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This document is not all-inclusive.  Be sure to check the AMC 

Volunteer Resources Web Page and Maine Chapter 

Committee Web Pages for the most current forms and 

information.  
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Introduction 
 

The Maine Chapter of the Appalachian Mountain Club was founded in 1956 as the 

Portland chapter. Today, the Chapter has more than 3,500 members and is active 

throughout the state of Maine. It advocates strong conservation efforts within Maine 

and offers its members a full range of programs and activities. 

Mission Statement: We believe that the mountains and 

rivers have intrinsic worth and also provide recreational 

opportunity, spiritual renewal, and ecological and economic 

health for the region. We encourage people to enjoy and 

appreciate the natural world because we believe that 

successful conservation depends on this experience. 

The Maine Chapter has approximately 50 volunteer outing leaders who are the core of 

what we offer- safe, fun and competently led trips in the outdoors. Our leaders are 

trained to take participants on trips associated with hiking, backpacking, ocean and 

inland padding, cross country skiing, and biking.  The Maine Chapter Outings 

Committee is responsible for maintaining the Chapter Leader List and overseeing the 

AMC Trip Listing System for Chapter Activities. 

The chapter offers volunteer- led annual leadership trainings, a very affordable 

wilderness first aid training (necessary for leadership status), and courses in beginning 

hiking and backpacking that range between one and three days.  In addition, the AMC 

offers a five-day Mountain Leadership School held in the White Mountain National 

Forest’s backcountry each summer.  A limited number of scholarships are available for 

approved leaders or those training to become leaders to attend this club-wide 

training. 

Leadership will help you strengthen your own outdoor skills, while sharing proper 

techniques with participants.  Outdoor leadership skills can be developed and 

improved upon over time through a combination of self-study, formal training, and 

experience. 

To become an AMC leader, prospective leaders are paired with experienced leaders 

and start the mentoring process by co- leading trips with a recognized chapter outings 

leader.  By co- leading, a leader will gain experience in guiding groups in the outdoors. 

We also recommend that prospective leaders team up with a number of different 

leaders to familiarize themselves with a variety of leadership styles and techniques to 

help develop a style that works for them.  The reference material provided in this 

handbook and on the chapter’s web site contains additional information on becoming a 

leader and requirements and guidelines for chapter leaders. 
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Chapter Leadership Standards 
 

These standards are in addition to the basic AMC guidelines and apply to all Maine 

Chapter Leaders for ALL activities, trips, excursions, training and workshops other 

than social events as defined by AMC.  You may access AMC leader guidelines at the 

AMC web site.  Please refer to the Volunteer Resources Page. 

http://www.outdoors.org/volunteers/forms/index.cfm 

In addition to the general requirements for trip leaders, AMC has additional minimum 

requirements for Chapter Youth Program Leaders.  Be sure to review those guidelines 

on the AMC web site listed above. 

One or more Maine Chapter Standing Committees must sponsor all activities hosted 

by the Maine Chapter.  Every activity must have at least one leader approved by the 

Sponsoring Committee.  The Sponsoring Committee for the specific type of activity 

being led must approve the Leaders for that activity.  Committees will designate a Trip 

Listing System Reviewer to approve activities for their respective Committees. 

On occasions when Activities are offered that require an outside professional or expert 

to lead, an approved Maine Chapter Leader must also serve as leader. For instance, if a 

mountaineering trip requires the use of a guide, a qualified Maine Chapter Leader must 

be part of the leadership team for the trip. In such cases the outside professional and the 

Maine Chapter leader will serve as joint leaders. Committee chairs make all final 

decisions about approving Activities sponsored by that Committee. 

Co-Leader Guidelines 
A co-leader should be over the age of 18.  The co-leader should have skills and 

experience to allow them to play a supporting role and to complement the skills and 

abilities of the leader of an Activity.  Anyone interested in being designated as a co-

leader can simply express his or her interest to the chair(s) of any Standing Committee.  

It is preferred that co-leaders be designated in the publication of the outing.  Leaders 

may designate a co-leader immediately prior to the start of the Activity. 

Potential co-leaders are encouraged to participate in outings on a regular and ongoing 

basis before moving into a leadership role. 

Leader Requirements 
• A Leader must be over the age of 18: 

• Co-lead at least three (3) approved activities at the target level of activity they 

plan on leading. The co-leads have to be with at least two different approved 

Maine Chapter leaders. 
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• Complete one (1) "mentor" trip. A mentor trip is an outing where the candidate 

for leader status takes on the role of "leader" and is overseen by an approved 

Maine Chapter leader. The leader is on the trip as an observer. The idea is to allow 

the candidate for leader status to coordinate all aspects of the trip including 

planning the trip, screening participants, acquiring permits etc. Role-play may be 

included at the discretion of the observer. 

• All leaders must have, at a minimum, current 1st Aid or Wilderness First Aid 

(WFA) certification. The Chapter organizes and highly subsidizes a SOLO WFA 

course each spring so every leader should be able to maintain WFA certification.  

Leaders with expired certification are encouraged to co-lead until re-certified.  

Leaders who meet the criteria for taking only 1st Aid may be reimbursed based 

on the same rules as for WFA and must be approved by the Outings Chair. 

• Leaders must demonstrate to their respective Standing Committee that they have the 

skills and experience to allow them to lead AMC Activities. For leadership purposes, 

Standing Committee refers to any Maine Chapter Committee in good standing 

that was 1) established by the Executive Committee, 2) maintains appropriate 

committee leadership (i.e. Chair) and 3) routinely organizes and sponsors 

activities for AMC members. 

• Leaders are encouraged to lead or co-lead three or more trips or other activities 

each year.  This will allow leaders to apply and improve their leadership skills.  

Leading trips is rewarding but also requires an investment of time.  If this time 

commitment is shared among all leaders, the AMC Maine Chapter will provide 

members with a diversity of outdoor adventure opportunities.    

Leaders are strongly encouraged to participate in a leader training session, which may be 

provided by the Maine Chapter or by another AMC unit. 

The Sponsoring Committee Chairs are responsible for approving Leaders. The Chairs reserve 

the right to refuse Leader status to anyone who does not complete the above guidelines 

to acceptable levels.   The Chairs may require additional practical experience, training, 

or mentoring.  The Chairs may waive experience requirements based on an individual’s 

experience and / or training, particularly if the leader already had leader status in 

another AMC chapter.  Leaders that have not led an Activity for an extended period 

may be placed in an inactive status and approval by the appropriate Chair is required 

to return the leader to Active status. 

Committee Leadership Requirements 
Committees may develop their own leadership standards that add to the Chapter leader 

requirements stated above. For instance, the Young Members Committee may require 

that the three co-leads and a mentor activity must be a Young Members activity to 
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qualify for their committee leadership. Another example is that the Trails Committee 

may require that Trails leaders co-lead trail work trips for leadership status.  

If the Maine Chapter does not have an existing leader qualified to lead a specific type of 

trip, the Sponsoring Committee may seek external training to facilitate the co-leader 

becoming a Leader. For instance, if a co-leader wishes to become a leader for 

whitewater paddling activity and the Paddling Committee does not feel confident in 

training a whitewater leader, the Committee may substitute outside training for one or 

more of the co-leads and mentor activities. 

If an individual Committee wishes to manage its own activities listings and has the 

capacity to do so (i.e. has active membership and leadership), it may take over its own 

activities listing management. The Outings Committee, however, will continue to manage 

these processes for any Committee that is not able to, or does not wish to do it itself. 

Leader Recognition 
The Outings Committee will manage leadership recognition each year with input from 

each Committee. It is worth reiterating here, that all Chapter trips must have an AMC 

Volunteer Release Form completed. If a Volunteer Release Form is not submitted to the 

Committee Chair, or the Outings Committee chair(s), then the activity is not official and 

will not receive credit towards leader recognition. If Volunteer Release Forms are 

submitted to the Sponsoring Committee, it is the responsibility of that Committee’s 

Chair to submit all Volunteer Release Form to the Outings Committee Chair(s) within 30 

days. Committee Chairs are also responsible for updating leader information with the 

Outings Committee Chair(s), since the Outings Committee will maintain the official 

leader list. 

 

Volunteer Release Form 
These are often referred to as “waivers”.  Please use the most up to date form by 

downloading it directly from the AMC web site.  The AMC VOLUNTEER LED ACTIVITIES 

ACKNOWLEDGMENT AND ASSUMPTION OF RISKS & RELEASE AGREEMENT is available 

here. http://www.outdoors.org/pdf/upload/volrelease.pdf 

Scanning and emailing the completed form to the respective Committee Chair and 

Outings Chair (outings@amcmaine.org) is preferred or mail it to the Outings Chair.  

Check the Outings web page for the mailing address.  The Outings Committee will 

forward copies to AMC for all leaders. 
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Publication Deadlines 
You may find the deadlines for the Maine Chapter Newsletter “Wilderness Matters” on 

line.  http://www.amcmaine.org/newsletter/ 

For the AMC magazine “AMC Outdoors” you can find the deadlines on line. 

http://www.outdoors.org/publications/outdoors/amc-outdoors-submission-dates.cfm 

Trip Listing System 
There have been major revisions to the trip listing system in recent years.  For the 

latest updates and for a tutorial, please access it through the Outings Committee web 

page or the AMC web site. 

http://www.amcmaine.org/committees/outings-committee/ 

http://www.outdoors.org/pdf/upload/oltl-user-guide.pdf 

The system allows for both regular leaders and social leaders to post outings if they 

have been entered into the system as “Users”.  At this time only the Outings 

Committee Chair can add Leaders or Users.  Only Users can post listings.  If you need 

to post outings and you do not have access to the system, you will need to contact 

the Outings Chair. 

Activity Planning And Management Checklist 
Pre-Activity Planning 

1. Know your own capabilities 

a. Previous experience 

b. Current abilities 

c. Experience with the route 

2. Determine the Activity 

a. Date 

b. Route and rating (capabilities required) 

c. Destination 

d. Alternate routes, shelters, escape routes, compass bearings  

e. Estimated time and energy requirements 

f. Accident and response plan (phone #’s for emergency contact, state police) 

3. Select a co-leader (not required but recommended – may be done at trailhead) 

4. Decide on a safe party size and minimum and maximum group size (check to see 

if group size is limited by regulation in the area you will be visiting; maximum 

group of 10 recommended) 

5. Establish a starting time, turn around time, break times, and finish time 

6. Set meeting place and time. Arrange to carpool when possible 
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7. Review seasonal and weather considerations 

8. Establish equipment requirements including food and beverage 

9. Check fee and permit requirements for parks, tolls and transportation, etc. 

10. Establish a home base checkpoint 

11. Determine what to do if activity is cancelled 

(time of decision, contacting participants) 

12. Prepare and publish notice of the Activity, including: 

a. Day and date 

b. Distance 

c. Elevation 

d. Type of activity 

e. Degree of difficulty/pace 

f. Leader and Co-Leader names, telephone numbers, call times (where 

applicable)  

g. Special activities or aspects of specific interest 

13. Registration and screening of participants: 

http://www.amcmaine.org/old/outings/tripscreen.htm 

a. Screen potential participants by asking them for: 

• Prior related experience 

• Equipment they have 

• Physical condition 

• Medical condition 

• Expectations 

• Any other information relevant to the particular activity 

b. Obtain names and telephone numbers of participants 

c. Provide qualified participants with activity information, including: 

• Meeting place(s) 

• Times 

• Carpooling 

• Equipment/clothing required 

• Food and water needed 

• Physical condition required 

• Length and difficulty 

• Leader's expectations for the trip 

14. Coordinate registration, emergency equipment and trip status between Leader 

and Co-Leader 
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The Activity 

1. Determine the weather early enough to cancel, if necessary 

2. Have a list of the participants and their phone number 

3. Before you leave the trailhead: 

a. Require participants to sign the Volunteer Release Form 

b. Verify that all participants have signed the form 

c. Review equipment, especially critical items, food and water, to make certain 

everyone is fully prepared 

d. Make introductions 

e. Ask participants to pull you aside if there is any information you should be 

aware of such as medical needs.  Share with group any needs you may have 

such as carrying an EpiPen for wasp stings 

f. Outline the Activity plan for participants 

• Review goals, pace, trails, destination, maps, rules, timetable, stops at 

trail junctions, breaks whenever needed, staying together, 

environmental considerations 

g. Assign trail finding and trail-sweep responsibilities 

h. Sign for entry if registration is available 

4. On the trail: 

a. Maintain a reasonable pace 

• Consider rotating the lead among participants 

• If keeping the group together or maintaining a steady pace is a 

problem, consider assigning the slowest participant to lead 

• Control starts and stops by planning layer adjustment stops, water 

stops, lunch breaks, etc. 

b. Keep the group together 

• Maintain visual contact 

• Assemble at junctions and major stream crossings 

c. Watch the weather 

d. Keep in touch with individual group members and his/her needs 

e. Watch for signs of problems 

f. Maintain communications, especially between leader and co-leader; discuss 

potential changes in plan, make certain to communicate changes to all 

participants 

g. Be aware of your surroundings, escape routes, and alternatives 

h. Take decisive action in an emergency 

5. At the end of the trip: 

a. Account for all participants 

b. Make sure everyone has transportation 
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c. Put return time or sign for exiting as appropriate 

d. Return, sort, or collect equipment 

e. Review the activity with co-leader and participants; bring activity to close 

with a brief goodbye, congratulations and thank you for participating 

f. Good-bye word/congratulations to everyone 

g. Determine if group is meeting at a local dining option 

h. Make activity reports as required and forward release form with participant 

signatures to Committee Chair. 

 

You may also want to review the AMC Leader handbook for other valuable 

information.  Please refer to the Volunteer Resources Page. 

http://www.outdoors.org/volunteers/forms/index.cfm  

Remember: HAVE FUN! 

Financial Policy 
The Executive Committee adopted a Financial Policy in January of 2013 to cover items 

such as the handling of participant fees, non-refundable fees, and leader expenses.  

Please refer to this policy on the Maine Chapter Website.  You must use the Financial 

Form whenever you handle $200 or more of participant funds. 
http://www.amcmaine.org/committees/outings-committee/ 

Guidelines For Leaders’ Expenses 
Maine Chapter Activities may include overnight accommodations and other expenses 

associated with a trip.  Any activity shall be self-supporting and not require funding by 

the chapter. Any requested variances shall be in writing to the Outings Committee 

prior to publication of the activity.  Request for funding must fall within the budget for 

the Committee. 

The Chapter will provide funds for reservations, if necessary.  Advances by the 

Chapter for necessary advance costs shall be reimbursed to the Chapter from 

participant fees paid prior to the event or the event’s receipts 14 days after the 

activity.  See Financial Policy for more information. 

The Appalachian Mountain Club Group Sales Manager offers initiatives to help leaders 

fill their trips by offering relaxed requirements on the number of participants as well 

as a more flexible payment schedule. For more details contact the current outings 

chair or check out the policy on line. http://www.outdoors.org/chapters/groups/index.cfm 

Reimbursement Policy 
All reimbursements must fall within the guidelines of the Financial Policy.  Expenses 

incurred by Maine Chapter members on behalf of the Chapter and/or for leadership 

training by a Chapter leader or co-leader may be reimbursed in full or in part by the 
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Chapter.  A request for reimbursement must be submitted on a Maine Chapter 

Reimbursement Form with a copy of your receipt, to the appropriate Committee Chair 

or Co-Chair who will then submit the request to the Chapter Treasurer.  The 

reimbursement should fall within the current budget for the respective Committee, 

which may vary from year to year.  Check with the appropriate Committee Chair to 

determine if there are expenses eligible for reimbursement.  Mileage and 

transportation expenses are not included but you may wish to check with a tax 

professional about deductions available on your tax return for these costs. 

Other Expenses 
In addition to the above, leaders may be eligible for reimbursement for a WMNF 

parking pass if they lead 3 or more Activities per year in the WMNF.  Check with the 

Committee Chair or Co-Chair.  However, leaders may also cover their parking cost by 

charging a fee to participants per the Financial Policy. 

Leadership Training 
 
First Aid 
Any outing that would be more than 1 hour from a trailhead, road, or other means of 

access for emergency personnel shall require leaders to have current WFA 

certification.  Activities with easy access to emergency response or rescue services 

may only require current First Aid training.  Leaders will need to verify that the 

outings they plan to lead will qualify for this level of training.  The Outings Chair and 

individual committee chairs shall be responsible to oversee that leaders with only First 

Aid level training do not lead outings that should require more advanced training such 

as Wilderness First Aid (WFA).   

The Outings Committee sponsors both WFA and Advanced WFA courses at a reduced 

rate to its members and leaders.  All leaders are encouraged to take WFA. 

Cost of any First-Aid course may be partially waived or refunded for leaders and co-

leaders based on the level of involvement and available funds.  Check with the 

Outings Chair for courses not sponsored by the Outings Committee. 

 

AMC Mountain Leadership School (MLS) 
This is a wilderness leadership-training program designed to help you lead groups with 

minimal impact in the backcountry.  You may find more information on the school’s 

web page and links to the current handbook. 

http://www.outdoors.org/education/leadership/mls/ 

Robert Hansen Memorial Fund - This scholarship fund is offered through AMC’s 

Education Department.  AMC offers one $150 scholarship to each AMC Chapter for 
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assistance in attending their Mountain Leadership School.  The Outings Committee 

Chair will oversee the selection of any candidate for this scholarship for the Maine 

Chapter. 

Other Training 
In addition to the WFA discount or reimbursement stated above, a leader or co- leader 

may request reimbursement or a scholarship for other leadership training programs, 

including but not limited to the AMC’s Mountain Leadership School.  Reimbursement 

for such costs or the granting of a scholarship shall be at the discretion of the 

appropriate Committee and shall fall within that Committee’s budget for the current 

year.  Please inquire of the Committee Chair or Co-chair about these opportunities. 

For leadership training offered by AMC, please refer to the Volunteer Resources Page.  

http://www.outdoors.org/volunteers/forms/index.cfm 

 

White Mountain National Forest Guidelines  
A Summary of Use form must be filled out and returned within 14 days of any activity 

in the WMNF.  You can access this form on the Outings Committee web page. 

http://www.amcmaine.org/committees/outings-committee/ 

Any leader taking a group into the WMNF must carry an Outfitter Contact Card.  Please 

contact the Outings Chair to receive your card if you plan to take any group into the WMNF. 

 

Incident Response Recommendations 
The Maine Warden Service, which is responsible for all searches and rescues in Maine, 

was contacted regarding procedures for getting injured hikers, paddlers, etc. to a 

health care facility.  Their recommendation is to deal with the situation to your 

standard of care and then call 911.  You should call 911 if there is need for a party to 

assist in a rescue or to obtain directions to the closest health care facility. 

The 911 the dispatcher will not only be able to assist you in finding the closest health 

care facility but they will be able to alert the facility you are on the way.  They may 

(depending on the situation) notify local law enforcement to meet you en route and 

escort you. 

It is recommended that you carry with you and fill out a 

SOAP note PRIOR to calling 911.  This will ensure you have 

all the necessary information the dispatcher will require. 

Remember that when calling 911 from a cell phone you will most likely be talking to a 

dispatcher at a major dispatch center and not necessarily a dispatcher that is familiar 
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with the area you are in.  Be patient and calm and explain exactly where you are (be 

as descriptive as possible if you are unsure of your location). Only when you are 

finally transferred to a local dispatcher will you be speaking to someone who may 

actually know for example where the AT crosses Rt. 17 or where a certain trail head 

is. 

The standard questions that you will be asked are: what is the nature of your 

emergency and what is your location.  Be prepared with clear, concise answers to 

these questions. 

Remember to remain calm.  Your behavior will affect the entire group.  If you look 

like you have things under control the group will be less likely to panic. 

It is recommended that you obtain local phone numbers for emergency response and 

hospitals for the area you plan to be in, as 911 may not work in all areas, especially in 

more remote wilderness areas. 

As soon as possible after the incident, contact your Committee Chair or Chapter Chair. 

Volunteer Accident/Incident Report Form 
The Incident Report Form is a tool for tracking and addressing serious and/or 

recurring issues in AMC programs.  The fo rm wi l l  he lp  Program managers as well 

as the Risk Management Team in the ongoing process of evaluating and improving 

program safety. 

The Incident Report Form should be filled out as soon as possible after an incident 

without interfering with response to the incident.  This will usually be within 24 

hours of the incident or of the end of the program if the incident did not require 

evacuation.  During treatment of an injury, or during an evacuation, detailed 

information should be recorded on the Patient Care From or a SOAP note.  The 

Incident Report should be completed by the AMC staff member(s) or volunteer(s) 

most directly involved with response to the incident.  Once the form is complete 

through the signature and date by the incident responder, it should be submitted 

as soon as possible to sponsoring Committee Chair or Chapter Chair, who will submit 

it to the Risk Management Manager.  If a patient care form or SOAP note was used, 

it should be attached.  You should carry this form and a SOAP note with you. 

 When filling out the form: 

• Gather all relevant information from all care providers before filling out the 

form 

• Only fill out one form for any individual incident 

• Be thorough and make sure to fill out every part of each section 
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• Narrative – when filling out this section, it is not necessary to include details 

recorded on the patient care form, which should be attached.  It is also 

important to be objective and avoid any opinion, judgment, or analysis. 

The form and guidelines for using this form and the Crisis Communication Chart 

can be found on the AMC website under Volunteer Resources 

http://www.outdoors.org/volunteers/forms/index.cfm 

You can find a copy of the SOAP note and Patient Care Form on the Outings 

Committee web page.  http://www.amcmaine.org/committees/outings-committee/ 

Co-Sponsored Activities  
Are permitted but must be attended by an AMC leader.  For guidelines please refer to 

the Volunteer Resources Page.  http://www.outdoors.org/volunteers/forms/index.cfm 


