
 
 

Eagle Scout/Gold Award Project Checklist 
 

Step 1 - Initial Steps 

 

1. The Scout contacts Zoo Volunteer Coordinator to express interest in a service project. 

2. The Volunteer Coordinator contacts the Animal Management Curators to notify them of 

an interested Scout. 

3. Working with these individuals, the Volunteer Coordinator will pick one or two 

appropriate projects for the Scout. The Volunteer Coordinator will gather as much 

information as possible in order to best inform the Scout. 

 

Step 2 - First Meeting  

 

1. The Volunteer Coordinator will contact the Scout to arrange for a meeting at the Zoo. 

2. At the meeting, the Volunteer Coordinator and Scout will go over the Project Checklist.  

The Scout will receive a copy of this checklist. 

3. The Volunteer Coordinator will also give the Scout a detailed summary of the 

preapproved project(s). 

4. The Scout will complete an application form that provides basic information for 

themselves and their leader. 

5. The Scout chooses a project (if options are available) and notifies the Volunteer 

Coordinator that he/she will do the project.  The Volunteer Coordinator will notify the 

Curators and the appropriate Animal Area supervisor of the Scout’s decision via email. 

 

Step 3 – Designing of Project 

 

1. The Scout will design an initial project outline according to Scout guidelines. The scout 

does not begin work on the project at this point.  This is the rough draft stage.  

2. The Volunteer Coordinator will coordinate meetings between Zoo staff and the Scout in 

order to develop the project idea into a rough draft that will earn their Eagle Scout/Gold 

award and benefit the Zoo.  Examples of the information are what type of wood is 

needed, size, etc.  

3. By this point, the project should have several critical factors figured in.  

a. Outline 

b. Costs  

c. Timeline 

d. Materials used 

e. Tools used 

f. Pictures or concept drawing (Be detailed!) 



4. The Scout will provide the Volunteer Coordinator a copy of the draft.  An electronic copy 

is preferred, but a hard copy will be accepted. 

 

Step 4 - Zoo Staff Initial Approval 

 

1. The Volunteer Coordinator will begin a Zoo approval checklist appropriate to the nature 

of the project.  Each individual on the checklist will be allowed to review the project and 

make changes.  This is essential to make the completed project beneficial and safe for 

both animals and keepers and to meet standards set by accrediting and animal welfare 

bodies and to meet the needs of the Oklahoma City Zoo. 

2. The checklist may include all of the following (some projects may allow for omission of 

some departments). 

a. Assistant Director 

b. Curator of Department 

c. Animal Area Supervisor 

d. Maintenance Supervisor and/or Director 

e. Veterinarian 

f. Education Director and Volunteer Coordinator 

3. The checklist will be stored and completed on the Zoo’s share drive in a folder titled 

Scout Service Projects.   This folder will contain a separate folder for each Scout 

applicant.  To start the checklist, the Volunteer Coordinator will place an electronic copy 

of the project and a blank suggestions document into the appropriate folder and notify all 

checklist members about the pending project.  The checklist members will have ten (10) 

days to review the project and make suggestions. 

4. If there are disagreements between the individuals on a change, it will be the disagreeing 

individual’s job to listen to the arguments, and determine how best to compromise.  

 

Step 5 - Corrections and Final Approval 

 

1. The Scout will meet with the Volunteer Coordinator and make all required corrections to 

the project. 

2. A second copy of the proposal goes back to the checklist for (hopefully) a final review by 

the individuals who made corrections to the first draft.  If the Zoo finds other corrections 

to make, the Scout must make them before continuing. 

3. Once the project scope is complete and the checklist individuals agree on the project 

direction and draft, the Zoo officially approves of the project.  At this point, the 

Volunteer Coordinator will provide the Scout with any necessary forms that the Scout 

needs to gain Scouting approval. 

 

Step 6 - Scout Approval  

 

1. The Scout will take the project to the Council for final review of the project.  

2. If the Council approves the project, the Scout will contact the Volunteer Coordinator to 

schedule work dates. 

3. If the Council does not approve the Zoo recommendations, the leaders will contact 

Volunteer Coordinator, who will put them in touch with the individuals who made the 



recommendation with which they disagree.  Once a compromise is reached, the Scout 

will contact the Volunteer Coordinator to schedule work dates. 

 

Step 7 - Scout Completes Project 

 

1. This is the longest step of the project, where the Scout actually builds the project and 

turns it over to the Zoo.  Depending on the project, the labor may be done on Zoo-

grounds or at another location.  If the project is performed on Zoo-grounds, an 

appropriate staff member must be present during the project.  

2. In either case, before working on the project, any Scout and his/her parents (if under age 

18) must sign a waiver and agree to abide by all Zoo rules.  If the Scout or any individual 

working on the project breaks any of the Zoo rules, the offending individual or entire 

group may be asked to leave Zoo grounds permanently. 

3. The Scout must schedule all workdays with the Volunteer Coordinator in advance.  After 

each workday, the Scout must fill in a log with the following information that will be 

kept by the Volunteer Coordinator. 

a. Date worked 

b. Beginning and ending times 

c. Number of people who worked 

d. What was accomplished/status of project 

4. The Scout may schedule as many workdays as necessary to complete the project. 

5. Upon receiving the finished project, the Volunteer Coordinator will sign the necessary 

documentation that enables the Scout to receive the Eagle Honor/Gold Award.  

 

 


