Olympia Mountaineers Navigation Course 
Annual Process
Prepare Course
This phase starts at the banquet in October and runs through the Open House in January.
Create Course and Activities
Open Mountaineers.org, log in, pull down “Volunteers” and click “Schedule and Manage.” Scroll to “Courses with Lectures and Field Trips.” Click “How to Schedule & Manage Courses with Lectures & Field Trips.” This is your help text for completing the course and activity definition. Use the previous course and activities to help fill in the details the templates do not include.
Open the course template. Pull down your profile and click “My Branch.” Click “Courses and Activities” and then “Navigation.” This opens the committee page. Click “Course Templates” in the Committee Materials library. Click the template, named “Basic Navigation Course - Olympia.”
This opens a list of previous years’ courses. In the edit bar, find and pull down “Add new…” and click “Course.” This opens a form for the new course. Review and edit the information as needed.
· Summary: should be correct in the template.
· Description: should be correct in the template.
· [bookmark: _GoBack]Start date: [first day of lecture]
· End date: [date final tests are due] 
· Registration Start Date: [Jan 1, year of course]
· Registration End Date: [two to three weeks before first lecture, to allow time for reading and getting compass]
· Image: Keep existing image.
· Required Equipment: should be correct in the template.
· Required books: should be correct in the template.
· Recommended books: should be correct in the template.
· Leader Rating: should be correct in the template.
· Student Capacity: 70
· Application Required?: Leave unchecked.
· Application Form: Leave blank.
· Youth Program Form: Leave blank.
· Participant Minimum Age: Leave blank.
· Participant Maximum Age: Leave blank.
· Age Cutoff Date: Leave blank.
· Leader: Mike Kretzler
· Member Fee: $80 for 2020.
· Guest Fee: $90 for 2020.
· Cancellation Fee: Leave at $10.
· Notify Leader of Registration Changes: Optional, but useful to check.
· Link to Feedback Survey: should be correct in the template.
· Link to Instructor Feedback Survey: should be correct in the template.
· Categorization, Ownership, and Settings sections are all correct in the template.
Click “Save.” Review the results and change the yellow bar dropdown “State” to “Publish” when complete. 
Prepare for Open House
Attend Open House
Prepare Students and Volunteers
Manage Rosters
Communicate with Students
Organize Volunteers
Prepare for Instruction
Lay Out Outdoor Course
Organize Lectures
Organize Field Exercise
Conduct Lectures and Field Days
Final Exam and Wrap-up
Graduation and Follow-up
· Graduate students
· Banquet communication
· Schedule for next year
· Venue for next year
· Banquet recognition
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