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Chapter 9- Post Program

After the participants have left and your program is over, you have a number of loose ends to tie up.  A few things need to be done while you are still at the program area; while many can be done from the comfort of your own home. 

PROJECTS TO BE COMPLETED ON-SITE
Tools
Clean and sharpen all work tools. Return these tools to your coordinator; actually have your coordinator meet you at the tool storage area and count items and check them off.  By having an actual check-in -process, you and SCA are no longer responsible for these tools.
Campsite
Make sure your campsite is left as you found it (or with improvements when possible!) All tents, tarps, and other temporary structures must be removed. As well, all trash and food scraps should be picked up. Be especially thoughtful about easy to forget things, ie. p-cord in trees, sump holes, rocks or logs moved. 
Work Log
Complete your work log if you have not already done so. This work log is critical to SCA and your agency’s ability to quantify the work each season's volunteers contribute. The information is invaluable for marketing new programs and for fundraising.  

Debrief with Agency Coordinator

Your coordinator can provide immediate feedback on your project.  Find out if they are pleased with the work you did and why or why not.  Ask if there were aspects of the program that they wished had run smoother, and how these could be addressed better next year.  Ask if he has any serious concerns about the program that you can relay to SCA.  Sometimes coordinators will be more candid about their reservations (and praise) face‑to‑face than in writing.  Although it might not be pleasant to hear, it is important to know any negative impressions that the agency might have.  

Be honest and tactfully direct in explaining what you felt went well and what disappointed you.  Let the agency know if you had expectations of support or guidance that were not met.

Discuss Future Projects
Finally, find out if the agency wants to have another SCA crew and if they anticipate having the money to do so. If yes, discuss possible projects.  You may have a lot of insight about possible projects for next year based on the experience you just completed.  If the answer is no, try to find out what seems to be changing from this year.  Also take advantage of this time to suggest other SCA volunteers like SCA interns or SCA teams of interns called Corps programs.  

Make notes of your conversations so you can summarize them in your final report. 

Clean, Inventory, and Store Equipment 

Check that all equipment is clean, dry, and in good working order.  Determine with the Equipment Manager whether the cache is to remain on site or to be returned to the NH Warehouse or sent to another site. If there is equipment that is in need of repair, send it back to the NH Warehouse, noting its condition and specific repair needs, using the brown tags provided.  Do not send back items beyond repair, such as broken lantern globes, grossly destroyed rain-flys, etc…; if you have doubts, please ask the Equipment Manager.  Regardless of whether the cache is staying or going, at the end of the season all first aid kits, water filters (except Omni systems), sleeping bags, backpacks and stoves must be sent back to the NH Warehouse.  Note: do not pack liquids, fuels or stoves containing fuel for shipment! Stoves must be burned empty and air-dried. 

 

Inventory the SCA equipment (using the inventory sheet provided with your cache), make sure it is permanently marked as SCA property, and store it properly.  Equipment should be stored in a secured location.  If you do not have the option of your own locked area, talk with your agency contact about setting-aside an out of the way area where the gear can be safely stored. Pack the gear in ready to ship boxes -- should we not return to the area next year, we can have the gear shipped to another area. The more compact and contained the SCA cache is the better chance that it will be found untouched next year.  If you have any doubts about the safety of storing your SCA equipment at your area, return it to SCA.  

 

Send the completed inventory sheet to the NH Warehouse along with your cache items (and not in a bin full of wet tents!).  If you passed your inventory on to another program, send the original inventory sheet with the cache.  If any of your equipment is being stored on-site (with an agency), note this information on the form as well.  Failure to turn in this form will result in SCA not knowing the quantity, quality, or location of field gear, resulting in possible equipment mishaps for future crews.  If you happen to lose the form, copies can be found on the CL website or just hand-print your inventory on a piece of paper. If equipment is stored at the area, also give a copy of the inventory to the agency coordinator.  See the sample equipment inventory list located in Appendix “C”. 

Dispose of Excess Food
You may have food left over from your program.  It is very important that you do not store it in your gear cache at the area or return it to SCA regional caches.  Stored at either place, much of the food will attract critters. If it is canned, and the storage area is not protected from freezing, the cans can explode, or get misshapen enough that next year’s crew leader will assume that they are botulism bombs, and throw them away.  

Take the responsibility to distribute this food appropriately. You may be able to offer it to SCA volunteers serving in the area, or to seasonal members of the agency work force.  You may be able to donate to a local homeless shelter or soup kitchen.  If participants live locally, there may be some food they wish to take.  Or you can take the extra food home yourself.  Do your best to make sure that there is as little waste as possible.

PROJECTS TO BE COMPLETED AT HOME
Final Report
It is a common myth that once your program is out of the field, and you have left your program site that the program is over.  The reality is, however, that there are many tasks that must be completed once your program is out of the field.  It is also important to remember that the post-program tasks are intimately linked with many things!  The following section provides an overview of the tasks that must be completed once your program is out of the field to bring closure to your program.

You must submit a final report at the end of your program.  Make a copy of the reports for your own files before sending it to SCA.  All reports must be typed. Reports are due September 15.

You will receive more information about the final paperwork at training, but as you prepare for your program know that we will be looking for much of the following information below.   

To be included and/or attached to the Final Report (submit Originals to SCA NH):

1. Final Report form.

· includes participant recommendations which will be reviewed by SCA staff and determine students status next year should they reapply.

· Evaluation of agency and program.  A copy of the external report will go to the agency coordinator. 

· Final report logistics, etc.  This will go to Crew Leaders next year so add whatever you would have like to know. 
2. Budget and Receipts.  If it is necessary, estimate the cost of photocopying and mailing your Crew Journal to participants, and mail final receipts to SCA NH as soon as available.

3. Budget Surplus Check.  Reserve enough money to copy and mail the Crew Journal, indicate amount in your Budget.

4. Budget Reimbursement Request for pre-authorized budget over-expenses.

5. Program Evaluation by Crew Leader(s). (Copies will be mailed to Agency by SCA NH staff).

6. Work Log.  The work log is the primary way to document the work you and your crew completed. The log is designed to capture the type and quantity of work as well as hours devoted per project and to travel to work site.  Our agency partners need and refer to these more and more.   

7. Medical / Near-Miss Log, with necessary Wilderness Risk Managers Incident Report Forms.

8. Crew Journal, photos, address lists.

9. Return to SCA NH: Crew Leader Handbook, Lightly on the Land, Outdoor Leadership, First Aid Kit, budget card, all phone cards (used and un-used).

10. Agency Letter

Evaluation Process
It is our goal to provide each crew leader with annual, constructive feedback from program staff.  The evaluation will be based upon several sources of information: your final report, your participants' evaluations of the program, your area coordinator's evaluation of the program, and the observations of SCA staff who may have visited your program in the field.  It will also take into account any discussions you may have had with your supervisor. 

The evaluation discusses the successes and shortcomings of your program.  We use it to acknowledge and praise you for what you did well and offer constructive feedback for those areas needing improvement.  Your staff manager will likely schedule a follow up phone call with you. A copy of the evaluation will become part of your personnel file at SCA.  All crew leaders will receive copies of the evaluation forms that both your participants and agency coordinator fill out if we have received them. 
Post Program Checklist
(explanations below)

COMPLETE
 DATE

On-site:

· Clean, sharpen and return tools


_________
_________

· Complete work log



_________
_________

· Debrief with coordinator and 


_________
_________

discuss next year's program

· Clean, inventory and store SCA 


_________
_________

equipment.  

· Return damaged (repairable) equipment to

_________   
 _________

the appropriate regional office

· Return all First Aid kits, water filters,

_________
_________ 

sleeping bags and backpacks to



the appropriate regional office

· Dispose of extra food



_________
_________

Final Paperwork packet to send to SCA

· Final Report




_________
_________

· Internal Program Evaluation


_________
_________

· Budget book and receipts



_________
_________

· A check for budget surplus   


_________
_________

· Reimbursement request  (as needed)

_________
_________

· Participant Evaluations originals


_________
_________

· Equipment Inventory List



_________
_________

· Medical Documents



_________
_________

· Medical Log




_________
_________

· Incident Report Forms



_________
_________

· Insurance forms (originals)


_________
_________

· Work Log




_________
_________

· Copy of Journal
 



_________
_________

· Lightly on the Land , Outdoor Leadership,

_________
_________
CL Handbook

