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Scouts
New Section Checklist
Starting a new Section is an exciting challenge and an amazing way to welcome more young people to Scouts. 
Here you’ll find practical steps and a simple checklist to guide you through the process. Setting up a new Section will be different each time, so use the checklist as a flexible guide, rather than a rigid timetable.
You can find more detailed information for each step on the Scouts website.

Before starting 

	Task
	Assigned to:
	Target date:
	Completed?

	Consider the need for opening a new Section and how it could benefit your community

	
	
	

	Think about where you’d like to meet and potential meeting days and times

	
	
	

	Talk about the idea with your Group Lead Volunteer and Trustees and get permission to open a new Section

	
	
	

	Get a working group or volunteer team together 

	
	
	



	Notes:
















12 weeks before starting

	Task
	Assigned to:
	Target date:
	Completed?

	Find out the price and availability of possible meeting places and make a provisional booking

	
	
	

	Decide on the day and time of your meeting

	
	
	

	Register the Section on the membership system

	
	
	

	Talk about finances with the Group Lead Volunteer and Trustee Board

	
	
	

	Advertise volunteer opportunities and recruit volunteers

	
	
	

	Talk about an adult rota with new members and set one up 
	
	
	

	Plan how to recruit young members for your Section

	
	
	

	Complete criminal records checks

	
	
	

	Add new volunteers to the membership system for recruitment checks

	
	
	

	Look at the Growing Roots learning for yourself and the volunteer team

	
	
	



	Notes:















Eight weeks to go

	Task
	Assigned to:
	Target date:
	Completed?

	Make sure you’ve completed all required online learning

	
	
	

	Read key policies and relevant risk assessments

	
	
	

	Decide how data for the Section will be collected and stored

	
	
	

	Advertise and promote the new Section to attract new members

	
	
	



	Notes:















Six weeks to go
	Task
	Assigned to:
	Target date:
	Completed?

	Check in on your recruitment

	
	
	

	Plan the budget for your Section

	
	
	

	Plan your fundraising

	
	
	

	Book face-to-face training for volunteers, including First Response

	
	
	



	Notes:















Four weeks to go

	Task
	Assigned to:
	Target date:
	Completed?

	Check in with your Group Lead Volunteer

	
	
	

	Visit a Section at another Group

	
	
	

	Look at support available for your Section

	
	
	

	Reply to enquiries

	
	
	

	Review data protection processes

	
	
	

	Start planning for your first term

	
	
	

	Complete risk assessments

	
	
	

	Think about Equity, Diversity and Inclusion

	
	
	



	Notes:















Two weeks to go

	Task
	Assigned to:
	Target date:
	Completed?

	Hold a welcome meeting with your volunteer team

	
	
	

	Give roles and responsibilities to the team

	
	
	

	Make sure everyone feels part of the team

	
	
	



	Notes:















One week to go
	Task
	Assigned to:
	Target date:
	Completed?

	Prepare your resources

	
	
	

	Check in with your volunteer team

	
	
	

	Contact parents/carers with final information

	
	
	



	Notes:















On the day of your first meeting
	Task
	Assigned to:
	Target date:
	Completed?

	Make sure you have full joining information and consent for the young people

	
	
	

	Have fun!

	
	
	




After your first meeting
	Task
	Assigned to:
	Target date:
	Completed?

	Reflect on the first session and check the plans for the next session

	
	
	

	Order Scout uniform for volunteers

	
	
	

	Talk about plans for your Section with your Group Lead Volunteer

	
	
	

	Explore learning and development opportunities

	
	
	

	Congratulations, it’s time to celebrate!

	
	
	




	Notes:
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