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ABSTRACT 

There is currently not a defined process for the annual renewal of the merit badge 

counselors.  As a result, there is no one good source of a list that is available to the troops.  The 

troops end up typically creating their own method to keep track of their merit badge counselors.  

Due to having to keep local lists, most troops end up using counselors within their troops.  One 

advantage of the merit badge counselor program is to allow the Scouts the opportunities to 

interact with adults that they don’t know or see regularly.  Not having a good annual renewal 

process also leads to having people on the list that may not still be willing to be counselors or 

that have expired Youth Protection certification. 

Currently, there is no automated method to deliver a list of registered counselors to the 

unit leaders.  There is a way to create an Excel file download from the ScoutNet system but the 

format of that file is not user friendly for unit leaders.  For the current list in Etiwan District, I am 

creating a google sheet that lists all the counselors in the district and the merit badges they have 

signed up to teach.  Creating this list also works as a good check and balance against the official 

council list. 

Boys Scouts of America has now acquired the Scoutbook advancement system.  This 

system has the ability to track merit badge counselors within it.  BSA is now working toward 

having the Scoutbook system automatically synchronize with the ScoutNet system to provide a 

real time and up-to-date list of merit badge counselors.
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CHAPTER I 

PROBLEM STATEMENT 

 It is important to note first that merit badge counselors are a registered adult position 

within Scouting.  This means that all merit badge counselors are subject to the same rules as any 

registered leader.  Primarily, they need current Youth Protection certification.  It is also of note 

that these positions are actually registered with the district or council and are not part of the 

registered leadership of any particular unit.  Because of these items, there needs to be an annual 

review of the merit badge counselors registered within a district.  Merit badge counselors will not 

show up on unit recharters or unit Youth Protection status reports unless they happen to also be 

registered in another adult position within that unit. 

 Since there is not always a formal recharter that is done for each district, there has not 

been a process for the annual review of merit badge counselors.  This lack of review has 

historically resulted in having people on the list of counselors who have expired Youth 

Protection and/or do not still have the desire to serve as a merit badge counselor. 

 In order to address these issues and provide an accurate and up-to-date list of counselors, 

an interim process was developed.  It is hoped that the difficulty required to maintain this list will 

be addressed in future advancements that BSA is planning for the Scoutbook application. 
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CHAPTER II 

EXPECTATIONS FOR MERIT BADGE COUNSELOR REGISTRATION 

 Initial registration as a merit badge counselor requires three documents to be submitted.  

The first of these is the BSA adult application.  The most current version of this document is 

found at http://www.scouting.org/filestore/pdf/524-501.pdf.  When filling out this application, 

the counselor should fill this out for position code “42 - Merit Badge Counselor”.  Even if the 

person is already registered, it is important to have them fill out the release for background check 

on the back side of the first page.  Since the merit badge counselor position is actually a district 

or council level position, this application does not need any signatures from the counselor’s 

home unit.  The approval for this application will be done at the district level. 

 Second, the counselor needs to submit a copy of a current certificate that they have 

completed their Youth Protection Training.  If this person is already registered with a unit, they 

should already have this certificate available.  If they are not, they will need to create a 

my.scouting.org account to take the training.  It is important to follow up after their membership 

is processed to have them link their BSA member ID to their my.scouting.org account.  This way 

they will show up on future YPT reports. 

 The third document is the Merit Badge Counselor Information Form.  This is the 

document that the counselors will use to select which merit badges they wish to counsel.  When 

filling out this form it is important to clarify if they are willing to counsel for Scouts in either the 
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district or council.  If is good to encourage them to do this in order to have the largest possible 

access to counselors for the Scouts in the district.  They should list individually each merit badge 

they wish to have listed as well as some justification of their experience or qualifications on that 

specific topic.  Note that certain merit badges do require that the person signing off on some 

requirements have some form of official certification.  This is true for badges like Shotgun and 

Rifle Shooting.  The complete list of these items can be found at 

http://www.scouting.org/scoutsource/GuideToAdvancement/TheMeritBadgeProgram.aspx.  The 

Merit Badge Counselor Information Form can be found at 

http://www.scouting.org/filestore/pdf/34405.pdf. 

 BSA does offer a formal “Merit Badge Counselor Orientation” course.  While this 

training session is not a requirement for merit badge counselors, it should be strongly encouraged 

for all individuals signing up for this important position.  There are always a lot of myths and 

misunderstandings about the merit badge process and this orientation class is the best way to get 

all the counselors on the same page.  This orientation class is usually offered either by a 

particular unit looking to increase their number of counselors, a district training event or a 

council University of Scouting event. 
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CHAPTER III 

JOB ROLES OF PEOPLE INVOLVED 

 There are three main job roles involved in creating and maintaining the district list of 

merit badge counselors.  The first role involved is the Council Registrar.  The registrar is the 

main person responsible for getting the new counselors properly entered and registered with 

BSA.  The registrar needs to ensure that all the submitted paperwork is properly filled out and 

has all the information needed for proper entry into the system.  The registrar is also responsible 

for the annual renewal of the counselors.  It is up to the counselors to correct the list of approved 

badges in the official BSA system.  The information for the changes that are needed in the annual 

process will come from the district designee as discussed below.  The registrar is also the person 

that can provide the official list of counselors and their associated registered badges in the 

ScoutNet system.  Other members of the council staff may be able to also generate reports of the 

lists but it is up to the registrar to officially maintain the data. 

 The second role involved in the process is a person designated by the district to manage 

the merit badge counselor list and process.  This person is initially responsible for checking the 

initial application for the merit badge counselor.  This is primarily to ensure that the applicant 

does have any required certifications or expertise.  This designee is also responsible for 

contacting the counselors annually to validate the list of merit badges and to ensure that all merit 

badge counselors are up-to-date on their Youth Protection certificate.  This district person should 

be able to use the tools in my.scouting.org to run contact lists for the merit badge counselors and 



	 	 Maintain	a	District	Merit	Badge	Counselor	List	

	

5	
	

training reports to validate Youth Protection status.  Because the contact information contained 

in the BSA system is not always correct or complete, it is important that the district maintain a 

separate contact list for the counselors.  This list should be validated as part of the annual review 

process.  The district designee can be anyone from the district committee but will ideally be 

associated with the district advancement committee. 

 The third role is the merit badge counselor themselves.  They are initially responsible for 

getting their application, merit badge counselor information form, and youth protection properly 

completed and turned in.  It is then important for the counselor to fully understand the role for 

which they are signing up.  While there is an orientation course available, it is not required.  If it 

is not taken, the new counselor should spend some time reading the guidelines of the role on the 

official BSA website.  These guidelines can be found at 

http://www.scouting.org/scoutsource/BoyScouts/GuideforMeritBadgeCounselors.aspx.  The 

merit badge counselor will also be asked annually by the district representative to validate their 

list of badges.  Any additions or deletions should be noted on a new Merit Badge Counselor 

Information Form.  The merit badge counselor is also responsible for ensuring that their Youth 

Protection training is up-to-date.  This training is good for two years.  The counselor will be 

dropped from the approved list if they let their Youth Protection training expire. 
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CHAPTER IV 

MAINTAINING A DISTRICT LIST OF COUNSELORS 

  Currently, there is no good, single source for creating a merit badge counselor list that 

can be easily distributed and used by the units.  The ScoutNet system can generate a paper report 

sorted either by counselor or by merit badge.  While this paper version is a complete list, it is not 

the easiest to distribute and sort.  One issue with the list is that merit badge counselors are 

registered as working with either their troop, the district or the council.  If someone selects to 

work with the council, then they do not show up on a list for just the district.  Therefore, the 

council generated list can not create a comprehensive list of counselors only within a district. 

 In order to create a consolidated list for the district, a Google spreadsheet has been 

created to list all the merit badge counselors and their associated merit badges as shown in Figure 

1 below.  While maintaining this document is duplicate work, it provides several advantages to 

help ensure an accurate list of counselors.  One such item is that the list created by ScoutNet 

does not contain the troop that the counselor is associated with.  This list is also beneficial for 

managing accurate contact information for all the counselors.  The Google spreadsheet is also a 

good way to track the annual re-evaluations of the counselor list.  It is used to track responses 

from counselors and to keep a list specifically of any additions or deletions of badges each year. 

 A key advantage to a list like this is that it can easily be sorted by person, unit or merit 

badge.  Also, this same sheet can be used to cross reference against a list of counselors 

downloaded from the my.scouting.org system.  This is done by generating a list directly from 
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my.scouting.org as shown below in Figure 2.  Once you have that list, the above file does a 

lookup against the my.scouting.org list to ensure that each person’s name is in the 

my.scouting.org database.  This is shown in the column labelled “MyScouting” in Figure 1 and is 

accomplished using a VLOOKUP formula. 

 

Figure 1.  Google Sheet used in Etiwan district for MBC tracking 

 

Figure 2.  Download from My.Scouting.org database 

 You will also notice in Figure 1 that this file is also used for annual re-registration of the 

counselors.  I email each of the counselors and record their responses here.  If someone wishes to 

be dropped it will be indicated by putting a “No” in the “2017 Verify” column.  The last column 

is the “Keep/Drop/Add” list.  This is used to communicate to the registrar each specific merit 

badge by each counselor.  If a counselor wishes to add a new badge the word “Add” will be in 

this column and likely to “Drop” a specific badge.  Once I have confirmed the status of all the 

merit badge counselors I communicate this list to the registrar to update the official BSA system. 
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 When new merit badge counselor forms are turned in to council, the registrar keeps a 

copy of the forms.  On a regular basis, these forms are checked against the Google Sheet and any 

new counselors are added at that time.  In this way, the Google Sheet is used to double check the 

official list as they are entered into the ScoutNet system.  The Google Sheet tracks the names, 

units, email addresses, merit badges and if the person is willing to work with just their troop or 

any Scouts in the district or council. 

 In order to check the accuracy of both the Google Sheet and the official ScoutNet list, a 

report can be generated out of my.scouting.org.  However, the issue with this is that even in 

my.scouting.org, the counselors are separated by those that have agreed to work with any in the 

council versus just the district or troop level.  Those that are listed as working with the council, 

show up in the member list at the council level and they do not show up under the district level.  

It is for this reason that both reports need to be run and then merged into one list.  This combined 

list can then be compared to the Google Sheet.  Since the council list does not have a record of 

what district the person is a part of, the list has to be compared using the zip codes associated 

with your district. 

 There is also a way the council staff can generate an Excel list of merit badge counselors 

directly from the ScoutNet system as shown in Figure 3 below.  This list will contain all 

counselors within the council.  This is also the only system-generated list that contains the actual 

list of merit badges for which the counselors are registered.  This list can therefore be used to 

cross reference the list of merit badges contained in the Google Sheet.  Any items in the Google 

Sheet not on the list from ScoutNet need to be verified with the counselor. 
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Figure 3.Excel file generated by council from ScoutNet system 

 Once a complete list is generated on the Google Sheet, it can be distributed in several 

ways.  The sheet itself can be shared to people that have Gmail accounts and then they can 

manipulate it as needed.  If this is done, just be sure that they have view only access.  The other 

way I distribute this file is to generate PDF documents of the list sorted by merit badge as shown 

in Figure 4 and sorted by unit as shown in Figure 5. 

 

Figure 4.  PDF from Google Sheet sorted by badge 
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Figure 5.  PDF from Google Sheet sorted by badge 
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CHAPTER V 

METHODS USED IN OTHER DISTRICTS 

 Since there is not a single source solution provided by BSA for the distribution of the list 

of merit badge counselors, many councils and districts have found various ways to distribute the 

list.  Shown below are some of the various solutions that have been employed.  They vary wildly 

from some as simple as having a single point of contact to some elaborate databases that allow 

searching by merit badge, troop or even zip code. 

 The first example is for the Four Peaks District of the Grand Canyon Council (Figure 6).  

In this case, there is a single point of contact for the list.  Anyone wishing to find a counselor will 

send an email to this person making the request. 

Figure 6.  Four Peaks District MBC list 

 The Garden State Council uses a static PDF document with the list of counselors (Figure 

7).  This list is maintained as a password protected document.  The district executives are 

responsible for deciding to whom they give the password. 
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Figure 7.  Garden State Council MBC list 

The San Diego-Imperial Council has a database that will let you select the merit badge 

you are looking for and enter your zip code (see Figure 8).  The report then gives you a complete 

list of the registered counselors near the entered zip code.  The resulting report lists the names 

and phone numbers of the registered counselors, as shown in Figure 9.  The report had a 

hyperlink to send that counselor an email.  The list also shows their approximate distance from 

the entered zip code. 
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Figure 8.  San Diego-Imperial Council MBC list 

 

Figure 9.  San Diego-Imperial Council MBC list output 

 The most complete and usable database I found is for the Del-Mar-Va Council.  Their list 

allows you to first select the district you are interested in, with output shown in Figure 10.  From 

there, the search will let you create lists for all counselors for a specific badge or to create a list 

of all counselors for a specific troop, as shown in Figure 11. 
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Figure 10.Del-Mar-Va Council District list selection 

 

Figure 11.  Del-Mar-Va Council merit badge and unit selection 

The various methods employed by these districts is indicative of the need to make this a 

smoother process and the lack of current functionality within existing BSA systems.  
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CHAPTER VI 

FUTURE METHOD OF MAINTAINING MBC LIST 

In 2015, Boy Scouts of America acquired the software package known as Scoutbook.  

This application has now become the official BSA solution for electronic tracking for 

advancement at the Scout and unit level.  As such, Scoutbook tracks progress on merit badges as 

well.  Recently, Scoutbook added the ability for a council administrator to manage a live list of 

merit badge counselors in this system. 

Currently, the Scoutbook application does not directly connect to ScoutNet for this list of 

counselors.  Maintenance of the list is done by a .CSV file that needs to be downloaded from 

Scoutbook, edited, and then uploaded back as shown in Figure 12 below. 

 

Figure 12.  Download/Upload of MBC.csv in Scoutbook 
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While there great advantages to having this list all in one place, there are still a few 

limitations.  The format of the .csv file needed for Scoutbook is not in the same format as the file 

that is currently generated directly from ScoutNet.  This will require that someone manually 

manipulate the data in Excel in order to get the formatting correct.  Also, the file that is generated 

from Scoutbook is not in a great format for use as a standalone for people that don’t have access 

to Scoutbook.  The file downloaded from Scoutbook will need to be manipulated to  a format 

that is usable outside of Scoutbook.  As you can see in Figure 13 below, the list of badges from 

the Scoutbook file is a comma separated list and the list from the ScoutNet file has each badge in 

a different column as shown in Figure 14. 

 

Figure 13.  List of merit badges as shown in MBC.csv file 
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Figure 14.  List of merit badges in ScoutNet generated list 

 The Scoutbook merit badge system provides an easy tool for searching for a merit badge 

counselor.  As shown in in Figure 15 below, you can search by distance or for a specific merit 

badge.  Since the Scoutbook system connects directly to other BSA systems for things such as 

training, the merit badge counselor list includes their YPT status.  Only counselors with current 

YPT will show up in the results and their expiration date will be displayed in the results screen as 

shown in Figure 16 below. 

 

Figure 15.  MB counselor search screen in Scoutbook 
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Figure 16.  Output from MBC search in Scoutbook 
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CHAPTER VII 

SUMMARY 

Maintaining an accurate and up-to-date list of merit badge counselors is critical to being able 

to provide a good advancement experience to the Scouts.  The Guide to Advancement directs 

that the council advancement committee should coordinate an annual re-registration of 

counselors.  There is currently no single system in place within BSA that allows an easy way to 

handle this reregistration requirement.  There is also not a single user friendly method for 

updating and distributing the current list of merit badge counselors.   

 As seen by the various methods that other districts have used to maintain these lists, there 

is a definite need within BSA to standardize the management of merit badge counselors.  There 

is is currently work underway to enable Scoutbook to handle some integration of the approved 

counselors.  While this approach will be nice for those using Scoutbook, it does not solve the 

issue for those that are not.  There will still need to be a list of some type maintained for 

distribution.  It is still possible to generate and distribute a paper list directly from the ScoutNet 

system, however, in today’s technology environment, people want an online and “real time” 

approach. 

 I have created an approach using a Google Sheet that works for me and my needs but it 

does require significant manual work to keep in sync with the official BSA systems.  This is 

certainly an area of opportunity for future BSA systems.  Between the solutions that have been 

implemented at other councils and districts and the work being done in Scoutbook I feel a 

workable solution should be easily identified. 
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