the National
Support Team prior to the Contingent’s departure) can
be used with regard to Insurance and payment of bills.

The International Commissioner of Australia and/

or the National General Manager will contact the
relevant Branch Chief Commissioner (or Branch
International Commissioner should the Branch Chief
Commissioner not be readily available). As far as
practicable, measures should be taken for the family
of the Contingent Member to be notified in person
and not via a telephone call. Further assistance and
instruction will be given to the Contingent Leader via
telephone to resolve the situation without impacting
too severely on the rest of the Contingent. The
Contingent Leader should follow the instructions

as given by the International Commissioner of
Australia and/or the National General Manager.

The International Commissioner of Australia will
advise the Chief Commissioner of Australia of
the Member’s death, and its circumstances.




D.22 VACCINATIONS AND IMMUNISATIONS

The Contingent Leader or any member of the
Association should not advise individuals on the
medications, vaccinations, and immunisations required
for travel. This should be done by the individual’'s own
doctor. The following should be advised in Bulletins:
“With regard to Vaccinations and Immunisations,
individuals are strongly encouraged to seek medical
advice from their own medical practitioner.”

D.23 RISK MANAGEMENT PLANNING

It is essential that each Contingent prepare a

risk assessment plan of the event. The plan is to
identify the major risks, the likelihood of that risk
occurring, the consequences if it were to occur, and
the mitigation strategies. A template is available
from your Branch Headquarters on request. The
risk assessment plan should be developed by the
Contingent Management Team and endorsed by the
Contingent Leader for review by the International
Commissioner of Australia and National General
Manager. A preliminary risk assessment should be
completed at least 12 months ahead of the event.
The final document should be available for review at
least 3 months ahead of the Contingent’s departure.

Particularly for medium and large size Contingents,
and for Contingents going to areas of risk, the
International Commissioner of Australia is to make
contact with Australia’s Ambassador to that country
at least 6 weeks prior to departure. The Contingent
Leader will provide the necessary details for the
International Commissioner of Australia to provide
advice of the pending visit. If the Contingent Leader
is undertaking a pre-event planning trip, and with the

International Commissioner of Australia’s endorsement,

they are to contact the Embassy to discuss the
upcoming Contingent’s visit, and provide them with
the detailed itinerary, list of all participants, the risk
management plan and emergency contact details.

Activities planned to be undertaken at the event
by the Contingent that are not permitted in
Australia by specific Branches of Scouts Australia,
or under State, Territory or Commonwealth

Law, require particular attention with respect to
the laws and customs of the host country.

The Contingent Leader will need to check the
Association’s Travel Insurance Policy to identify any
proposed activities that are specifically excluded.

The Contingent Leader shall also inform parents/
guardians of the activities Contingent Members may be
participating in as part of the event or pre/post tours

In general, if the proposed activities at an event are not
excluded by the Association’s Travel Insurance Policy,
are permitted by the host National Scout Association,
and are legal within the jurisdiction, then subject to

a normal risk assessment process, members of an
Australian Contingent may participate in the activity.

D.24 EMERGENCY RESPONSE CHECKLISTS
Scouts Australia publishes a set of Emergency
Response Checklists that are to be used by
Contingent Management Teams to manage the
response to any incident whilst overseas.

D.25 EMERGENCY CONTACT DETAILS

At least one week prior to departure, the Contingent
Leader (whether it be of a National Contingent or
Branch Friendship Tour) must provide the International
Office of Scouts Australia, the list of participants
and their “in country” emergency contact details
(including telephone numbers). The Contingent
Leader must also remind all Contingent Members

to ensure that their emergency contact details
(including telephone numbers) are updated in the
On-Line Event Management System (OLEMS).




D.26 COMMUNICATIONS POLICY

It is recommended that Australian members do

not take valuable items to overseas events. In
particular, it must be clearly advised to all members
that no responsibility will be accepted by the
Australian Contingent for any electronic devices.
(For example, use of the advice — “If you can’t
afford to lose it, don’t bring it.” — is encouraged.)

Notwithstanding, no members will be prevented from
taking any electronic device to any international event.
Indeed, for many events, the use of mobile devices
may be advantageous for full participation in the
activity program. For example, mapping, translation
and event specific apps may be very useful.

The use of social media is an important communication
tool both in the lead up to and during the event for
advertising activities to Scouting members across
Australia as well as updating family and friends

with the latest news. At all times, the use of social
media should be maintained in accordance with

the Scouts Australia Digital Guidelines. Participants
must be reminded that all medical incidents or other
sensitive information are not to be communicated

via social media. All Contingent Members must be
informed that the Contingent Leader is responsible for
managing all such communication back to Australia.

D.27 VISAS

It is the responsibility of the Contingent

Leader to advise the Contingent as to the
required Visas for travel. Visas are usually the
responsibility of the individual to obtain, however,
Contingent Leaders need to be involved to
ensure members are adequately prepared.

D.28 CUSTOMS DECLARATION

By the very nature of participating in typical
Scouting activities overseas, members will have
mandatory reporting on arrival to Australia —as a
minimum this will usually include items 9 and 10
on the Incoming passenger card, and often other
items such as item 7 (wooden articles) as well.

Whilst the Customs Declaration is an individual
responsibility, Youth Members should be guided
by the advice from adult leaders on what items
may be a customs or quarantine concern.

D.29 RELIGIOUS OBSERVANCES

Prior to departure, the Contingent Leader is
required to make arrangements in the itinerary
for those Contingent Members wishing to
make religious observances whilst on tour.

Where it is not practicable, due to locality, for an
individual to make these observances, the individual
and/or their parents/guardians should be consulted.

D.30 OFFICIAL PRESENTATION PLAQUE
The Official Presentation Plagque as listed in
the Contingent Budget is a presentation from
Scouts Australia to the Host Association.

With the exception of New Zealand, all events
automatically have this included in the Budget
Template as a compulsory item in the budget.

For all events, the Contingent Leader in consultation
with the International Commissioner of Australia may
decide to substitute the Official Presentation Plaque
with an alternative design of appropriate significance.

Additional presentation plaques (or substitute)
may be purchased from the National Office for
the Contingent to issue to other bodies and

individuals who assist the Contingent on tour.




D.31 CONTINGENT SHIRT

Consideration will be given to a Contingent shirt,
particularly for larger national Contingents. All
national Contingent shirts will have a collar.

For health and hygiene reasons (particularly as many
youth will choose to participate in activities in the
Contingent shirt), Contingent Leaders are strongly
encouraged to select materials which “breathe” well.

Where the international event is conducted

in an area of high temperature and/or high
humidity, the Contingent shirt needs to be made
of material that breathes easily, (eg. cotton or
cotton/polyester or equivalent technical fabrics,
and not polyester or polyester/cotton).

D.32 LOWER HALF OF THE UNIFORM

For National Contingents, the lower half of the uniform
will be beige/stone coloured pants/skirts in line with
National Policy. These pants/skirts are to be worn

by all youth and Leaders whenever the Australian
Scout shirt is worn. When wearing the Contingent
shirt, the Continent Leader may specify when the
beige/stone coloured pants/skirt are to be worn.

D.33 AUSTRALIAN CONTINGENT PACK

An Australian Contingent Pack will be supplied by
National Office for each Contingent Member. The
Pack will include 2 Australian scarves, and a Scouts
Australia Name Bar. The Australian scarf is only to
be worn when travelling with the Contingent. The
Australian scarf should be tied with a friendship knot.

D.34 CONTINGENT BADGE

The Contingent Badge must be approved by

the International Commissioner of Australia

and once the Badge has been produced, two

of the badges should be forwarded to the
International Commissioner of Australia and two
to the National Office for the relevant files.

The badge must comply with Policy & Rules in terms
of size and position on the uniform as specified below.

“A special event emblem or badge, when approved,
can only be worn on the front right hand side of
the uniform, with the top of the event badge in
horizontal alignment with the top of the Australian
Flag badge, which is located above the shirt
pocket. The emblem or badge is to be no larger
than 75mm wide and 75mm deep/long.”

Because the event is a National Contingent
representing Scouts Australia, there is no
place for Branch/Region/District badges
associated with the Contingent.

Consideration may be given to providing Youth
Members with several national Contingent
badges, for swapping purposes.

D.35 SCOUTS AUSTRALIA BRANDING

All merchandise branded on behalf of Scouts
Australia and/or the Australian Contingent must
comply with the Scouts Australia Brand Manual.
All items must be checked by the Contingent
Management Team for quality and suitability of use
during the Contingent’s travel. Final designs must
be approved by the International Commissioner

of Australia or National General Manager.




D.36 FUNDING ASSISTANCE
Funding assistance may be available to Youth
Members from a variety of sources including:

1. Lord Baden Powell Society Assistance

The International Commissioner of Australia has
limited funds made available by the Lord Baden
Powell Society to provide assistance to a limited
number of Youth Members attending overseas
events. These small grants are available to members
who are in genuine need of financial assistance,
have demonstrated that they have raised most
of the funds themselves and would not be able
to attend the event without some assistance.
Members are expected to approach their own
Branch for assistance in the first instance.

If Contingent Leaders are aware of any members

of their Contingent who may need financial

assistance from the Lord Baden Powell Society,

they need to contact the Group/Crew Leader to
provide confirmation of the member’s situation.

The Contingent Leader should then forward a
recommendation to the International Commissioner

of Australia for consideration. There is only a limited
number of grants available for each event and priority
may need to be considered for competing applications.

The process of applying for any grant, being
selected, accepting a grant, together with any
subsequent reporting on the event, is structured
to be a positive element of the Scout’s training.

» Grants are made to assist Youth Members aged
between 12 and 26 years who, without financial
assistance, would not be able to attend the event.

» The application and any grant made
are confidential transactions.

» The Contingent Leader must ensure that
candidates meet the requirement of being
financially disadvantaged and where, without
the benefit of this small grant, the Youth Member
would not be able to attend the event.

» The amount of the grant is limited so that the
Scout receiving the grant will be expected to raise
a substantial part of the cost by their own efforts.

» The grant when awarded must only be
used for an outstanding balance with
no refunds payable to participants.

» Assistance is provided to attend the Scouting
activity only, and the applicant must not be

»

»

2.

attending any optional pre and post tours.
Section and Group Leaders are given

an opportunity to indicate their levels

of support for the application.

Scouts who receive grants are obligated to

send the Society a report on their experience
within 3 weeks of their return from the event.

It is the Contingent Leader’s role to ensure that
the recipient is aware of this requirement and to
follow up on return from the event to ensure that
the report is completed. The report should be
ideally 2 pages plus photographs. It should focus
less on what the recipient did, and more on what
their Scout learning outcomes were. The Society
should be thanked for its financial assistance.

Branch Assistance

Some Branches have established specific funds
to assist young people to attend International
Scouting Events. Youth Members should approach
their Branch International Commissioner

directly to discuss if that Branch can assist.

3.

Funding Assistance Eligibility

To be eligible for assistance, a Youth Member
will need to be a registered member of Scouts
Australia. Additionally, it should be noted that:

»

»

»

»

financial assistance is provided only

to those in genuine need;

participants must have paid the

deposit themselves;

any funding grants will only be made to

the Contingent account. The individual will

not receive the funding directly; and

funding assistance to individuals is not publicised
and is considered to be a confidential matter.




D.37 REPORTING FOR NATIONAL CONTINGENTS

Contingent Leaders are expected to regularly
report to the National Operations Committee
via the International Commissioner of Australia
prior to departure and following the event.

After returning from an event, the Contingent
Leader is responsible for providing a complete
report on the Contingent. This should include:

» all areas of pre-event planning;

» how the planning preparations were achieved;

» reporton event;

» details of incidents (if any);

» reporton any tours;

» recommendations for future events; and

» financial report.

The Contingent Leader should also include a separate,
confidential report on all of the adult members.
This should highlight those adult members who:
» were of exceptional value;
» assisted the Contingent in a valuable manner;
» went above and beyond the call of duty;
» should be nominated for an Adult
Recognition Award;
» should have the opportunity to
lead a future Contingent;
» caused problems;
» needed to be reprimanded,;
» were involved in an incident; and
» should not be accepted to join
another Australian Contingent.

The confidential report on each adult member
will be forwarded to their respective Branch
Chief Commissioners with a copy to the
International Commissioner of Australia. The
copy sent to the International Commissioner
of Australia will be kept on file.
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