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The Foreword(s)

The strength of any movement is often measured by the visibility of its parade and the
impact of its outreach. However, the true sustainability of The Boys’ Brigade lies in the
invisible architecture of its administration. As we navigate an increasingly complex world,
the "engine room" of our organisation—the Secretariat—must evolve from traditional
record-keeping to a sophisticated model of governance.

It is with immense joy and professional fulfilment that | introduce the Lagos South Battalion
Secretariat Governance Manual. | am particularly happy to see this publication come to light
as one of the direct and tangible fruits of the Lagos State Administrator’s Retreat. This book
is not merely a theoretical exercise; it is a distillation of the critical lessons shared during
that retreat and a reflection of years of close mentorship and administrative partnership.
Seeing these high-level concepts transformed into a practical manual for our officers is a
testament to the growth of our leadership pipeline.

This work serves as a visionary blueprint for administrative excellence. For too long, our
administrative processes across various levels have relied on "memory and tradition." By
documenting these Standard Operating Procedures, the Lagos South Battalion Council has
set a precedent for clarity, accountability, and professional integrity.

This manual successfully aligns our ancient landmarks —the Object of the BB —with modern
global standards such as ISO governance principles. It recognises that for us to effectively
mentor the "Boy-child" in 21st-century "Christian Manliness," our leaders must first model
the discipline of order. From digital estate management to rigorous financial stewardship,
this document provides the tools necessary to ensure that our mission remains "Sure and
Steadfast" in a digital age.

| commend the Battalion Secretary, Taiwo Obasan, for his dedication to capturing these
years of mentorship and retreat outcomes into this sterling contribution to our movement. It
is my hope and recommendation that this manual serves as a primary reference point, not
only for the officers of this Battalion but as a template for Secretariat operations across the
entire State Council and beyond.

Let us embrace this call to order. For when our administration is disciplined, our mission is
unstoppable.

Sir Charles-Jeffrey Diete-Koki, ANTO CCOA, State Secretary Organiser (SSO) The Boys’
Brigade Nigeria, Lagos State Council
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"Leadership in the 21st century requires more than zeal; it requires a structured commitment
to excellence. This manual represents a milestone in the history of the Lagos South
Battalion. By bridging the gap between spiritual devotion and administrative precision,

Taiwo Obasan has provided a blueprint that ensures our mission to the Boy-child is never
compromised by organisational disorder. This is a must-read for every officer called to the

Secretariat."

Oladimeji Bamigbele ANTO, Chairman Lagos South Battalion Council
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About the Author - Taiwo Obasan

Taiwo Obasan is a distinguished strategist, youth
development expert, and seasoned administrator with over
two decades of immersive service within The Boys’ Brigade
Nigeria. His trajectory within the organization, spanning from a
junior member to a high-ranking commissioned officer, reflects
a lifelong commitment to the intersection of disciplined
leadership and Christian education.

Currently serving as the Captain of the 16th Lagos South
Company and Secretary and Administrator of the Lagos
South Battalion Council (Nov 2020-date), Mr. Obasan functions as the Chief
Administrative Officer of the Battalion’s executive organ. In this capacity, he is responsible
for the systemic oversight, policy implementation, and administrative governance of one of
the most vibrant councils within the State.

Expertise in Training and Governance

A cornerstone of Mr. Obasan’s contribution to the movement is his status as a National
Train-the-Trainers Certificate Holder, a distinction that confers upon him the title of National
Training Officer (NTO). This elite qualification underscores his mastery of the Brigade’s
pedagogical frameworks and his ability to cultivate leadership at the highest institutional
levels.

His scholarly contribution to the organization is crystallized in the three-volume treatise, The
Boys’ Brigade Battalion Governance System. In this work, Obasan advocates for a
paradigm shift toward administrative sophistication, integrating modern management
principles and ISO-aligned standards with the historical traditions of the Brigade. He posits
that the sustainability of the "boy-child" mission is inextricably linked to the robustness of
its governance structures.

Pioneering and Institutional Impact
Mr. Obasan’s leadership is marked by a history of institutional pioneering:

e The Steadfast Club: In 2015, while at the University of Lagos, he founded the
UNILAG Steadfast Club, pioneering the collegiate arm of the Brigade to foster
discipline and societal volunteering within the tertiary academic environment.

e Tactical Leadership: As the Captain and founder of the 16th Lagos South
Company (Wesley Chapel Lekki), he has built a model unit dedicated to the holistic
development of over 50 boys through structured mentorship and life-skills
acquisition.

e Administrative Reform: He was the primary architect of the Lagos South Battalion
Bye-Laws and the pioneer of the Battalion’s digital infrastructure, ensuring that
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the movement’s administrative "engine room" remains agile in a 21st-century
context.

Professional Synergy

In the professional sphere, Mr. Obasan is a Venture Capitalist and Business/Tech
Operator. His professional background in investment analysis, digital transformation, and
technical due diligence provides a unique lens through which he views youth development.
He seamlessly synthesizes the Operator DNA of the tech ecosystem with the Paramilitary
Discipline of the Brigade, creating a leadership style that is both data-driven and
character-focused.

With a legacy of mentoring over 5,000 boys in disciplines ranging from orchestral music to
leadership theory, Taiwo Obasan remains a "Sure and Steadfast" advocate for the
transformative power of structured youth organizations.

18 0of 208



THE BOYS’ BRIGADE BATTALION GOVERNANCE MANUAL - Taiwo Obasan

How to Use This Manual

This manual is designed as a working system, not a book you read once and shelve.
Different officers will use different parts at different times. This guide shows you where to
start and what is must-read now versus reference when needed.

1. The Three Volumes at a Glance

e Volume 1 - The Core Manual: Governance, Processes & Templates
Defines how a Battalion Secretariat should be structured and run: roles, meetings,
records, finance, risk, digital systems, and standard workflows.

e \Volume 2 — The Boy-Child Development Handbook: Curriculum, Safeguarding &
Impact
Describes what every BB Boy should learn and experience, how to keep him safe,
and how to measure true impact beyond activities.

e Volume 3 - The Leadership Field Guide: Officer Development, Partnerships &
Innovation
Equips officers and Executives to lead people, build partnerships, raise resources,
and innovate without losing the BB Object.

You do not have to read all 3 volumes from front to back. Start where your role demands the
most.

2. If You Are a New Battalion Secretary

Your first 90 days depend on Volume 1.

Must-read now (first 2-4 weeks)

e Volume 1
e Chapter 1 — The Foundation of Order
Chapter 2 — The Scope of Influence
Chapter 3 — Governance and the Rule of Law
Chapter 4 — The Sentinel of the Battalion (your role and reporting lines)
Chapter 5 — Core Secretariat Processes (correspondence, meetings,
documentation)
e Chapter 7 — The Digital Estate and Legacy (One Folder Rule, digital archive,
NDPR)
e Chapter 13 — Standard Operating Workflows (read the headings now; come
back for detail as you apply).

These chapters give you the minimum operating system for a functional Secretariat: who
you report to, what you must control, and which processes cannot fail.

Reference when needed
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e Volume 1, Chapters 6, 8-12, 14-16 (finance procedures, stakeholder
communication, risk, quality, ceremonial protocol, constitutional audit). Use these
when:

e Preparing AGM/Annual Reports (Ch.6, 10-11, 16)
e Handling discipline, conflict, or risk incidents (Ch.5.6, 9, 9.6)
e Planning handover or succession (Ch.7.7, 13.19, 16).
e Volume 2
e Read the Introduction and Chapter 2 (Five Pillars & progression) so you
understand what your administration is serving.

e Volume 3

e Chapter 1 (Officer identity & development pathway)
e Chapter 2.5 (Inter-agency collaboration)
e Chapter 3.2-3.3 (Innovation pipeline examples).

New Battalion Secretary: Start with Section A (Ch.1-3) and Section B (Ch.4-5), then skim
Section D workflows relevant to your immediate tasks. These help you act as Chief
Administrator and not just a clerk.

3. If You Are a Company Captain or Company Secretary

Your primary concern is Boys and programme, then compliance.

Must-read now

e Volume 2
e Introduction — The Mandate
Chapter 1 — The 21st Century Boy-Child
Chapter 2 — The Five Pillars & Age-Graded Progression
Chapter 3 — National Core Curriculum (80%) and Contextual 20%
Chapter 4 — Safe from Harm: Child Protection Protocols
Chapter 5 — Impact Measurement & Reporting (especially Growth Portfolio
and Traffic-Light System).

These chapters tell you what a healthy BB programme looks like, how to protect Boys, and
how to know if you are succeeding.

Reference when needed

e Volume 1:
e Chapter 5.4-5.5 (Enrolment, promotions, training & events)
e Chapter 5.8 (Company supervision and coordination)
e Relevant workflows:
e 12.1 (Annual Returns & Renewals)
12.4 (New Warrant Officer Processing)
12.5 (Mass Event Registration)
12.16 (Annual Company Enrolment & Renewal).

e Volume 3:
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e Chapter 1.2-1.3 (Seven Marks of an Officer, Officer Development Pathway)
e Selected sections on partnerships with schools and churches (Ch.2.2, 2.6).

4. If You Are a Battalion Chairman / Executive Member

You need a high-level view of governance, risk, and performance, not every form.

Must-read now

e Volume 1

e Chapter 1-3 (foundations, scope, governance hierarchy)

e Chapter 4 (how the Secretariat supports your office)

e Chapter 9 (risk management and compliance)

e Chapter 10 (Quality Management and KPIs)

e Chapter 12.20 — Executive Performance Monitoring (Red Report).
e Volume 3

e Introduction

e Chapter 1 — The BB Officer: Identity & Calling

e Chapter 2 - Building Strategic Partnerships (church, government, corporate,

inter-agency)
e Chapter 4 - Financial Sustainability & Social Enterprise
e Chapter 5 — Succession Planning & Institutional Memory.

These sections help you ask the right questions, hold officers accountable, and protect the
Battalion’s long-term health.

Reference when needed

e Volume 1, Chapter 14 (Ceremonial Protocol & Precedence) — for major events.
e Volume 2, Chapter 6-7 (Global lessons & Alumni engagement) — when thinking about
strategy, advocacy, and long-term impact.
Executive/Chairman: Focus on Section A and Section C (Ch.7-10) for governance, risk
and quality oversight.

5. If You Are a Chaplain or Church Leader

Your focus is spiritual integrity, safeguarding, and alignment with the church’s mission.

Must-read now

e Volume 2
e Introduction — The Mandate
e Chapter 1 — The 21st Century Boy-Child
e Chapter 2 - Five Pillars (especially Spiritual Formation)
e Chapter 4 — Safe from Harm (including two-adult rule, reporting, consent)
e Chapter 5.3 — Spiritual transformation indicators.
e Volume 1
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e Chapter 8.2 — Church & Chaplaincy Liaison
e Chapter 5.7 — Communication Protocols (so you know what to expect
formally).

Reference when needed

e Volume 2, Chapter 3 — Curriculum details (for reviewing and endorsing company
programmes).

e Volume 3, selected parts of Chapter 2 and 7 — Partnerships with churches and
Alumni, where the church is a key stakeholder.

6. If You Are a Training Officer or Programme Convener
Must-read now

e Volume 2
e Chapter 2-3 - Pillars, progression map, national core curriculum
e Chapter 2.3-2.4 — Badge system and developmental outcomes
e Chapter 3.3-3.4 — Proficiency exams and programme Audit.
e Volume 1
e Chapter 5.5 - Training, retreats and programmes
e Workflows: 12.14 (Training Course Administration), 12.5 (Mass Event
Registration).

Reference when needed

e Volume 2, Chapter 6 — Lessons from other countries (when redesigning
programmes).

e Volume 3, Chapter 3 — Innovation & Continuous Improvement (when piloting new
modules like coding, podcasts).

7. “Must-Read Now” vs “Reference When Needed”
Think of this system in two layers:

1. Foundations (must-read in your first 30-90 days)
e For everyone:
e Preface and Volume 1, Chapters 1-3
e The Object of The Boys’ Brigade and core values section (1.3).
e Role-specific foundations as listed above.
2. Toolbox (reference when needed)
e VolumeChapterspter 13 & 15 — detailed workflows and forms
e Crisis management playbooks (abuse, fraud, medical emergencies) in
Volume 2 and 3
e Social enterprise, advanced digital transformation, and international case
studies.
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When in doubt:

e Start with your role + Volume 1 governance foundations.

e Use the Workflows (Ch.13) and Templates (Ch.15) whenever you are handling a
specific task (returns, camp, disciplinary case, handover, VIP visit).

e Return to Volume 2 and 3 when you are designing programme, reforms, training, or
strategy.
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PREFACE

"Let all things be done decently and in order." — 1 Corinthians 14:40

The Secretariat is the engine room of the Battalion Council. When the engine runs smoothly,
the Battalion advances; when it stutters, the entire machinery of our ministry slows down.
For too long, the administrative burden of the Battalion councils has relied on oral tradition
and the individual brilliance of serving officers. While this has carried us far, the demands of
the 21st century require a shift from “doing our best” to “operating by a global standard.”

This Standard Operating Procedure (SOP) is not merely a rulebook; it is a blueprint for
continuity and excellence. It was born out of a necessity to bridge the gap between our
constitutional mandates (the Bye-Laws) and our daily operational realities.

In drafting this document, my objective was to create a "Living Manual" that answers the
Who, What, When, and How of the Council’s administration. Whether it is the digital
architecture of our new website, the political nuance of reporting to the State Council, or the
strict discipline required for financial compliance, this SOP leaves nothing to chance.

This document also redefines the role of the Secretariat. We are no longer just
minute-takers; we are the custodians of the Battalion's history, the enforcers of Executive
performance, and the bridge between the Company Chaplaincies and the Council’s
strategic goals. It is worth remembering that our Founder, Sir William Alexander Smith,
chose to serve not as President, but as Brigade Secretary for his entire lifetime —a testament
to the fact that this office is the very heartbeat of the movement.

I am profoundly grateful to the Almighty God for the grace to labour in His vineyard and for
granting me the wisdom and strength to execute this work. | must express my deepest
appreciation to my Chairman, Mr Oladimeji Bamigbele, ANTO, for his unwavering support
and guidance throughout this process. Special tribute goes to my mentor in the BB Ministry,
Sir Charles-Jeffrey Diete-Koki, ANTO, CCOA (Lagos State Council SecretaryQOrganiserr); his
exemplary leadership and mentorship have moulded me into the Officer | am today and
inspired me to strive for nothing less than the best. This document was improved through
the Administrator’s Retreat, all thanks to the robust training received from our facilitators,
importantly, Mr Adetayo Taiwo John (Chairman, Lagos Battalion) & Sir Charles-Jeffrey
Diete-Koki, ANTO, CCOA (Lagos State Council SecretaryOrganiserr)

| charge every Officer who holds this document to see it not as a constraint, but as a tool for
liberation. By systematising our routine tasks, we free up our creative energy for what truly
matters: The Advancement of Christ’s Kingdom among Boys.

To my fellow Executive members and future Secretaries: this is your roadmap. Use it
improve upon it, and keep the anchor holding.

Sure and Steadfast.
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VOLUME 1: THE CORE MANUAL

Governance, Processes & Templates
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SECTION A - FOUNDATIONS OF GOVERNANCE
(Chapters 1-3)

“Lays the legal, constitutional and value framework for Secretariat work.”

Chapter 1: The Foundation of Order

In the opening chapter, the manual establishes that a disorganised Secretariat is a direct
contradiction of the "Discipline" we seek to instil in the Boy-child. By setting clear objectives
for transparency and accountability, this section defines administration not as a burden of
paperwork, but as a "Living Manual" for excellence. It operationalises the higher laws of the
Boys' Brigade Nigeria, ensuring that every letter written and every form filed is a reflection of
"True Christian Manliness".

1.0 PURPOSE

1.1 Objective

This Standard Operating Procedure (SOP) defines the administrative processes, roles, and
documentation required for the effective, transparent, and accountable management of the
Lagos South Battalion Council Secretariat.

It operationalises the provisions of the Lagos South Battalion Bye-Laws 2025, the Lagos
State Council Bye-Laws, and the Boys' Brigade Nigeria Constitution as they relate to the
Battalion Secretary and Assistant Secretary.

e Ensure consistent, efficient, and professional secretariat operations

Maintain compliance with The Boys' Brigade Nigeria Constitution and relevant
bye-laws

Establish clear roles, responsibilities, and accountability mechanisms

Enhance communication and coordination among stakeholders

Promote transparency and good governance

Facilitate continuous improvement through systematic documentation and review
Align operations with international quality management standards (ISO 9001:2015)

1.2 Application

e This SOP applies to all Secretariat activities of the Lagos South Battalion Council.

e |t shall be used as a reference by the Battalion Secretary, Assistant Secretary, Executive
Committee members, Standing and Ad-hoc Committees, Zonal officers, Company
Captains, and Company Secretaries when dealing with Secretariat matters.
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e Where there is any conflict between this SOP and higher-level documents, the
Constitution of The Boys' Brigade Nigeria, State Bye-Laws, and Battalion Bye-Laws
shall take precedence.

1.3 Core Guiding Principles

1.3.1 The Object of The Boys' Brigade

"The advancement of Christ's kingdom among Boys and the promotion of habits of
Obedience, Reverence, Discipline, Self-respect and all that tends towards a true Christian
manliness."

All administrative operations must align with and support this foundational Object.

1.3.2 Administrative Excellence Values

e Discipline: A disorganised Secretariat lacks discipline. Administrative order reflects
the habit of discipline we teach the Boys.

e Stewardship: We are caretakers of the Council's history. Protecting records is
faithful stewardship.

e Kingdom Advancement: Efficient administration frees more time for advancing
Christ's Kingdom among Boys.

e Professionalism: We represent the first and premier uniformed youth organisation
globally (est. 1883). Our standards must reflect this legacy.
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Chapter 2: The Scope of Influence

This chapter defines the boundaries of the Secretariat’s reach, encompassing every
registered Company, Zone, and Officer within the Lagos South jurisdiction. It serves as a
protective fence, ensuring that the administrative standards applied to one Boy are the same
standards applied to all. By clarifying who is covered, the manual ensures that no part of the
movement operates in a vacuum, bringing every leader under a unified banner of "Sure and
Steadfast" service.

2.0 SCOPE

2.1 Functional Scope

This SOP applies to all administrative activities conducted by the Secretariat, including but
not limited to: governance support, correspondence management, meeting coordination &
management, enrolments, promotions, records management and digital archiving, company
supervision, programme support & coordination, stakeholder communication, training and
disciplinary and code-of-conduct documentation. It covers operations within the jurisdiction
of Lagos South Battalion Council, encompassing all registered companies, zones, officers,
and members.

2.2 Personnel Covered

e The SOP applies specifically to the Battalion Secretary (Administrative Head of the
Secretariat) and the Assistant Secretary.

e |t also guides interactions with Executive Officers, Committee members, Zonal officers,
Company officers, and external stakeholders when engaging the Secretariat.
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Chapter 3: Governance and the Rule of Law

Governance within a Battalion Council must be rooted in a clear hierarchy of documents to
ensure consistency and prevent arbitrary decision-making. The Secretariat ensures that all
operational procedures are subordinate to the Constitution of The Boys’ Brigade Nigeria and
the relevant State Council Bye-Laws. This legal framework creates a protective fence around
the movement, ensuring that the standards applied to one Boy or Company are applied
consistently across the entire jurisdiction. This chapter introduces [ISO-style
principles—leadership, evidence-based decision-making, and risk management—to the
grassroots level of youth ministry. By establishing a clear "Hierarchy of Documents," it
teaches the Boy-child that authority is structured and that even the highest local leader is
subject to the Constitution of the movement.

3.0 GOVERNANCE AND ALIGNMENT

3.1 Reference Documents

Constitution of The Boys' Brigade Nigeria

Lagos State Council Bye-Laws

Lagos South Battalion Council Bye-Laws 2025 (Approved at AGM 8 February 2025)
Battalion Council policies, Code of Conduct, and Disciplinary Procedures

Lagos South Battalion Council website and digital resources, including e-library and
online forms

3.2 ISO-Style Principles
This SOP is aligned with ISO 9001 quality management principles adapted for NGOs:

Leadership and accountability

Process-based management with documented, repeatable procedures
Evidence-based decision-making using minutes, reports, and registers

Risk management and internal control over financial and non-financial processes
Transparency and stakeholder engagement, especially through digital channels
Continual improvement through periodic review and update of Secretariat procedures

3.3 Hierarchy of Documents

To maintain order and resolve conflicts, the Secretariat must observe a strict hierarchy of
authority. This structure ensures that even the highest local leader remains subject to the
foundational laws of the movement.

Priority Document Type Authority Level
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Constitution of The Boys' Brigade Nigeria

National Supreme Law

(SOP)

2 State Council Bye-Laws (or relevant State) Regional Regulatory
Framework

3 Battalion Council Bye-Laws Local Governance Statutes

4 Secretariat Standard Operating Procedures Operational Execution

Guidelines

The institutionalisation of ISO-style principles within this hierarchy allows the Secretariat to
move toward a "Quality Management System" (QMS). This involves a process-based
approach where interrelated activities are managed systematically to achieve desired
outcomes.' For instance, the process of enrolling a new member is not an isolated event
but a sequence of steps involving the Company Captain, the Church Chaplain, and the
Battalion Secretariat, all documented to ensure transparency and compliance with "Safe
from Harm" protocols.’

3.4 Definitions and Abbreviations

BBN The Boys' Brigade Nigeria

LSBC Lagos South Battalion Council

SOP Standard Operating Procedure

AGM Annual General Meeting

ExCo Executive Committee

T&E Training and Extension Committee

ISO International Organisation for Standardisation
QMs Quality Management System

KPI Key Performance Indicator

ANTO Advanced National Training Officer
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Glossary of Terms

e Action Item Register: A permanent record maintained by the Secretary to track and
follow up on executive decisions and deadlines.

e Administrative Cycle (The "4 Waves"): The four key seasonal phases of Battalion
administration: Wave 1 (Returns & Renewals), Wave 2 (The Enrolment Season), Wave
3 (Training & Competitions), and Wave 4 (AGM & Year-End Archiving).

e Battalion Secretary / Administrator: The Chief Administrative Officer and head of the
Secretariat, responsible for strategic leadership, meeting governance, and
compliance.

e Chief of Staff Role: A strategic function of the Secretary to monitor Executive
performance and ensure the Chairman's vision is executed.

e Digital Estate: The Battalion's collective online presence, including the official
website, social media accounts, and digital archives.

e Hierarchy of Documents: The order of authority for governing texts: (A) BBN
Constitution, (B) State Bye-Laws, (C) Battalion Bye-Laws, and (D) Secretariat SOP.

e [SO-Style Principles: Governance principles adapted for NGOs, including
process-based management, evidence-based decision-making, and risk
management.

e Monetary Stationery Register: A record used to track the distribution and income
from official BB items like BB Week cards or camp materials.

e Non-Negotiable Documentation: The rule stating that any decision or instruction not
recorded in writing (physical or digital) is considered invalid.

e Object of The Boys' Brigade: The foundational mission: "The advancement of
Christ's kingdom among Boys and the promotion of habits of Obedience,
Reverence, Discipline, Self-respect and all that tends towards a true Christian
manliness".

e The "One Folder" Rule: A mandatory archiving protocol requiring all official digital
records to be stored in a centralized master repository (e.g., Google Drive).

e Red Report (Compliance Tracker): A specialized report used to monitor Company
and Officer compliance with mandatory returns and standards.
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SECTION B - ROLES AND OPERATIONS (Chapters 4-6)

“Defines who does what and how day-to-day administration runs.”

Chapter 4: The Sentinel of the Battalion

The Battalion Secretary functions at the intersection of political leadership and
administrative execution. While the Battalion Chairman provides the vision and executive
authority, the Secretary is responsible for the "Action Item Register," ensuring that decisions
made by the Executive Committee are tracked and fulfilled. This "Chief of Staff" function
involves regular check-ins with other officers, such as the Treasurer or the Training
Convener, to ensure that deadlines for programmes and financial reports are met. This
proactive follow-up prevents the stagnation that often characterizes volunteer-led
organisations.

The qualifications for this office are rigorous, reflecting its strategic importance. A Secretary
must demonstrate not only deep experience in the BB—typically five or more years as an
officer—but also high levels of digital literacy and professional report-writing skills. The
Secretariat must be led by individuals who can navigate the political nuances of reporting to
the State Council while maintaining the trust of grassroots Company Captains. This requires
a unique blend of "Kingdom Advancement" zeal and administrative precision.

4.0 ORGANISATIONAL ROLES AND RESPONSIBILITIES

4.1 Secretariat Structure

The Secretariat operates as the administrative hub of the Lagos South Battalion Council,
comprising:

e Battalion Secretary/Administrator (Chief Administrative Officer)
e Assistant Secretary
e Administrative support personnel (as appointed)

e Zonal Administrative Officers
4.1.1 organisational Hierarchy

The Battalion Secretary operates at the intersection of political leadership, administrative
execution, and state compliance.

e The Political Head: The Battalion Chairman. The Secretary acts as the primary
aavisor and executor of the Chairman’s directives.
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e The Administrative Head: The State Secretary/Organizer. The Battalion Secretary
has a functional reporting line to the State Secretariat for compliance, policy
implementation, and returns.

e The Executive Team: The Secretary functions as the "Chief Administrator,"
coordinating the activities of the Treasurer, PRO, and other officers to ensure Council

mandates are executed.

4.1.2 Reporting Lines

Effective administration requires a clear understanding of the reporting lines that define the
Secretariat’s influence. The Secretary operates under a dual reporting structure that
balances internal Battalion needs with external State requirements.

Dimension

Reporting Line

Key Responsibility

Upward (Political)

Battalion Chairman

Agendas, internal strategy,
and Chairman's directives.’

Upward (Functional)

State Secretary/Organizer

Annual returns, enrolment
compliance, State liaison
and constitutional updates.'

Lateral (Operational)

Standing Committees

Administrative support for
Training, Projects, Welfare
and other committees.’

Downward (Supervisory)

Company Captains

Standardization,
monitoring, and logistical
support.’

4.2 Battalion Secretary / Administrator

The Battalion Secretary is the chief administrative officer and head of the Secretariat of

Lagos South Battalion Council.

4.2.1 Strategic Leadership

e The Secretary shall supervise and coordinate all Companies, Zones, and other

formations within the Battalion as defined in the Bye-Laws
Provide strategic direction for secretariat operations
Provide strategic administrative leadership to the Battalion Council
Develop and implement administrative policies and procedures

Ensure compliance with all constitutional provisions and bye-laws

33 of 208




THE BOYS’ BRIGADE BATTALION GOVERNANCE MANUAL - Taiwo Obasan

Maintain close liaison with the State Secretary/Organizer

4.2.1.1 Administrative Functions:

- Maintain close supervision of all Companies, Zones, and formations

- Manage all official correspondence on behalf of the Battalion Council

- Record and maintain minutes of all meetings

- Organize and coordinate programmes in collaboration with the Executive
Committee

- Oversee day-to-day operations of the Battalion Secretariat

4.2.1.2 Operational Duties

e Executive Performance Monitoring: The Secretary shall maintain the "Action ltem
Register." It is the Secretary’s duty to follow up with Executive members (e.g.,
reminding the Training Convener of a syllabus deadline) to ensure the Chairman’s
vision is executed.

e Website & Digital Estate: The Secretary is the Custodian of the Battalion
Website. While the PRO provides content, the Secretary ensures:

o Content accuracy and alignment with Battalion policy.
o Timely updates of the "Events" and "Resources" pages.
o Domain and Hosting renewals are processed by the Treasurer.

e Chaplaincy Alignment: Work with the Battalion Chaplain to ensure Company
activities align with their local Church’s spiritual goals, preventing Companies from
becoming "independent clubs.”

4.2.2 Meeting Governance

The Secretary shall convene meetings of the Battalion Council and Executive
Committee on the authority of the Chairman and ensure proper documentation of such
meetings

Prepare meeting agendas and circulate notices at least 2 weeks in advance

The Secretary shall keep and maintain minutes and records of all Executive, General
Council, AGM, and emergency meetings

Circulate draft minutes within 7-10 days after each meeting

Maintain permanent files of all meeting records

4.2.3 Correspondence and Documentation

The Secretary shall manage all official correspondence to and from the Battalion Council
and maintain the official seals and mandates as may be required

Ensure all communications follow proper chain: Company — Battalion — State —
National

Issue circulars, notices, and official announcements

Respond to correspondence within 48-72 hours
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The Secretary shall oversee the central record system and digital archive of the Battalion
Council in line with this SOP

4.2.4 programme and Event Support

The Secretary shall provide administrative support for enrolments, promotions, training
programmes, retreats, and other Battalion-level events

Coordinate with the Training Convener on all training programmes

Organize and coordinate vocational training for Boys

Oversee enrolment ceremonies and ensure compliance with procedures

Coordinate training courses at all levels

Support officer development programmes

4.2.5 Financial Administration Support

The Secretary shall serve as co-signatory to Battalion accounts and reviewer for
electronic banking as specified in the Bye-Laws

The Secretary shall manage an approved imprest for the Secretariat and account for its
use with proper supporting documentation

Maintain copies of bank mandates and signatory documents

4.2.6 Compliance and Reporting

The Secretary shall ensure Secretariat operations comply with applicable laws, policies,
the Code of Conduct, and uniform regulations

The Secretary shall prepare and present the annual Secretary's Report at the AGM and
provide periodic reports to the Executive and Battalion Council

Submit monthly activity reports to State Council

Track and follow up on all action points and decisions

4.2.7 Qualifications and Requirements

Must have served as a Captain or Officer for at least 5 years

Must be literate and able to draft professional reports and correspondence

Must have served in a previous secretarial capacity

Must be a full officer with completed Officer Basic Courses

Brigade School holder or Trainer certification preferred but should not be mandatory
Must be financially up-to-date with all dues and levies

Must demonstrate strong organisational and digital literacy skills
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4.3 Assistant Secretary

The Assistant Secretary shall assist the Battalion Secretary in all duties and shall act on
behalf of the Secretary in his or her absence when duly authorised.

4.3.1 Key Responsibilities

The Assistant Secretary shall support the drafting, issuing, and recording of all official
correspondence, circulars, notices, and reminders

The Assistant Secretary shall maintain and update registers, including Companies,
Officers, Patrons, attendance, training, and enrolment registers, under the direction of
the Secretary

The Assistant Secretary shall serve as Secretary to designated Committees, including
the Project and Investment Committee, where so provided

The Assistant Secretary shall support meeting logistics, including collation of reports,
preparation of meeting packs, attendance registration, and follow-up of action items
The Assistant Secretary shall lead day-to-day use of digital tools (shared drives, forms,
calendars, communication platforms) for Secretariat operations in line with the
Battalion's digital strategy

Maintain shared access to all digital file repositories and systems to ensure continuity

4.3.2 Qualifications and Requirements

Must have served as an Officer for at least 2 years

Must have good administrative and organisational skills
Must be financially up-to-date with all dues and levies
Must be actively involved in Battalion activities

Must demonstrate proficiency in digital tools and systems

4.4 Relationship to Other Officers and Committees

The Secretariat shall provide administrative services to the Executive Committee,
Standing Committees, Ad-hoc Committees, and the Battalion Council

All Executive Committee members and Committee Chairs shall cooperate with the
Secretariat by providing timely reports, inputs, and approvals for documentation and
communication

The Secretariat shall support Zonal Visiting/Welfare Officers, the Battalion Chaplain, and
Company officers with relevant documentation and communication for visits, welfare
interventions, and spiritual programmes
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Chapter 5: The Engine of Process

The Secretariat advances the Battalion not by guesswork, but through clear, repeatable
processes. This chapter defines the core administrative routines; documents,
correspondence, meetings, the “4 Waves” of the administrative cycle, and company
supervision, that keep every decision traceable and every action accountable

5.0 CORE SECRETARIAT PROCESSES

5.1 Document and Record Types
The Secretariat shall maintain both physical and digital records as listed below:

e Governance and policy: constitutions, bye-laws, policies, and resolutions

e Meetings: notices, agendas, attendance lists, minutes, and action logs

e Membership and structure: registers of Companies, Zones, Officers, Patrons, and
committees

e Enrolments and promotions: notifications, approvals, and assessment records

e Training and programmes: training calendars, attendance, reports, and certificates

e Finance (administrative copies): budgets, financial statements, bank mandates,
procurement records, and imprest documentation

e Code of Conduct and discipline: complaint forms, investigation records, decisions,
and appeals

e External communication: official letters, agreements, press releases, website
content submissions

5.1.1 Quick Start Pack — 30-Day Checklist for a New Battalion Secretary

10 things to do in your first 30 days

[J Meet Chairman and key Executive officers to confirm priorities and key dates (AGM,
camp, BB Week, State reporting)

[J Collect all existing files, minutes, Form B returns, seals, and any Secretariat devices
or flash drives from your predecessor or Chairman.

[J Create a simple Master Contact List for Captains, Chaplains, Executive members,
State officers, and key partners (phone, WhatsApp, email).

[J Open an Action Log for the Executive to track all decisions, responsible officers, and
deadlines from each meeting.

[J Agree basic rules for correspondence (reference numbers, filing place, and standard
response time for letters and emails).

[(J Draft a quick overview of all companies (name, church, approximate numbers,
active/weak/inactive) using latest returns.

[J Secure the Battalion seal, mandates, certificates, and disciplinary files in a clearly
agreed safe location.
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[J Fix dates and venues for the next Council and Executive meetings and send simple
notices with draft agendas.

[J Sit with the Treasurer and Chairman to confirm financial signatory processes and
how approvals will be documented.

[J Identify and appoint at least one reliable Assistant Secretary or clerical helper to
share Secretariat workload.

10 documents you must create now

(] Battalion Master Register (companies, zones, officers, approximate Boys’ numbers).

[J Inbound Correspondence Register (all letters/emails received with date, sender,
subject, action).

[J Outbound Correspondence Register (all letters/circulars sent with reference
number, recipient, subject, date).

[J Minute Book or Minutes File for signed minutes of Council, Executive, and key
committees.

[J Action Matrix attached to each set of minutes, listing action, responsible person,
deadline, and status.

[J Company Status Tracker (per company: registration, last enrolment, last Form B,
financial and participation status).

[J Asset Register (all Battalion assets with ID, description, location, and condition).

[J Finance Documentation File (Secretariat copies of budgets, resolutions on finance,
and audit reports).

(J Disciplinary / Complaints Register with case numbers, dates, and decisions (kept
confidential).

(J Annual Secretariat Calendar using the 4 Waves (Renewal, Governance/AGM,
Camp/State Affairs, Review/Archiving).

10 systems you can add later

[J Simple digital “One Folder” archive (cloud or USB) with clear folders for governance,
meetings, companies, finance, and discipline.

[J Standard email and letter templates for notices, circulars, appointments, disciplinary
replies, and thank-you letters.

[J Google Forms or similar for camp registration, trainings, and Form B to reduce
paperwork and errors.

[J Red Report or compliance dashboard highlighting late returns, low participation, or
risk flags by company.

[J Risk and Compliance Register listing key risks, controls, responsible officers, and
review dates.
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[J Secretariat-Treasury monthly reconciliation checklist comparing your records with
Treasurer and bank statements.

[J Printed workflow checklists for enrolment, AGM preparation, camps, competitions,
and disciplinary cases.

[J Officer and company performance dashboard using programme audits, training
attendance, and participation records.

[J Digital communication plan for official email, WhatsApp broadcast lists, and (when
available) basic website or page.

[J Succession and handover pack with an exit checklist and Handover Certificate
listing all files, passwords, and assets to transfer.

5.2 Correspondence Management

5.2.1 Inbound Correspondence

e All inbound correspondence, including emails, letters, and messages received via the
website or other official channels, shall be logged in the Inbound Correspondence
Register within 24 hours of receipt

e Each entry shall record at minimum: date received, sender, subject, channel, type of
correspondence, officer/committee assigned, due date, status, and remarks

e The Secretariat shall acknowledge receipt of significant correspondence within three (3)
working days, where appropriate

e The Secretariat shall classify correspondence (e.g., enrolment, complaint, finance,
training, partnership) and forward it to the appropriate officer or committee with a clear
response deadline

Procedure:

1. All incoming correspondence must be received and logged within 24 hours

Register in the Correspondence Register with date, sender, subject, and reference
number

Route urgent matters to the Battalion Secretary immediately

Present to Battalion Secretary for review and action assignment

Forward to relevant officers or committees as directed

Track response deadlines and follow up as necessary

File appropriately after the action is completed

N

N O O A ®

Responsible Officer: Assistant Secretary (primary), Battalion Secretary (oversight)

Timeline: Initial logging within 24 hours; action assignment within 48 hours
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5.2.2 Outbound Correspondence

All official outbound correspondence shall use approved letterheads, format, and
authorised signatures

Each outbound item shall have a unique reference number and be recorded in the
Outbound Correspondence Register

Copies of outbound correspondence shall be stored in the digital archive under the
appropriate folder

The Secretariat shall ensure that the tone and content of all official correspondence
reflect Christian values and the Object of The Boys' Brigade

Procedure:

1. Draft correspondence using official letterhead and standard format

2. Review for accuracy, clarity, and compliance with organisational policies

3. Obtain approval from Battalion Secretary (routine matters) or Battalion Chairman
(policy matters)

4. Assign reference number and log in to the Correspondence Register

5. Dispatch through appropriate channels (email, postal service, hand delivery)

6. Retain copies in both physical and digital archives

Responsible Officer: Battalion Secretary (approval), Assistant Secretary (execution)

Timeline: Routine correspondence within 3-5 business days; urgent matters within 24-48
hours.

5.3 Meeting Management

5.3.1 Planning and Notice

Regular Battalion Council meetings shall be held as prescribed in the Bye-Laws and
communicated with at least two (2) weeks' notice, except where otherwise agreed by
the Executive

The AGM shall be convened annually with formal notice and a call for reports in line with
constitutional and bye-law provisions

Executive and Committee meetings shall be convened as required, and emergency
meetings may be called using expedited digital communication channels

SECRETARIAL PREP: The Secretary or Assistant must be assigned before any meeting
to record proceedings

MINUTES REQUIREMENT: Every official meeting must have recorded minutes.
Decisions made without minutes will not be recognised by the Council

CIRCULATION: Minutes must be finalised, approved, and circulated promptly after the
meeting
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5.3.2 Agenda and Packs

e The Secretary shall prepare an agenda using the standard template and circulate, along
with meeting packs, at least one (1) week before scheduled regular meetings where

feasible

e Meeting packs may include previous minutes, reports, financial summaries, committee

submissions, proposals, and key correspondence

5.3.3 Conduct and Documentation

e Attendance registers shall be maintained for all meetings, and quorum shall be verified

according to the Bye-Laws

e Minutes shall record attendance, key discussions, decisions, actions, responsible

persons, and timelines

e Draft minutes shall be circulated within seven to ten (7-10) days after each meeting and

adopted at the next appropriate meeting
e Signed copies of adopted minutes shall be filed physically and digitally

5.3.4 Regular Battalion Meetings

Pre-Meeting (2 weeks before):

S A

Consult with Battalion Chairman to confirm meeting date and agenda items
Issue formal meeting notice to all members (minimum 2 weeks' advance notice)
Request reports and submissions from relevant officers

Prepare and distribute the agenda with supporting documents

Confirm venue arrangements and logistics

During Meeting:

Ao~

Record attendance and establish quorum

Take comprehensive minutes including decisions, action items, and deadlines
Note all motions, seconders, and voting results

Record key discussions and resolutions

Post-Meeting (within 7 days):

O KN Db

Transcribe and format minutes in standard template

Review with Battalion Chairman for accuracy

Distribute draft minutes to all attendees

Follow up on action items and track completion

Archive approved minutes in both physical and digital formats

Responsible Officer: Battalion Secretary (primary), Assistant Secretary (support)

5.3.5 Executive Committee Meetings
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Follow the same procedure as Regular Battalion Meetings with the following modifications:
Quorum is a simple majority of elected ExCo members. Meeting frequency is monthly or as
needed. Minutes are distributed only to ExCo members unless otherwise directed.

5.3.6 Emergency Meetings

Procedure:

Battalion Secretary consults with Chairman on urgency and necessity
Issue emergency meeting notice via multiple channels (phone, email, SMS)
Provide a minimum of 48 hours' notice where possible

Clearly state the reason for the emergency meeting

Inform the general meeting of decisions made at next reqular meeting

5.3.7 Annual General Meeting (AGM)

Preparation Timeline (3 months before):

Establish AGM Planning Committee

Request annual reports from all office bearers

Request annual reports from all registered Companies

Coordinate with Finance Committee for financial statements

Prepare a comprehensive Battalion Secretary's report

Secure a venue and make logistical arrangements

Coordinate with the State Council regarding the Electoral Committee (if election
year)

Issue formal AGM notice at least 4 weeks in advance

The Battalion Annual Report (Year Book) shall be published in June, coincidental with
the AGM. It covers the activities from June (Previous Year) to May (Current Year).

5.4 Enrolment and Promotion Administration

5.4.1 Enrolment Process

Companies shall notify the Secretariat of proposed enrolment at least one (1) month

before the event, using the approved Enrolment Notification Form and checklist
The Secretariat shall verify the completeness of submissions, including company rolls,

chaplain endorsements, and financial compliance

The Secretariat shall coordinate with the Battalion Chaplain, relevant officers, and State

Council where necessary and issue written approval or request corrections

The Secretariat shall update records of completed enrolments and flag companies that

have not conducted enrolments or met obligations for three (3) consecutive years

42 of 208



THE BOYS’ BRIGADE BATTALION GOVERNANCE MANUAL - Taiwo Obasan

5.4.2 Promotions

e The Secretariat shall use the Promotion Registration Form to register candidates for
Battalion -level promotions and assessments

e The Secretariat shall coordinate with the Training and Extension Committee to schedule
assessments, record outcomes, and communicate results to Companies

5.5 Training, Retreats, and programmes

e The Secretariat shall maintain an annual training and events calendar approved by the
Executive Committee

e The Secretariat shall manage registration for trainings, retreats, and special programmes
using appropriate digital forms

e The Secretariat shall keep attendance lists, evaluation forms, and training reports and
file them in the digital archive

e The Secretariat shall support integration of BB methods, structure, crest/object
teaching, and digital-skills training into Battalion programmes

5.5.1 The Administrative Cycle (The "4 Waves")

The Secretariat operates on a seasonal cycle known as the "4 Waves." To ensure the
Battalion functions smoothly, the Secretariat must proactively trigger the following actions
during these specific windows:

M Operational Focus |[Mandatory Secretariat Actions

e Jan 15: Issue "Annual Returns" (Form B).e

Feb 28: Vloter Eligibility Cut-off (Only companies financially
cleared by this date may vote at the AGM).

e Mar: Audit Company stats in preparation for the AGM Report.

e Key Events: Annual Renewal of Officers/Companies,
Executive Officers Workshop (Feb), NCO Training,
Rededication Services.

e Secretariat Surge: Updating the Battalion Register,

issuing new appointment letters, collecting annua
Compliance & statistics.

WAVE 1 Jan - Mar Renewal

e Apr: Compile Departmental Reports for the Annual Report.
Governance (AGM)
WAVE 2 Apr-Jun & Mobilization * May 15: Issue formal Notice of AGM (21 days prior rule).
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Camp & State
WAVE 3 Jul-Sep Affairs

WAVE 4 Oct - Dec Review & Planning

e June: HOLD BATTALION AGM.e
June 30: Submit ratified Battalion Returns to State Council.
Key Events: Battalion AGM, BB Week (Major Fundraising -

April/May), Drill Competitions, Boys' Day, Battalion & State
Competitions.

e Secretariat Surge: Distributing/Collecting BB Week
cards, verifying ages for competition entries, coordinating
logistics.

e July: Attend State Council AGM.
e July: Open Camp Registration.
* Aug: Battalion Summer Camp.

® Sep: Post-Camp Review.

Key Events: Battalion Summer Camp (August), Holiday Squads,
Skills Acquisition.

e Secretariat Surge: Camp registration (high volume),
medical forms, parental consent processing, external
correspondence for campsites.

¢ Oct: Founder’s Day Events.

® Nov: Draft Calendar for the upcoming year.

¢ Dec: Archive the session’s files (The "One Folder" Rule).

Key Events: Founder’s Day (Oct), Christmas Carols.

e Secretariat Surge:, auditing minutes, planning next
year's calendar.

5.5.2 PROGRAMME COORDINATION
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5.5.2.1 Training programmes

The Secretariat coordinates all training activities in partnership with the Training Convener
and T&E Committee. This includes officer training courses, Boys' promotional examinations,
vocational training programmes, and leadership development initiatives.

5.5.2.2 Events and Activities

The Secretariat provides logistical and administrative support for all Battalion events
including BB Week celebrations, inter-company competitions, annual retreats, leadership
camps, and community service initiatives.

5.5.2.3 Competition Eligibility Verification
To maintain fairness in Battalion competitions (Drill, Band, Bible Quiz):

1. Reference Data: The Secretariat shall use the Annual Returns (Form B) submitted
in Wave 1 as the single source of truth for a Boy’s age.

2. Verification Process: Upon receiving a Competition Entry Form, the Assistant
Secretary must cross-reference the names and dates of birth against the Annual
Returns.

3. Discrepancy Protocol: If a Boy’s age on the Entry Form differs from the Annual
Return, the Entry shall be flagged as "Pending Investigation," and the Company
Captain notified immediately. The Boy cannot compete until the discrepancy is
resolved.

5.6 Disciplinary and Code-of-Conduct Documentation

e All formal complaints shall be submitted in writing to the Battalion Secretary using the
approved Complaints/Disciplinary Intake Form

e The Secretariat shall assign a case ID, acknowledge receipt, and log the complaint in
the disciplinary register

e The Secretariat shall refer the case to the appropriate body (Executive or Training and
Extension Committee) and provide administrative support for hearings and
communication of decisions

e All disciplinary records shall be kept confidential and access-controlled in the digital
archive

5.7 Communication Protocols
Company — Battalion — State — National
Official communication must strictly follow the approved hierarchy shown above.
e Official Channels: Personal WhatsApp chats are not recognised as official records.

Official matters must be issued via formal letters or memos.
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WhatsApp Usage: WhatsApp is restricted to notifications only; a formal document
for the files must follow these.

Broadcast Lists: The Secretariat shall use WhatsApp Broadcast Lists for targeted
communication to ensure direct delivery to officers' inboxes.

5.8 Company Supervision and Coordination

5.8.1 Company Registration and enrolment

New Company Registration:

N

o 0 AW

Receive registration application from church/institution

Verify application completeness (Chaplain signature, Captain signature, required
documents)

Present to the Executive Committee for review and approval

Forward approved applications to the State Council

Maintain Company Registration Database

Issue a welcome package to new Companies

enrolment Service Coordination:

o0 A N~

Receive enrolment notification from Company (minimum 1 month before event)
Verify compliance with enrolment procedures and documentation requirements
Coordinate with Battalion Chaplain for service oversight

Liaise with State Secretary/Organizer as required

Coordinate Welfare/Visiting Officers for zonal representation

Document enrolment and update Company records

Responsible Officer: Battalion Secretary

5.8.2 Company Monitoring and Support

Regular Monitoring:

Maintain updated database of all Companies including contact information, officers,
and membership statistics

Track Company participation in Battalion activities (minimum 80% attendance
requirement)

Monitor financial compliance (dues payment, levy compliance)

Review annual Company reports

Coordinate with Welfare/Visiting Officers for zone-level monitoring

Support Services:

Provide administrative guidance and support to Company Secretaries
Facilitate communication between Companies and Battalion leadership
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e Coordinate training and capacity-building opportunities
e Address challenges and resolve conflicts

Inactive Company Management:

Identify Companies with less than 80% participation in Battalion activities

Issue a written notification and offer support

Conduct follow-up visits with Welfare/Visiting Officers

Report to the Executive Committee on status

Recommend to the State Council for the company number withdrawal if
non-compliant for 3 consecutive years

O KN Db~

5.8.3 Transfer Protocol
Officer Transfers:

Receive transfer letter and credentials from transferring officer
Verify timeline (must be submitted within 3 months of transfer)
Review credentials and training certifications

Update officer database

Facilitate integration into new Company

Coordinate with State Secretariat as required

o0 A DN~

5.9 Major Campaign Logistics (BB Week & Special Projects)

During major campaigns involving monetary stationery (e.g., BB Week Cards, Envelopes) or
sensitive data, the Secretariat shall enforce stricter controls.

5.9.1 Monetary Stationery Register

1. The Secretariat shall maintain a separate "Asset Distribution Register" during BB
Week.

2. No card or envelope shall be released to a Company Captain without a physical
signature and date in the Register.

3. The Secretariat must reconcile the distributed quantity vs. the returned quantity with
the Battalion Treasurer weekly during the campaign.

5.9.2 Camp Logistics Support

1. Medical Data: The Secretariat is responsible for ensuring every Camp Registration
Form includes a completed medical section. These forms must be physically
available on the campsite in a "Medical Emergency Folder," accessible only to the
Medical Officer and Camp Commandant.

2. Parental Consent: No Boy shall be admitted to camp records without a signed
parental consent form on file.
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Chapter 6: Financial Integrity and Stewardship
Sound administration and sound finance must move together. This chapter outlines the
Secretariat’s role in supporting transparent financial stewardship through bank mandates,

electronic approvals, budget records, procurement documentation, and prudent
management of the Secretariat imprest.

6.0 FINANCIAL-RELATED ADMINISTRATIVE PROCEDURES

6.1 Bank Mandate and Signatory Records

e The Secretariat shall maintain copies of all bank mandate documents and resolutions

outlining authorised signatories, including the Chairman, Secretary, and Treasurer

e The Secretariat shall ensure these records are promptly updated following changes in

the Executive

6.2 Electronic Banking Workflow

e The Secretariat shall support the electronic payment workflow in which the Treasurer
initiates payments, the Secretary reviews, and the Chairman approves, in accordance

with the Bye-Laws
e Records of approvals, including email confirmations and system logs, shall be archived

6.3 Budget and Financial Reporting Records

The Secretariat shall keep copies of approved budgets, quarterly financial reports,

semi-annual updates, and AGM-level audited statements.

6.4 Procurement Documentation

The Secretariat shall file all procurement-related documents, including calls for tender, bids
received, evaluation notes, conflict-of-interest declarations, and award decisions, in line with

open tender requirements.

6.5 Secretariat Imprest

e The Secretariat shall maintain a simple imprest cashbook or digital ledger for Secretariat

running expenses
e Periodic retirements, with supporting receipts, shall be submitted to
Treasurer/Finance Committee
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SECTION C - DIGITAL, RISK & QUALITY (Chapters
7-10)

“Covers records, digital estate, risk management, and quality systems.”

Chapter 7: The Digital Estate and Legacy

In the digital age, the history and credibility of a Battalion are carried in its records and
online presence. This chapter sets out how to design, secure, and govern the Battalion’s
digital estate—from the “One Folder” archive to cybersecurity, data privacy, passwords, and
succession for digital systems.

7.0 RECORDS MANAGEMENT AND DIGITAL INFRASTRUCTURE
The Digital Estate: Protecting History and Shaping the Future

In a digital age, the Secretariat is the "Gatekeeper" of the Battalion's online presence and
historical memory. This requires a sophisticated approach to digital archiving, data privacy,
and strategic branding.’

The "One Folder" Rule and Archival Integrity

Succession planning in the Secretariat is only successful if the "paper trail" is preserved.
The "One Folder" rule mandates that all official digital records —minutes, reports, circulars,
and historical photos—are stored in a centralized master repository, typically a secure cloud
platform like Google Drive." This ensures that when leadership changes, the next Secretary
has immediate access to all the files and passwords needed to succeed. This digital archive
is organized chronologically and by department, preventing the loss of institutional memory
that often occurs during administrative transitions.’

7.0.1 DIGITAL INFRASTRUCTURE & CYBERSECURITY

7.0.1.1 The Digital Estate The Secretariat is responsible for the maintenance and security
of all Battalion digital assets, including the official website, social media handles, and the
Google Drive archive.

7.0.1.2 Master Password & Access Protocol

1. Storage: All passwords shall be stored in an encrypted password manager or a
physical "Emergency Digital Access" envelope kept in the Battalion Chairman’s safe.

2. Access: Only the Secretary and the Chairman shall hold "Super Admin" rights. The
PRO may be granted "Editor" rights for website and social media content.

3. Transfer: Upon change of administration, all passwords must be reset within 24
hours of the handover.
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7.0.1.3 Data Privacy (NDPR Compliance) - Cybersecurity and NDPR Compliance

The Secretariat must also ensure that the Battalion complies with the Nigeria Data
Protection Regulation (NDPR). This involves securing sensitive data, such as the medical
records and contact information of the Boys." All registration forms must include a privacy
clause, and sensitive data must be destroyed once it is no longer needed (e.g., after a Boy
has left the organisation for three years). Password management must be professionalized,
with super-admin rights restricted to the Secretary and Chairman.’

1. Consent: All registration forms (Camp/Enrolment) must include a privacy clause
informing parents/officers how their data will be used.

2. Retention: Personal data (medical forms, addresses) of Boys who have left the
Brigade shall be securely deleted/shredded after three (3) years.

7.1 System Design

The Secretariat shall maintain a structured digital archive on a secure cloud platform
integrated with the Battalion's digital tools
Top-level folders shall include, at minimum: Governance, Executive Meetings, Battalion
Council Meetings, Committees, Companies and Zones, Enrolments and Promotions,
Training and Events, Finance and Procurement, Discipline and Code of Conduct,
Communications and Media, and Archives

7.2 Filing and Access Control

All files shall be named consistently using agreed conventions, including date and
version

Access permissions shall be role-based to protect confidentiality while ensuring relevant
officers can perform their duties

An annual review of archive completeness and access rights shall be carried out before
or during the AGM period

7.3 Digital Tools Implementation

e DATA COLLECTION: Google Forms shall be the primary tool for collecting data from
Companies to eliminate paperwork delays and ensure automatic timestamping

e FINANCIAL TRACKING: Google Sheets shall be used to track annual dues and
attendance in real-time

e BACKUP SCHEDULE: A mandatory digital backup of all records (the 'Weekly
Backup') must be performed every Friday

7.4 Retention and Disposal

Final records such as minutes, resolutions, financial statements, and disciplinary
decisions shall be retained permanently or for the maximum period allowed by law and
good practice
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e Disposal of physical records shall be approved by the Executive Committee and
documented

7.5.1 Document Control
Document Categories:

Constitutional Documents (Constitution, Bye-Laws, Policies)
Meeting Records (Agendas, Minutes, Resolutions)

Correspondence (Incoming, Outgoing, Internal Memos)

Company Records (Registration, Reports, enrolment Documentation)
Officer Records (Appointments, Training, Transfers)

Financial Records (Budgets, Reports, Audit Reports)

programme Documentation (Training Materials, Event Reports)

Filing System:

Maintain dual system: physical files and digital archive
Organize by category, year, and reference number

Use consistent naming conventions for digital files
Implement version control for all documents

Secure sensitive documents with appropriate access controls

7.5.2 Digital Archiving System

In compliance with Article 14 of the Battalion Bye-Laws, the Secretariat shall maintain a
comprehensive digital archive:

Scan and digitize all physical documents

Store in organized cloud-based system with backup

Implement access control and permissions management

Conduct regular data backup (weekly minimum)

Perform annual archive review for accuracy and completeness

Provide authorized access to members for accountability and transparency

Responsible Officer: Assistant Secretary (day-to-day management), Battalion Secretary
(oversight)

7.5.3 Seal and Official Documents Custody

Seal Management:
e Battalion Secretary is custodian of the official seal
e Seal usage requires authorization from Battalion Chairman or Secretary
e Maintain Seal Usage Log documenting date, purpose, and authorizing officer
e Store seal in secure location accessible only to authorized personnel
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Official Documents:

e Maintain custody of Battalion mandates, certificates, and constitutional documents
e Store in fireproof safe with documented access log
e Maintain digital copies of all critical documents

7.5.4 Media Asset Management (Digital History)
To ensure the Battalion’s history is preserved beyond social media transient posts:

1. Selection: Within 7 days of a major Battalion event (e.g., Founder’s Day, Camp), the
Secretariat shall request the "Official Selection" from the Media Unit/Public Relations
Officer.

2. The Selection Standard: This shall consist of 10-20 high-resolution,
unwatermarked photographs representing the key moments of the event.

3. Storage: These files shall be renamed (e.g., 2026_10_FoundersDay_Parade_01.jpg)
and stored in the "Annual History Folder" on the Google Drive, separate from
general administrative files.

7.6. COMPLIANCE AND GOVERNANCE

7.6.1 Constitutional Compliance

The Secretariat ensures strict adherence to The Boys' Brigade Nigeria Constitution, Lagos
State Council Bye-Laws, and Lagos South Battalion Council Bye-Laws 2025. This includes
monitoring company compliance, interpreting constitutional matters, and coordinating
amendments when necessary.

7.6.2 Disciplinary Matters

The Secretariat manages the disciplinary process by receiving written complaints,
coordinating investigations within 14 days, supporting disciplinary committee hearings,
documenting decisions, and facilitating appeals to the State Council.

7.7  CONTINUITY & SUCCESSION

7.7.1 The "First 100 Days" Roadmap To ensure a smooth transition, every new Secretary
must follow this roadmap:

e Days 1-14: Audit the Digital Archive and change all administrative passwords.

e Days 15-30: Conduct 1-on-1 meetings with the Chairman and the State
Secretary/Organizer.

e Days 31-60: Physical inspection of all Battalion assets and Company records.

e Days 61-100: Presentation of the first Quarter Performance Report to the Council.
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7.7.2 Handover Procedures No Secretary is considered 'relieved of duty" until the
Handover Certificate (Doc 06) is signed. This ensures that the incoming officer has all the
files, keys, and passwords needed to succeed.
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Chapter 8: The Bridge of Communication

The Secretariat is the communication bridge between Executives, Companies, Churches,
State Council, and external stakeholders. This chapter explains how the Secretariat monitors
Executive performance, manages internal and external communication channels, and
sustains strong chaplaincy and church relationships.

8.0 STAKEHOLDER AND COMMUNICATION MANAGEMENT

8.1 Executive Monitoring

The Secretary is responsible for ensuring the Executive Committee delivers on its mandates.

1.

Action Item Tracking: Every decision made in a meeting is logged in the "Action
Matrix. "

The Nudge: The Secretary shall send a courtesy reminder to assigned officers seven
(7) days before their task deadline.

Escalation: Unresolved tasks that impact the Battalion’s progress must be reported
to the Chairman in the "Red Report."

The Secretariat shall maintain an up-to-date directory of stakeholder contacts,
including churches, Companies, officers, parents, donors, and partners

The Secretariat shall collaborate with the Public Relations Officer (PRO) to ensure
that the website and media communications accurately reflect official decisions and
programmes

The Secretariat shall support the publication and updating of resources, including
e-library materials and BB educational content, on the Battalion website

8.2 Church & Chaplaincy Liaison

e Annual Alignment: The Secretary shall write to all Church Vicars/Ministers annually to
thank them for hosting the BB and to share the Battalion’s goals.

e Spiritual Integration: Ensure Company activities do not conflict with Church calendars;
the Secretary shall mediate any disputes between Company Captains and Church
authorities.

8.3 Internal Communication

Communication Channels:

Official Email: Use the designated Battalion email address for all formal
communications

WhatsApp/Messaging Groups: Maintain official groups for Executive Committee,
Captains, and general membership
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e Notice Boards: Post important announcements at key locations
e Direct Communication: Phone calls for urgent or sensitive matters

Communication Protocol:

Use formal written communication for official decisions and policies
Respond to all official correspondence within 3-5 business days
Maintain professional tone in all communications

Ensure accuracy and clarity in all messages

Document all significant communications

8.4 External Communication
Stakeholder Communication:

State Council: Regular liaison with State Secretary/Organizer

Other Battalions: Coordinate for joint programmes and information sharing
Churches/Institutions: Maintain relationship with host organisations
Government Agencies: Liaise for subventions and regulatory compliance
Donors/Sponsors: Acknowledge contributions and maintain relationships

Public Relations:

Coordinate with PRO for all public-facing communications

Obtain Executive Committee approval before issuing press releases
Maintain consistent branding and messaging

Update website and social media as appropriate
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Chapter 9: The Shield of Risk and Compliance

Every thriving Battalion quietly manages risk in the background. This chapter sets out how
the Secretariat safeguards assets, enforces procurement discipline, maintains a risk and
compliance register, and supports fair disciplinary and conflict-resolution processes that
protect Boys, officers, and the movement.

9.0 ASSET & INVENTORY MANAGEMENT, RISK MANAGEMENT AND COMPLIANCE
9.1 Stewardship of Assets
The Secretary is the legal custodian of the Battalion Seal, flags, and Secretariat equipment.

1. Asset Tagging: Every physical item owned by the Council must be tagged with a
unique ID (e.g., LSBC-SEC-001).

2. Inventory Audit: A physical audit of all assets must be conducted twice a year (June
and December).

9.2 Procurement & Disposal

e Requests: All requests for new equipment must be submitted via the "Capital
Expenditure Form" to the Treasurer.

e Disposal: Damaged or obsolete equipment (e.g., old laptops) shall be disposed of only
after Executive approval to ensure no sensitive data is leaked.

9.3 RISK MANAGEMENT AND COMPLIANCE

e The Secretariat shall maintain a Risk and Compliance Register to help the Executive
monitor key governance, financial, operational, and data-related risks

e FEach risk entry shall record a description, category, likelihood, impact, existing controls,
additional actions, responsible officer/committee, target date, and status

e The Risk and Compliance Register shall be reviewed at least annually and updated after
major events or incidents

9.4 Risk Identification and Mitigation

The Secretariat maintains a risk register identifying potential operational, financial,
reputational, and compliance risks. Mitigation strategies are developed and reviewed
quarterly by the Executive Committee.

9.5 Common Risks

e Data Loss: Mitigated through regular backups and cloud storage
e Communication Breakdown: Mitigated through multiple communication channels
e Non-Compliance: Mitigated through regular constitutional reviews
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e Resource Constraints: Mitigated through budget planning and fundraising
o [Leadership Transition: Mitigated through comprehensive handover procedures

9.6: DISCIPLINARY & CONFLICT RESOLUTION
9.6.1 Investigation Workflow

1. Submission: All complaints are received by the Secretary.

2. Vetting: The Secretary determines if the complaint is frivolous or requires a formal
hearing.

3. Committee Referral: Serious matters are referred to the Disciplinary Committee
within 48 hours.

4. Finality: The Secretary records the committee’s findings and issues the official
"Decision Letter" on behalf of the Council.
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Chapter 10: The Culture of Quality and Continual
Improvement

Excellence in administration is not an event but a habit. This chapter introduces a quality
management approach aligned with ISO 9001 principles, showing how process thinking,
performance indicators, and regular review help the Secretariat move from “trying our best”
to consistently meeting measurable standards.

10.0 QUALITY MANAGEMENT SYSTEM (ISO 9001:2015 ALIGNMENT)

10.1 Process Approach

The Secretariat adopts a process-based approach to operations, ensuring systematic
management of interrelated activities to achieve desired outcomes. All procedures are
designed to support continuous improvement and stakeholder satisfaction.

10.2 Performance Monitoring

Key Performance Indicators (KPIs):

Correspondence Response time < 5 business days
Meetings Minutes distribution < 7 days
Company Monitoring Active companies > 90%
Documentation Archive accuracy 100%

To be rated as "Global Standard," the Secretariat must meet these metrics:

1. Website Uptime & Freshness:
o Website uptime: 99.9%.
o "Latest News" section updated within 48 hours of any major event.
o Training Resources/Downloads links are never broken.
2. Executive Compliance Rate:
o 80% of Action Items from meetings are marked "Completed" by the next
meeting (driven by Secretary's follow-up).
3. State Reporting:
o Monthly Brief sent to the State Secretary/Organizer by the 28th of every
month without fail.
4. Correspondence Speed:
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o External inquiries acknowledged within 24 hours.
5. Chaplaincy Alignment:
o 100% of Active Companies have a recorded "Church Theme" in the Battalion
database
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SECTION D - WORKFLOWS, PROTOCOL & TOOLS
(Chapters 13-15)

Provides step-by-step workflows, protocol rules and standard templates.

Chapter 11: The Voice of the Stakeholder

A Secretariat that listens can keep the Battalion aligned and responsive. This chapter
highlights simple monitoring and evaluation practices, feedback channels, and
self-assessment tools that allow officers, companies, parents, and Boys to shape continual
improvement in administration and programme delivery.

11.0 MONITORING, EVALUATION, AND CONTINUAL IMPROVEMENT

e The Secretariat shall conduct an annual self-assessment of Secretariat processes
before the AGM
e Key performance indicators may include timeliness of minutes, responsiveness to
correspondence, completeness of the digital archive, and the number of
capacity-building sessions delivered
e Improvement opportunities and proposed changes to this SOP shall be presented to the
Executive Committee for consideration
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Chapter 12: The Blueprint of Action (Standard
Operating Procedures and Workflows)

Policies only become reality when they are translated into clear steps. This chapter presents
practical, step-by-step workflows for the Secretariat’s most important tasks—from annual
returns and meetings to disciplinary cases, data privacy, succession, and crisis
communication—so that no process depends on memory alone.

12.0 STANDARD OPERATING WORKFLOWS
12.1 Workflow: Annual Returns & Renewals (Wave 1)

e Step 1 (Distribution): Secretary sends "Form B — Annual Return" digital template to
all Captains via official email/WhatsApp broadcast by Jan 15.

e Step 2 (Collection): Assistant Secretary monitors submissions. If a Company is >7
days late, a formal reminder is sent.

e Step 3 (Data Entry): Secretariat extracts data (Total Strength, Officer list) into the
"Battalion Master Database" (Excel/Sheets).

e Step 4 (Validation): The Secretary compares the current Officer list against the
previous year to identify inactive Officers.

e Step 5 (Reporting): Summary statistics (Total Boys/Officers) are presented at the Q1
Council Meeting.

e Step 6 (Electoral Roll): By May 1st, the Secretariat publishes the 'List of Eligible
Voting Companies' based on the returns for January to March. Companies not on
this list may attend the June AGM as observers only."

12.2 Workflow: Council Meeting Preparation (The "T-Minus" Countdown)

e T-Minus 14 Days: Secretary drafts Agenda and shares with Executive Committee for
approval.

e T-Minus 10 Days: Notice of Meeting and Agenda circulated to all Council Members.

e T-Minus 3 Days: Secretary prints attendance sheets, last meeting’s minutes, and the
Secretariat Report.

e D-Day (Meeting): Assistant Secretary records attendance; Secretary takes Minutes.

e T-Plus 48 Hours: "Action Points" summary (Flash Minutes) circulated to the House.

12.3 Workflow: Incoming Correspondence Handling

e Step 1: Letter/Email received.
e Step 2: Secretary stamps "RECEIVED" (with date) on physical letters; or labels
"PENDING" in email.
e Step 3: Log details in the Correspondence Register (Sender, Subject, Date).
e Step 4: Determine Action:
o For Information Only: File in "General Correspondence."
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o Action Required: Forward to relevant Department Head (e.qg., Training Officer)
with a deadline.
e Step 5: Reply sent acknowledging receipt (within 48 hours).

12.4 Workflow: New Warrant Officer Processing (Onboarding)

This workflow ensures that every new leader is properly vetted and documented before
interacting with the Boys, adhering to Safe from Harm protocols.

e Step 1 (Submission): Company Captain submits the "Warrant Officer Application
Form" (Form C) to the Secretariat, complete with the Chaplain’s endorsement and
reference letters.

e Step 2 (Vetting): Assistant Secretary verifies that the form is complete and checks if
the applicant has attended the required Basic Officer Training Course.

e Step 3 (Council Review): The application is listed on the agenda for the next
Executive Committee meeting for "Provisional Approval."

e Step 4 (Probation): Upon Executive approval, the Secretary issues a "Letter of
Probationary Appointment" (valid for 6—12 months).

e Step 5 (Registration): The Officer’s details are entered into the Master Officer
Directory as "Probationary."

e Step 6 (Enrolment): After the probationary period and successful interview, the
Secretary issues the final "Warrant of Appointment" and updates the status to
"Active" in the Directory.

12.5 Workflow: Mass Event Registration (Camp/Competitions)

Designed for high-volume data handling during Wave 2 (Competitions) and Wave 3 (Camp),
preventing bottlenecks.

e Step 1 (Release): Secretariat releases the "Bulk Registration Template"
(Excel/Sheets) to Captains 6 weeks before the event.
e Step 2 (Batch Collection): Registration is accepted only by Company batches, not
individual submissions. The Secretariat rejects incomplete batches.
e Step 3 (Financial Cleansing): The batch list is sent to the Treasurer. The Treasurer
confirms "Payment Received" for that specific batch. No payment = No data entry.
e Step 4 (Segregation):
o Medical Forms: Extracted physically and placed in a red
"Medical/Emergency" folder for the Camp Medical Team.
o Consent Forms: Filed in the "Event Legal Binder."
e Step 5 (Manifest Generation): 48 hours before the event, the Secretariat prints the
"Final Camp Manifest" (by Company and by Squad) for the Camp Commandant and
Security Team.

12.6 Workflow: Minutes Production & Approval Cycle
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The core deliverable of the Secretary is ensuring the legal accuracy of Council decisions.

e Step 1 (Drafting): The secretary compiles rough notes into the "Draft Minutes"
within 72 hours of the meeting.

e Step 2 (Chairman’s Review): Draft is emailed to the Battalion Chairman/President
for a "factual accuracy check" (strictly for corrections, not changing decisions).

e Step 3 (Circulation): "Provisional Minutes" are circulated to all Council members via
email/WhatsApp no later than 14 days post-meeting.

e Step 4 (Correction): Members submit corrections to the Secretariat before the next
meeting.

e Step 5 (Adoption): At the subsequent meeting, a motion to "Adopt the Minutes" is
moved.

e Step 6 (Signing): The Chairman and Secretary physically sign the adopted copy.
This signed copy is filed in the "Legal Minute Book" (Hard Copy).

12.7 Workflow: Official Outgoing Correspondence (External)

Protocol for writing to Churches, Government bodies, or Patrons to ensure the Battalion
speaks with one voice.

e Step 1 (Request): A Department Head (e.g., Bandmaster) requests a letter to be
sent (e.g., "Invite the Governor to the Band Competition").
e Step 2 (Drafting): The Secretariat drafts the letter using the Official Battalion
Letterhead.
e Step 3 (Approval):
o Routine Admin: Secretary signs.
o Policy/Financial: Chairman countersigns.
o VIP/Ceremonial: President or Chaplain signs.
e Step 4 (Dispatch): The letter is sent via email (PDF) or by a dispatch rider. The
"Sent" copy is scanned.
e Step 5 (Tracking): The reference number is logged in the "Outgoing
Correspondence Log" with a "Follow-up Date" set for 5 days later.

12.8 Workflow: End-of-Year Archiving (The "One Folder" Rule)
Executed in December to ensure the transition between administrative years.

e Step 1 (Consolidation): The Assistant Secretary gathers all loose physical files
(Minutes, Event Reports, Correspondence) from the operational folders.

e Step 2 (Digitization): Any critical physical document not yet scanned is digitized and
uploaded to the Google Drive Archive/[Year] folder.

e Step 3 (Physical Binding): Physical documents are arranged chronologically and
placed in a single Archival Box labeled "LSBC Records - [Year]".
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Step 4 (Shredding): Duplicate copies, rough drafts, and sensitive personal data
(e.g., old medical forms from completed camps) are shredded in accordance with
data protection standards.

Step 5 (Reset): New empty folders are created for the incoming year.

12.9 Workflow: Secretariat-Treasury Financial Reconciliation

The Secretariat often acts as a collection point for forms and registration fees. This workflow
prevents financial discrepancies between the two offices.

Step 1 (Receipt): When funds are received by the Secretariat (e.g., for ID cards or
forms), a temporary "Provisional Receipt" is issued to the payer immediately.

Step 2 (Logging): The transaction is entered into the "Secretariat Cash Book"
(separate from the Treasurer’s books).

Step 3 (Remittance): Every Friday (or within 24 hours of receiving amounts over
#50,000), the Secretary deposits the physical cash/cheques with the Treasurer or
into the Battalion Bank Account.

Step 4 (Handshake): The Treasurer issues a formal "Treasury Receipt" to the
Secretariat. The Secretary attaches this to the "Provisional Receipt" stub.

Step 5 (Audit): At the monthly Executive Meeting, the Secretary’s Cash Book and
Treasurer’s Ledger are cross-referenced to ensure they match perfectly.

12.10 Workflow: Disciplinary & Complaint Handling

A sensitive workflow ensuring that grievances are handled impatrtially, confidentially, and

Step 1 (Intake): Complaint received (written or verbal). If verbal, the Secretary must
transcribe it into a "Statement of Complaint" and have the complainant sign it.

Step 2 (Sanitization): The Secretary creates a redacted copy (removing names if
anonymity is requested) for the initial Executive review.

Step 3 (Logging): The case is assigned a Case Reference Number (e.g.,
DISC/2026/03) and entered into the Confidential Incident Log (Access restricted to
President & Secretary).

Step 4 (Committee Summoning): The Secretary issues formal "Notices to Appear"
to all involved parties (Complainant, Accused, Witnesses) giving at least 7 days'
notice.

Step 5 (Recording): During the hearing, the Assistant Secretary acts as the Scribe,
recording "Verbatim Minutes" (word-for-word), not summary minutes.

Step 6 (Resolution): Once a verdict is reached, the Secretary issues the "Official
Resolution Letter" to all parties within 48 hours and seals the case file.

12.11 Workflow: Awards & Honours Processing

Managing Long Service Awards, promotions, and Queen's/King's Badge applications.
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Step 1 (Application Check): Upon receiving a recommendation for an award, the
Assistant Secretary pulls the Officer’s/Boy’s "Service History File."
Step 2 (Verification):
o For Long Service: Verify continuous registration in Annual Returns for the
claimed period.
o For King's Badge: Verify completion of all prerequisites (Project, Drill,
Scripture).
Step 3 (Endorsement): The Secretary stamps the application "VERIFIED" and
presents it to the Battalion Chairman for signature.
Step 4 (Transmission): The application is forwarded to the State/National
Headquatrters via the official dispatch channel.
Step 5 (Award Receipt): Upon receiving the badge/certificate, the Secretariat logs it
in the "Awards Register" before handing it over to the Ceremonial Committee for
presentation.

12.12 Workflow: Crisis Communication Protocol

What happens when there is an emergency (e.g., accident at Camp, reputation crisis).

Step 1 (Lockdown): Upon notification of a crisis, the Secretary issues a
"Communication Freeze" order to all Officers: No posting on social media until
further notice.
Step 2 (Fact-Finding): The Secretary and President establish a "Command Center"
to gather verified facts.
Step 3 (Drafting): The Secretariat drafts the "Official Statement."

o Internal Version: For Officers/Parents (Detailed).

o External Version: For Public/Press (High-level, privacy-protected).
Step 4 (Approval): Legal/Chaplaincy review of the statement (if necessary).
Step 5 (Dissemination): The Secretary releases the statement via the official
Battalion Email and Website only.
Step 6 (Monitoring): The Assistant Secretary monitors social media for rumors and
flags them for correction.

12.13 Workflow: Secretariat Asset Inventory Audit

Ensuring tools (Laptops, Printers, Stamps, Hard Drives) are accounted for.

Step 1 (Tagging): Every physical asset acquired by the Secretariat is given an Asset
ID Tag (e.g., LSBC-SEC-LAP-01).

Step 2 (The Log): Details are entered into the "Asset Register" (Model, Serial
Number, Date of Purchase, Custodian).

Step 3 (Quarterly Check): At the end of every quarter, the Assistant Secretary
performs a "Sight Check"—physically locating every item and noting its condition
(Good/Damaged/Lost).
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e Step 4 (Maintenance): Any equipment marked "Damaged" triggers a "Repair
Request Form" sent to the Treasurer.

e Step 5 (Handover): During a change of administration, the outgoing and incoming
Secretaries must sign the Asset Register jointly, certifying that all items are present.

12.14 Workflow: Training Course Administration (NCOs & Officers)

The Secretariat supports the Training Committee by managing the "paper trail" of
certification.

e Step 1 (Call for Nominations): 4 weeks prior to a course (e.g., Basic Officer
Course), the Secretary issues the "Course Circular" detailing fees, dates, and
prerequisites.

e Step 2 (Pre-Course Vetting): The Assistant Secretary reviews submitted nomination
forms to ensure candidates meet the rank/age requirements.

e Step 3 (Logistics Packet): 1 week prior, a "Joining Instruction" email is sent to
confirmed candidates with the timetable and kit list.

e Step 4 (Assessment Recording): Post-course, the Training Officer submits the
"Pass/Fail List" to the Secretariat.

e Step 5 (Certification): The Secretariat prints certificates for successful candidates.
These are signed by the President and Training Officer.

e Step 6 (Record Update): The officer's/Boy's personal file in the Master Database is
updated with the new qualification (e.g., "Status: Lieutenant - Certified").

12.15: New Company Planting (Phase 1: Registration)

This workflow covers the administrative process from the Church's first interest to becoming
a "Probationary Company."

e Step 1 (Application): The Church Authority submits a formal "Letter of Intent" to
the Battalion Council, accompanied by the New Company Application Form (Form
A) and the non-refundable registration fee.

e Step 2 (The First Visit): The Battalion Extension Committee (led by the Vice
Chairman or Organizer) visits the Church Presbyter/Vicar to explain the Brigade’s
aim, financial obligations, and constitutional requirements.

e Step 3 (Site Inspection): The Battalion Executive conducts a physical inspection of
the Church premises to ensure there are adequate facilities (Meeting space, field for
drill, safety) for the Boys.

e Step 4 (Officer Training): The Church must nominate at least 3 adults (male/female)
to undergo the Basic Officer Training Course (BOTC). Correction: A company
cannot be registered until officers are trained.

e Step 5 (Probationary Status): Upon successful inspection and officer training, the
Battalion issues a "Letter of Probationary Approval." The Company is assigned a
temporary designation (e.g., "Proposed 45th Lagos South") and may begin recruiting
Boys.
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12.15.1: New Company Inauguration (Phase 2: Constitution)

The formal process of becoming a full-fledged Company with a Warrant. This typically
happens 6-12 months after Phase 1.

e Step 1 (Readiness Assessment): The Battalion Extension Committee assesses the
Probationary Company after 6 months. Criteria: Uniformed Officers, minimum
number of Boys (usually 20+), and regular weekly activities.

e Step 2 (State Approval): The Battalion Secretariat forwards the complete file to
Lagos State Headquarters with a recommendation for Inauguration.

e Step 3 (Warrant Processing): Upon State approval, the Secretariat prepares the
Warrant of Constitution and the Company Number is officially assigned.

e Step 4 (The Inauguration Service):

o Logistics: Secretariat coordinates with the Church to set a date.

o Protocol: Invitation of the State President and Battalion Executive.

o Ceremony: The Company Captain is handed the Warrant and the Company
Flag is dedicated.

e Step 5 (Handover): The new Captain receives the "Company Administrative Chest"
(Role Book, Account Book, Manuals) from the Battalion Secretary.

12.16: Annual Company Enrolment & Renewal
Refined to emphasize the "Enrolment Service" aspect mentioned in Battalion procedures.

e Step 1 (Statistical Return - Form B): In January, the Secretariat sends Form B to
all Companies. Captains must list all active Officers and Boys.

e Step 2 (Financial Clearance): The Company pays the Annual Assessment Fee
(Capitation) to the Battalion Treasurer. The Treasurer issues a "Clearance
Certificate" to the Secretariat.

e Step 3 (Card Collection): Based on the paid statistics, the Secretariat issues the
Membership Cards for the year to the Captain.

e Step 4 (The Enrolment Service):

o Company Level: Each Company holds an Enrolment Service (usually in
Feb/March) where Officers and Boys make their promises.

o Battalion Level: The Secretariat verifies that the Service held by collecting a
copy of the "Order of Service" and the "Enrolment Report" from the
Captain.

e Step 5 (Database Update): Only Companies that have completed Steps 1-4 are
listed as "Active" in the Battalion Directory. Defaulting companies are flagged as
"Dormant.

12.17 Workflow: Visiting Dignitary Protocol (VIPs)

Handling visits from State/National Officials or Government figures.
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e Step 1 (Invitation/Notification):
o Ifinviting: Secretary drafts a formal invitation 3 months in advance.
o If notified of visit: Secretary confirms the itinerary and specific protocol needs
(dietary, seating).
e Step 2 (The "Order of Proceedings"): The Secretariat drafts the detailed
minute-by-minute agenda for the visit and shares it with the VIP's aide.
e Step 3 (Reception): The Secretary (or designated Protocol Officer) meets the VIP at
the arrival point.
e Step 4 (The Visitor’s Book): The Secretary ensures the "Battalion Visitor’s Book" is
available and a pen is ready for the VIP to sign.
e Step 5 (Post-Visit): A formal "Letter of Appreciation" is drafted by the Secretary and
sent within 24 hours of the VIP's departure.

12.18 Workflow: Data Privacy & Records Access Request
Managing who gets to see the sensitive data (addresses, phone numbers).

e Step 1 (Request): A request for data (e.g., "I need the phone numbers of all
Lieutenants") is received.
e Step 2 (Validation): The Secretary applies the "Need to Know" test.
o Valid: Training Officer needs emails for course info.
o Invalid: A Captain wants to market personal business to other Officers.
e Step 3 (Release): If valid, the data is released in a "ReadOnly" format (PDF) to
prevent unauthorized editing, or via a secure temporary link.
e Step 4 (Logging): The release is noted in the "Data Access Log" (Who requesteq,
What data, Date).
e Step 5 (Destruction): The recipient is reminded to delete the file once the specific
task is completed.

12.19 Workflow: Secretariat Succession (The "Handover")

The most critical workflow ensuring the Battalion doesn't collapse when the Secretary
changes.

e Step 1 (The Transition Period): Upon election of a new Secretary, a 30-day
"Shadow Period" begins where both old and new Secretaries work together.

e Step 2 (File Audit): The outgoing Secretary must balance the "File Index" to ensure
no physical folders are missing.

e Step 3 (Credential Transfer): Passwords for the Official Email, Google Drive,
Website, and Social Media are changed and handed over securely.

e Step 4 (Asset Transfer): A physical count of all Secretariat assets (Laptops, Stamps,
Stationery).

e Step 5 (The Handover Note): The outgoing Secretary submits a formal "Handover
Report" detailing:

o Pending Correspondence.
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o Unfinished Projects.
o Key Contacts List.
e Step 6 (Sign-off): Both parties sign the "Certificate of Handover" in the presence of
the Battalion Chairman.

12.19 Workflow: Website & Digital Content Management

The Secretary is the "Webmaster" and "Gatekeeper," ensuring the PRO’s content meets the
global standard before publishing.

e Step 1 (Content Strategy): At the beginning of the month, the Secretary and PRO
agree on the "Content Calendar" (e.g., Post 1: Training Notice, Post 2: Chairman’s
Address).

e Step 2 (Drafting): The PRO or Media Team drafts the content (text + graphics) and
submits it to the Secretary via the "Media Approval Folder" on Google Drive.

e Step 3 (Quality Control): The Secretary reviews for:

o Brand Compliance: (Is the logo correct? Is the tone formal?)
o Accuracy: (Are dates/fees correct?)
o Technical Standard: (Are images optimised for web speed?)

e Step 4 (Publishing): The Secretary (holding the Admin login) uploads the content to
the Battalion Website (WordPress/CMS).

e Step 5 (Distribution): Once live, the Secretary generates the link and shares it with
the PRO for social media distribution.

12.20 Workflow: Executive Performance Monitoring (The "Chief Administrator" Role) -
The "Red Report" and Executive Performance Tracking

Impact reporting also includes internal accountability. The Secretariat maintains the "Red
Report," a compliance tracker that monitors the performance of Executive Officers. This
report identifies which officers are delivering on their mandates and which are falling
behind, with a clear explanation of the "impact" of their failure." For example, if the Public
Relations Officer fails to update the website, the Red Report notes that the "Battalion's
digital reputation is stagnant, discouraging potential partners." This culture of accountability
ensures that the Battalion remains a high-performance organisation capable of delivering its
mission.’

How the Secretary ensures the Treasurer, Training Officer, etc., are doing their jobs.

e Step 1 (The Action Log): Immediately after every Executive Meeting, the Secretary
converts the Minutes into a "Tracker Matrix" (\Who, What, By When).

e Step 2 (The Mid-Point Check): Halfway between meetings, the Secretary sends a
"Status Request" email/WhatsApp to all Assignees.

o Script: "Sir/Ma, regarding Iltem 4 (Band Competition Budget), the deadline is
Friday. Please confirm status."

e Step 3 (The Blocker Alert): If an Executive member reports a difficulty, the

Secretary immediately escalates it to the Battalion Chairman to unblock the issue.
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Step 4 (The "Red Report"): 48 hours before the Executive Meeting, the Secretary
circulates the "Action Compliance Report" to the Chairman, highlighting clearly
which officers have failed to deliver their tasks.

Step 5 (AGM Ratification): Immediately following the June Battalion AGM, the
Secretary must transmit the Ratified Annual Report to the State Secretary/Organizer
at least 2 weeks before the July State AGM.

12.21 Workflow: Company Chaplaincy Alignment

Ensuring the BB remains a Ministry, not just a club.

Step 1 (The Annual Chaplaincy Matrix): In January, the Secretary requests the
"Church Year Plan" or "Theme of the Year" from every Company Captain (sourced
from their Vicar).

Step 2 (Alignment Check): The Secretary and Battalion Chaplain review these
themes.

o @Goal: Ensure the Company’s BB programme supports the Church’s theme
(e.g., If Church theme is "Evangelism," the BB should plan Community
Service, not just football).

Step 3 (The Intervention): If a Company is reported as "Drifting" (operating
independently of the Church), the Battalion Secretary schedules a formal
"Alignment Visit" with the Battalion Chairman to meet the Church Vicar and
Company Captain together.
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Chapter 13: The Protocol of Presence

This section defines the "Etiquette and Protocol" of the Secretariat, covering everything
from the use of the BB Crest to the conduct of officers in public spaces. It emphasizes that
the Secretariat is the "face" of the Battalion. By adhering to high standards of professional
and spiritual decorum, the Secretariat sets the bar for the Boy-child, showing him how to
carry himself with dignity, respect, and the "Self-Respect" demanded by the Object of the
Boys' Brigade.

13.0 CEREMONIAL PROTOCOL & PRECEDENCE
13.1 Order of Precedence (Battalion Events)

To maintain the dignity of the Brigade, the following order of precedence must be strictly
observed during processions and seating at the High Table and to ensure proper decorum
at Council meetings, parades, and church services:

1. The Battalion Chaplain (Spiritual Head)

2. The Battalion Chairman (Executive Authority)

3. State Officials (State President / State Secretary) [If present, they take precedence
over Battalion Exco]

4. Battalion Patrons/Patronesses/Life Members

Battalion Executive Committee (Vice Chairmen, Secretary, Treasurer, etc.)

6. Company Captains (In order of Company Seniority/Number)

o

13.2 Forms of Address

e Battalion Head: "The Chairman" or "Mr. Chairman".
e State Administrative Head: "The State Secretary" or "The Organizer."
e Clergy: "The Venerable / Very Rev’d / Pastor..."

13.3 High Table Seating

e The Chairman shall always sit at the center.

e The Chaplain shall sit to the immediate right of the Chairman.

e The Secretary shall sit at the far end of the table to facilitate movement for
administrative needs.
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Chapter 14: The Tools of the Trade (Templates and
Forms)

The final chapter provides the practical tools necessary to execute the vision: the
standardized forms, registers, and templates that make the "Secretariat Engine" run. These
documents are the tangible evidence of a disciplined organisation. By using these uniform
templates, the Battalion creates a professional brand identity that commands respect from
the Church and the community, proving that the Boys' Brigade is a modern, well-managed
movement dedicated to the advancement of Christ's Kingdom.

14.0 SECRETARIAT STANDARD TEMPLATES (2026 EDITION)

TABLE OF CONTENTS

[FORM A] New Company Application Form

[FORM BJ] Annual Statistical Return (Company Renewal)
[FORM C] Warrant Officer Application Form

[DOC 01] Standard Council Meeting Agenda

[DOC 02] Official Minutes & Action Matrix

[DOC 03] The "Red Report" (Executive Compliance Tracker)
[DOC 04] Asset Register

[DOC 05] Disciplinary Complaint Form

. [DOC 06] Handover Certificate

10. Annexe A — Meeting Notice and Agenda Template

11. Annexe B — Minutes Templates

12. Annexe C - Inbound and Outbound Correspondence Registers
13. Annexe D — Enrolment Notification Form and Checklist

14. Annexe E — Promotion Registration Form

15. Annexe F — Complaints / Disciplinary Intake Form

16. Annexe G — Action Log and Risk Register Templates

17. Annexe H - Training / Event Registration and Evaluation Form

© 0O NDO OGN LN

[FORM A] NEW COMPANY APPLICATION FORM

Purpose: For Churches applying to start a Boys' Brigade Company. Reference: SOP
Section 12.15

TO: The Battalion Chairman THROUGH: The Battalion Secretary
PART 1: CHURCH DETAILS

e Name of Church/Institution:
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e Denomination:

e Full Address:

e Minister-in-Charge (Name/Title):

e Minister’s Phone: Email:

PART 2: PROPOSED LEADERSHIP

e Proposed Captain (Name):

e Phone Number:

e Have officers attended the Basic Training Course? [] Yes [] No (If No, application
cannot proceed)
e Estimated Number of Boys to Start:

PART 3: UNDERTAKING We, the undersigned, hereby request the formation of a Boys'
Brigade Company. We agree to:

1. Uphold the Object of the Boys' Brigade.

2. Pay all Annual Assessment Fees (Capitation) to Battalion, State, and National
Councils.

3. Run the Company in accordance with the Church's spiritual oversight.

Signed: (Church  Secretary)  Date:
(Minister-in-Charge) Date:

(OFFICIAL USE ONLY)

Date Received:

Inspection Date:
Status: [ ] Approved for Probation [ ] Declined
Assigned Designation:

[FORM B] ANNUAL STATISTICAL RETURN (FORM B)

Purpose: Annual renewal of Company membership and strength declaration. Deadline:
January 31st of every year.

Company Designation: (e.g., 1st Lagos South) Host Church:
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SECTION A: OFFICERS & STAFF | Rank | Name | Phone Number | Email | Training Cert? | |
=== | === [ 2=== | 2--- | ;- | | Captain | | | | | | Chaplain ||| | | | Lieut. | | | | || Lieut. | || ||| W/O |
[|||| W/O ||| || (Attach separate sheet if more officers)

SECTION B: BOYS STRENGTH

Anchor Boys (5-8yrs):

Junior Section (8-11yrs):
Company Section (12-15yrs):
Senior Section (15-18yrs):
TOTAL BOYS:

SECTION C: CHURCH ALIGNMENT

e Church Theme for the Year:

e Planned BB Day Date:
e Date of Enrolment Service:

Captain’s Declaration: | certify this information is accurate. Signature:
Date:

(SECRETARIAT USE ONLY)

e Assessment Fee Paid? [ ] Yes (Receipt #: )
e State Returns Filed? [] Yes
e Cards Issued: [] Yes

[FORM C] WARRANT OFFICER APPLICATION FORM
Purpose: Vetting new officers before they lead Boys. Reference: SOP Section 12.4
1. PERSONAL DATA

e Full Name:

e Date of Birth: Occupation:
e Phone: Email:
e Marital Status: [] Single [ ] Married

2. BRIGADE HISTORY

e Were you a Boy in the BB? [] Yes [] No
e Highest Rank Attained:
e Company:
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3. TRAINING RECORD (Mandatory)

e Basic Officer Training Course (BOTC) Date:
e Location/Trainer:

(Attach Copy of

Certificate)

4. CHAPLAIN’'S ENDORSEMENT | certify that [Name] is a member in good standing of
[Church Name] and is suitable to work with children. Chaplain’s Signature:
Date:

5. SECRETARIAT VETTING

[] Training Verified

[] Reference Check Complete

Approved Rank: [ | Lieutenant [ ] Warrant Officer
Secretary’s Sig:

[DOC 01] STANDARD COUNCIL MEETING AGENDA

Meeting: Battalion Executive / Full Council Meeting Date: Time:
Venue:

1. OPENING

e 1.1. Opening Prayer / Devotion (Chaplain)
e 1.2. The BB Anchor (Recitation)
e 1.3. Roll Call (Assistant Secretary)

2. PRELIMINARIES

2.1. Chairman’s Opening Remarks

2.2. Adoption of Agenda

2.3. Reading of Minutes of Last Meeting
2.4. Adoption and Corrections

2.5. Matters Arising from Minutes

3. REPORTS (Status & Action)

3.1. The "Red Report" (Executive Compliance Check - Secretary)
3.2. Financial Report (Treasurer)

3.3. Training & Extension Report

3.4. Project Committee Report

3.5. State Council Update (Secretary)

4. STRATEGIC BUSINESS
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e 4.1. [Insert Major Discussion Item 1, e.g., Camp Planning]
e 4.2. [Insert Major Discussion Item 2]

5. GENERAL

e 5.1. Any Other Business (AOB)
e 5.2, Correspondence Summary
e 5.3. Announcements / Church News

6. CLOSING

e 6.1. Closing Prayer & Benediction
e 6.2. The BB Vesper
e 6.3. National Anthem / BB Anthem

[DOC 02] MINUTES & ACTION MATRIX TEMPLATE

MINUTES OF THE MEETING OF LAGOS SOUTH BATTALION COUNCIL HELD AT:
[Venue] ON: [Date]

1.0 ATTENDANCE

e Present: [List Names/Offices]
e Apologies: [List Names]
e Absent: [List Names]

2.0 OPENING The meeting commenced at [Time] with a prayer led by [Name].

3.0 MINUTES OF LAST MEETING Moved for adoption by [Name] (Company #) and
seconded by [Name].

4.0 MATTERS ARISING

e 4.1 ltem: [Description]
o Discussion: [Summary of discussion]
o Decision: [Final decision made]

5.0 REPORTS
e 5.1 Treasurer: Reported a balance of N

(INSERT: ACTION MATRIX - The "Working Tool")

S/N ACTION ITEM RESPONSIBLE OFFICER | DEADLINE | STATUS

Submit Camp Budget Camp Director Feb 20th PENDING
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Send reminder to Dormant | Secretary Feb 15th DONE
Coys
Fix Website SSL Certificate PRO Feb 18th OVERDUE

6.0 CLOSING Meeting ended at [Time]. Next meeting scheduled for [Date].

Battalion Secretary Battalion Chairman

[DOC 03] THE "RED REPORT" (COMPLIANCE TRACKER)

To: Battalion Chairman From: Battalion Secretary Date: [Date] Subject: EXECUTIVE
PERFORMANCE & COMPLIANCE REPORT

Sir, Below is the status of Action Items assigned during the previous Executive meeting.
1. COMPLIANT OFFICERS (On Track)

e Treasurer: Submitted Monthly report on time.
e Training Officer: Published BOTC syllabus.

2. NON-COMPLIANT / OVERDUE ITEMS (Action Required) | Officer | Task Description |
Due Date | Days Late | Impact | | :--- | :--- | :--- | :--- | :--- | | PRO | Upload Camp Photos | Jan
10 | +14 Days | Website looks outdated | | Bandmaster | Submit Repair Quote | Jan 12 | +12
Days | Band cannot practice |

3. RECOMMENDATION
e Chairman to call Bandmaster immediately.

Signed: Battalion Secretary

[DOC 04] ASSET REGISTER

Location: Secretariat / Store

Asset ID | Description Serial Date Custodia | Conditio Last
Number Acquired n n Audit

LSBC-00 | HP Laptop CN459933 Jan 2025 Secretary | Good Dec '25

1

LSBC-00 | Canon XJ-900 Jan 2025 Asst. Sec | Faulty Dec '25

2 Printer
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LSBC-00 | Battalion N/A 2010 Chairman | Good Dec '25
3 Seal

Audited By: Date:

[DOC 05] / [ANNEX F] COMPLAINTS & DISCIPLINARY INTAKE FORM
Strictly Confidential
1. COMPLAINANT DETAILS

Name:
Rank/Role:
Company/Unit:
Phone Number:

2. INCIDENT DETAILS

Date of Incident:

Time:

Location:

Name of Person(s) being reported:

3. STATEMENT OF FACTS

(Describe what happened clearly. Stick to facts, not opinions. Attach extra sheets if
necessary.)

4. WITNESSES (If any)

1. (Name & Contact)
2. (Name & Contact)

I declare that the information above is true.

Signature: Date:

[DOC 06] HANDOVER CERTIFICATE (SECRETARIAT)

Pursuant to SOP Section 12.18
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THIS CERTIFIES THAT on this day, [Date], the Outgoing Secretary [Name] has transferred
the following to the Incoming Secretary [Name]:

1. PHYSICAL ASSETS

[] Laptop (Model: ) / Serial No:
[] Battalion Seal/Stamp

[] Minute Book (Vol. )
[] File Cabinet Keys / Office Keys
[] Hard Drive / Backup Disks

2. DIGITAL ASSETS

[] Google Drive Admin Access Transferred

[ ] Official Email Password Reset & Transferred

[] Website Admin Login (Boysbrigadelagossouth.com)
[] Social Media Logins (Facebook/Instagram/X)

3. PENDING MATTERS

e Critical Deadline: (Due: )
e Unresolved Correspondence:
e Financial Liaisons:

Signed (Outgoing):

Signed (Incoming):

Witnessed (Chairman):

[ANNEX A] MEETING NOTICE AND AGENDA TEMPLATE
PART 1: NOTICE OF MEETING

(To be sent via Email/WhatsApp 14 days prior)

REF: LSBC/CNL/[Year]/[Sequence No]

DATE: [Date]

TO: All Executive Committee Members / Council Members
NOTICE OF [MONTH] COUNCIL MEETING

Notice is hereby given that the meeting of the Lagos South Battalion Council will hold as
follows:
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Date: [Date]

Time: [Time]

Venue: [Venue / Zoom Link]
Host Company: [If applicable]

Please find attached the Minutes of the previous meeting and the Agenda. Kindly send all
apologies to the Secretariat 24 hours before the meeting.

Signed:

Battalion Secretary

PART 2: STANDARD AGENDA
1. OPENING

e 1.1. Opening Prayer / Devotion (Chaplain)
e 1.2. The BB Anchor (Recitation)
e 1.3. Roll Call (Assistant Secretary)

2. PRELIMINARIES

2.1. Chairman’s Opening Remarks

2.2. Adoption of Agenda

2.3. Reading of Minutes of Last Meeting
2.4. Adoption and Corrections

2.5. Matters Arising from Minutes

3. REPORTS (Status & Action)

3.1. The "Red Report" (Executive Compliance Check - Secretary)
3.2. Financial Report (Treasurer)

3.3. Training & Extension Report

3.4. Project Committee Report

3.5. State Council Update (Secretary)

4. STRATEGIC BUSINESS

e 4.1. [Insert Major Discussion Item 1, e.g., Camp Planning]
e 4.2. [Insert Major Discussion Item 2]

5. GENERAL

e 5.1. Any Other Business (AOB)
e 5.2, Correspondence Summary
e 5.3. Announcements / Church News
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6. CLOSING

e 6.1. Closing Prayer & Benediction
e 6.2. The BB Vesper
e 6.3. National Anthem / BB Anthem

[ANNEX B] MINUTES TEMPLATES

MINUTES OF THE MEETING OF LAGOS SOUTH BATTALION COUNCIL
HELD AT: [Venue] ON: [Date]

1.0 ATTENDANCE

e Present: [List Names and Offices]
e Apologies: [List Names]
e Absent: [List Names]

2.0 OPENING

The meeting commenced at [Time] with a prayer led by [Name]. The BB Anchor was recited.
3.0 MINUTES OF LAST MEETING

The minutes of the previous meeting held on [Date] were read.

e Motion for Adoption: Moved by [Name] (Company #).
e Seconded by: [Name] (Company #).

4.0 MATTERS ARISING

e 4.1 ltem: [Description]
o Discussion: [Summary of discussion]
o Decision: [Final decision made]

5.0 REPORTS

e 5.1 Treasurer: Reported a balance of N
e 5.2 Secretariat: Presented the Red Report. [Number] officers were flagged for
non-compliance.

(INSERT: ACTION MATRIX - See Annex G)
6.0 CLOSING

Meeting ended at [Time]. Next meeting scheduled for [Date].
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Battalion Secretary

Battalion Chairman

[ANNEX C] CORRESPONDENCE REGISTERS

REGISTER 1: INBOUND CORRESPONDENCE LOG

Date Ref From Subject Received Action Status
Rec'd No. (Sender) By Officer
12/01/26 | IN/0O1 | State AGM Notice | Sec Chairman Filed
Council
14/01/26 | IN/00O2 | 1st Lagos Camp Asst. Sec Treasurer Forwarded
Payment
REGISTER 2: OUTBOUND CORRESPONDENCE LOG
Date Ref No. | To Subject Sent Approved Follow Up
Sent (Recipient) Via By Date
15/01/26 | OUT/001 | State Council | Annual Email Chairman N/A
Returns
20/01/26 | OUT/002 | Patron X Invitation Courier | Secretary 25/01/26

[ANNEX D] ENROLMENT NOTIFICATION FORM & CHECKLIST

TO: The Battalion Secretary

FROM: [Company Name]

NOTIFICATION OF ANNUAL ENROLMENT SERVICE

We hereby notify the Council of our Annual Enrolment Service.

Date:

Time:

Venue:

Guest Preacher:

Reviewing Officer:
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READINESS CHECKLIST (For Captains)

[] Annual Returns Filed & Paid?

[] Membership Cards Received from Battalion?
[] Company Flag in good condition?

[] Uniforms inspected?

[] Invitations sent to Battalion Executive?

[] Chaplain confirmed?

Captain's Signature:

[ANNEX E] PROMOTION REGISTRATION FORM
(For NCOs and Warrant Officers)

Company: Date:

CANDIDATE DETAILS

Candidate Name | Current Rank | Proposed Rank | Yrsin Rank |(Exam Score

John Doe Lance Corp Corporal 2 85%
Jane Smith Staff Sgt Ww/0 3 Pass
CAPTAIN'S ATTESTATION

| confirm the above candidates have met the requirements of the Drill, Bible Knowledge, and
BB Knowledge exams as prescribed by the Training Committee.

Captain's Signature:

(SECRETARIAT USE ONLY)

e [] Verified against Database
e [] Certificates Printed
e [] Approved for Investiture

[ANNEX G] ACTION LOG & RISK REGISTER
TEMPLATE 1: ACTION LOG (THE MATRIX)

(To be appended to Minutes)
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S/N | ACTION ITEM RESPONSIBLE | DEADLINE | STATUS
1 Submit Camp Budget Camp Director Feb 20th PENDING
2 Send reminder to Dormant Coys Secretary Feb 15th DONE
3 Fix Website SSL Certificate PRO Feb 18th OVERDUE
TEMPLATE 2: RISK REGISTER
(For Event Planning)
Risk ID | Risk Description Likelihood Impact Mitigation Owner
(H/M/L) (H/M/L) Strategy
R-01 Heavy  Rain  during | High High Rent Canopy / Use | Planning
Parade Church Hall Comm.
R-02 Food Poisoning Low High Vet  Caterers /| Camp
Medical Team | Comm.
standby

[ANNEX H] TRAINING / EVENT REGISTRATION & EVALUATION

PART 1: EVENT REGISTRATION

Event Name:

Participant Name:

Medical Conditions/Allergies:

Company: Rank:

Payment Ref (if applicable):

Emergency Contact (Name & Phone):

PART 2: POST-EVENT EVALUATION

Content Quality: [1] [2] [3] [4] [5]
Logistics/Food: [1] [2] [3] [4] [5]
Timeliness: [1] [2] [3] [4] [5]
What did you learn?

e Areas for Improvement:
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ANNEX I: DIGITAL ARCHITECTURE (Website Folder)
Add this to the Folder Structure to support the Website role.

e 06_WEBSITE_MANAGEMENT
o 01_Backups (Monthly XML exports of site content).
o 02_Media_Library (Optimized images ready for upload).
o 03_Logins_and_Keys (Encrypted document with Hosting, Domain, and Admin
passwords — Access Restricted).
o 04_Blog_Drafts (Word docs of articles before publishing).

ANNEX X - BB TRAFFIC LIGHT MONITORING SHEET (SAMPLE)
Columns:

Boy’s Name

Section (Anchor/Junior/Company/Senior)
Attendance (%) last 3 months

Behaviour Notes (incidents/concerns)
Current Status (G/Y /R)

Assigned Officer/Mentor

Parent Meeting Date

Follow-up Outcome / Next Review Date
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15.0 GOVERNANCE & CONSTITUTIONAL COMPLIANCE

15.1 THE CONSTITUTIONAL AUDIT FRAMEWORK

Purpose: To ensure every Battalion operates in full alignment with The Boys' Brigade
Nigeria Constitution and maintains institutional integrity.

The Annual Constitutional Audit Checklist

To be completed by the Battalion Secretary every December and presented at the AGM.

SECTION A: STRUCTURAL COMPLIANCE

Constitutional Requirement Evidence Required Compliant? | Gap
Analysis
Executive Committee properly AGM Minutes showing [ Yes [
elected per Art. X election No
Minimum 4 Executive meetings held | Meeting attendance U Yes UJ
annually registers No
AGM held within constitutional AGM Notice & Minutes U Yes [
timeline No
All officers hold valid warrants Warrant Register L Yes [
cross-check No
Battalion registered with State Registration certificate U Yes UJ
Council on file No
Financial statements audited Auditor's report O Yes [
No

SECTION B: OPERATIONAL COMPLIANCE
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Requirement Standard Current Status Action
Needed
Company supervision visits Minimum 2 per company/year | ___ visits
completed

Training courses delivered

BOTC, NCO Training,
Refresher

____courses held

State returns submitted

Annual returns by deadline

] Submitted ]
Late

Disciplinary procedures followed

Due process in all cases

____cases handled

Safe from Harm protocols active

All officers screened

L1 700% U] Partial

SECTION C: FINANCIAL COMPLIANCE

Item

Constitutional Provision

Compliance Status

Capitation fees paid to State

Art. ___

U Paid [1 Outstanding

Dual signatory system enforced

All cheques/transfers

1 Yes [0 No

Budget approved by Council

AGM/Executive approval

1 Approved [ Pending

Financial records accessible

Transparency principle

1 Accessible [ Restricted

The Constitutional Compliance Score
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90-100% Compliant: Excellent - Battalion in good standing
75-89% Compliant: Satisfactory - Minor corrections needed
60-74% Compliant: Warning - Improvement plan required
Below 60%: Critical - State intervention recommended

15.2 AMENDMENT PROPOSAL PROCESS
How Battalions Can Influence National Policy

The Boys’ Brigade Nigeria (BBN) Constitution is not static. Battalions that identify gaps or
needed improvements have a duty to propose amendments through proper channels.

THE AMENDMENT WORKFLOW
Step 1: Internal Validation (Battalion Level)

e Secretary identifies constitutional gap or contradiction
e /ssue discussed at Executive Committee meeting
e [f supported, formalized as a "Constitutional Amendment Proposal"

Step 2: Documentation
CONSTITUTIONAL AMENDMENT PROPOSAL

FROM: Lagos South Battalion Council
TO: The National Secretary, Boys' Brigade Nigeria
THROUGH: Lagos State Council

ARTICLE AFFECTED: [e.g., Article 12.3 - Officer Qualifications]
CURRENT PROVISION:

"Officers must be at least 18 years of age..."

PROPOSED AMENDMENT:

"Officers must be at least 18 years of age and complete Safe from Harm training within 90
days of appointment..."

RATIONALE:

Child protection standards globally now require mandatory safeguarding training. Our
current constitution does not mandate this, creating inconsistency across Battalion s.

SUPPORTING EVIDENCE:

- UK Boys' Brigade Safe from Harm policy (attacheq)
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- Nigerian Child Rights Act provisions

- Statistics on volunteer-related incidents
MOVED BY: [Name, Position]
SECONDED BY: [Name, Position]

DATE OF BATTALION APPROVAL: [Date]
Step 3: State Council Review

e State Secretary presents proposal to State Council
e State Council votes to endorse or reject
e [f endorsed, forwarded to National Headquarters

Step 4: National Consideration

e National Secretary circulates to all State Councils for comment
e Proposal debated at National Conference/AGM
e Constitutional amendments require 2/3 majority

Step 5: Implementation

e [f passed, National Headquarters issues implementation timeline
e Battalion Secretary ensures local compliance with amended provision

15.3 DISPUTE RESOLUTION MECHANISMS
The Escalation Ladder for Conflicts

Disputes are inevitable in volunteer organisations. The key is having clear, fair pathways to
resolution.

TIER 1: COMPANY-LEVEL DISPUTES
Examples: Captain vs. Lieutenant disagreement, parent complaint about an officer
Resolution Path:

1. Company Captain attempts mediation
2. If unresolved, Company Chaplain intervenes
3. [If still unresolved, escalate to Battalion

Timeline: Maximum 14 days at this level

TIER 2: BATTALION-LEVEL DISPUTES
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Examples: Inter-company conflict, officer grievance against Battalion Executive
Resolution Path:

1. Battalion Secretary logs formal complaint (Annex F)

2. Battalion Chairman appoints Ad-Hoc Dispute Resolution Committee:
o 1 Chaplain (neutral)
o 2 Senior Officers (not from involved companies)
o 1 Legal practitioner (if available)

3. Committee hears both parties within 7 days

4. Written ruling issued within 48 hours of hearing

5. Ruling is final unless appealed to State

Timeline: Maximum 21 days at this level

TIER 3: STATE-LEVEL APPEALS

When Battalion ruling is contested or involves constitutional interpretation
Resolution Path:

Appeal must be filed within 14 days of Battalion ruling
State Secretary convenes State Disputes Panel

Panel reviews case file, may call for additional testimony
State Council issues binding ruling

A=

Timeline: Maximum 45 days

TIER 4: NATIONAL ARBITRATION

Rarely invoked; only for constitutional crises or cross-state disputes
Resolution Path:

1. State Council forwards matter to National Headquarters
2. National President appoints Special Tribunal
3. Tribunal ruling is final and binding on all parties

15.4 WHISTLEBLOWER PROTECTION POLICY

Principle: Any officer or member who reports misconduct in good faith shall be protected
from retaliation.

WHAT QUALIFIES FOR WHISTLEBLOWER PROTECTION?

Reports of:
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Financial misappropriation or fraud

Child abuse or Safe from Harm violations
Breach of BB Constitution or Bye-Laws
Discrimination or harassment
Falsification of records

THE CONFIDENTIAL REPORTING CHANNEL
Option 1: Battalion Level

e Email: ethics@[Battalion |.com (managed by Secretary & Chairman only)
e Physical: Sealed envelope marked "CONFIDENTIAL - CHAIRMAN ONLY"

Option 2: State Level (if Battalion officials are implicated)

e State Secretary's confidential line
e State Chaplain (for spiritual/ethical matters)

Option 3: National Level (if State officials are implicated)
e National Headquarters Ethics Hotline
PROTECTION MECHANISMS

1. Anonymity: Whistleblower's identity concealed in all investigations (unless they
consent otherwise)

2. No Retaliation Clause: Any officer who retaliates against a whistleblower faces
immediate suspension

3. Separate Investigation Team: Alleged perpetrator excluded from all proceedings

4. Legal Support: BB Nigeria shall provide legal representation if whistleblower faces
intimidation

FALSE ALLEGATIONS - CONSEQUENCES
To prevent abuse of the system:

e Proven malicious false reports result in disciplinary action
e "Proven malicious" requires clear evidence of intent to harm, not merely mistaken
facts

15.5 CHECKLIST FOR THE SECRETARY (The "Monday Morning" Routine)
A quick operational loop for the Secretary to maintain control.

1. Check Emails: Acknowledge receipts.
2. Check State Directives: Any new circular from the State Secretary/Organizer?
3. Check Website: Is the home page current? (Remove old "Upcoming Events").
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4. Check The Matrix: Who owes the Council a report this week? (Send reminder).
5. Check the Calendar: What is the next deadline? (e.g., Annual Returns).

15.6 KPI CHECKLIST

o Website: "Latest News" updated within 48 hours of an event.

e Executive Ops: Action Matrix circulated within 24 hours of a meeting.

e State Returns: Monthly/Annual returns submitted to the State Secretary by the
regulatory deadline.

e Finance: All payment vouchers "Reviewed" on the banking platform within 12 hours
of Treasurer initiation.
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16: DIGITAL TRANSFORMATION ROADMAP

16.1 THE PHASED DIGITIZATION PLAN

Vision: Every Battalion operates a world-class digital infrastructure by 2030, regardless of
resource level.

PHASE 1 (YEAR 1): FOUNDATION LAYER
Goal: Eliminate paper-based chaos; establish basic digital presence
Mandatory Implementations:

1. Google Workspace for Nonprofits (Free)
o Professional email: secretary@lagossouthbb.org
o Shared Drive with folder structure (per SOP Chapter 7)
o Google Calendar for events
2. Battalion Website (Low-Cost: ¥50,000/year)
o Minimum pages: Home, About, Companies, Events, Contact
o News/Blog section for updates
o Downloadable resources (forms, manuals)
3. WhatsApp Business Account
o Official broadcast lists for:
m Executive Committee
m  Company Captains
m All Officers
o Professional greeting message
o Quick replies for FAQs
4. Digital Registration Forms (Google Forms)
o Camp registration
o Training course applications
o Annual company returns (Form B)

Success Metrics:

e [1100% of official correspondence via email (not personal WhatsApp)
e [] Website updated at least weekly
e [ Zero lost documents due to digital backup

PHASE 2 (YEAR 2): AUTOMATION & MOBILE ACCESS
Goal: Reduce administrative burden; increase parent engagement

Implementations:
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1. Battalion Management System
o Options: Custom-built (8500k-1M) or SaaS platform (R20k/month)
o Features:
m Officer database with training records
m Boy enrolment & attendance tracking
m Financial module (fees, donations)
m Automated reminders (meeting notices, payment due dates)
2. Mobile App for Parents (Progressive Web App - cheaper than native apps)
o View child's attendance
o Receive push notifications (event reminders, emergency alerts)
o Make payments (integrate Paystack/Flutterwave)
o Access BB educational content
3. E-Learning Platform for Boys
o LMS (Moodle/Google Classroom)
o Upload Bible study materials, civics lessons, skill-building videos
o Track completion for promotions
4. Virtual Meeting Capability
o Zoom Pro account (R70k/year) for Executive meetings
o Hybrid AGMs (in-person + online) for wider participation

Success Metrics:

e [160% of parents using mobile app
e [150% reduction in time spent on manual data entry
L1 All training materials accessible digitally

PHASE 3 (YEAR 3): INTELLIGENCE & INTEGRATION
Goal: Data-driven decision making; seamless inter-organisational collaboration
Implementations:

1. Business Intelligence Dashboard
o Real-time metrics:
m Battalion strength trends (growing/declining)
m Officer retention rates
m Financial health indicators
m  Company performance scores
o Predictive analytics (e.g., "3rd Lagos at risk of closure based on 6-month
attendance drop")
2. National Database Integration
o Battalion data syncs automatically with State and National HQ
o Eliminates duplicate data entry
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o Enables nationwide statistics for advocacy
3. Al-Powered Tools

o Chatbot on website (answers FAQs 24/7)

o Automated minute transcription (Otter.ai)

o Content generation assistance (newsletter drafts, social media posts)
4. Inter-Agency Platform

o Shared calendar with Scouts, Girls' Brigade for joint events

o Resource booking system (e.g., "State campsite available?")

Success Metrics:

e [ Zero manual data reconciliation needed
e [190% of routine inquiries handled by chatbot
e [ Real-time decision making using dashboard data

16.2 Al & AUTOMATION FOR SECRETARIATS
Ethical Al Use Guidelines
"4 Permitted Uses:

Draft routine correspondence (Secretary reviews and personalizes)
Generate meeting agendas from previous patterns

Summarize long documents

Create social media graphics (Canva Al)

Transcribe meeting recordings

X Prohibited Uses:

e Auto-generate minutes without human verification (legal liability)

e Use Al to make disciplinary decisions

e Share confidential data with Al tools (unless enterprise-grade with data protection)
e Replace human pastoral care with chatbots

Recommended Tools (2026):

Task Tool Cost Use Case

Draft emails ChatGPT/Claude Free-N20k/ | "Draft a formal letter inviting the Governor to
mo Founder's Day"

Transcription Otter.ai N8k/mo Convert Executive meeting audio to text
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Design Canva Pro N12k/mo Certificates, event posters, social media

Automation Zapier N20k/mo "When Form B submitted, add to
spreadsheet and send confirmation email"

Data Analysis | Google Sheets Al Free "Show me which companies have declining

enrolment"

The Human-in-the-Loop Principle

Every Al output must be reviewed by a human before it becomes official. Al is a

tool, not a replacement for discernment.

16.3 CYBERSECURITY FOR VOLUNTEER organisations

The Threat Landscape

Battalion secretariats face unique risks:

The "Cyber Hygiene" Checklist

Phishing: Fake emails claiming to be from State Council requesting bank details
Account Takeover: Hacked social media spreading false information

Data Breach: Leaked Boys' personal information (addresses, medical records)
Ransomware: Files encrypted, hackers demand payment

FOR THE SECRETARIAT:

Level 1: Basic (Mandatory for All)

[ Use strong, unique passwords (minimum 12 characters, mix of

letters/numbers/symbols)

[1 Enable 2-Factor Authentication (2FA) on:

Email

Banking platforms
Social media
Website admin

o O O O

L1 Never share passwords via WhatsApp/SMS

[ Log out of shared computers after use

Level 2: Intermediate (Recommended)

1 Use password manager (Bitwarden - free, LastPass)
[J Regular software updates (Windows, antivirus)
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e [ Encrypted email for sensitive matters (ProtonMail)
e [] VPN when using public Wi-Fi

Level 3: Advanced (For High-Risk Data)

[ Encrypted cloud storage (Google Drive encryption, Tresorit)
LI Physical security keys (YubiKey) for critical accounts

[ Regular penetration testing of website

[ Cyber insurance policy

[ ]
[ ]
[ ]
[ ]
FOR ALL OFFICERS (Awareness Training):
The "Think Before You Click" Protocol

Before clicking any link or downloading attachment, ask:

1. Do | know the sender personally?

2. Was | expecting this email?

3. Does the email address match the official domain? (secretary@lagossouthbb.org,
NOT lagossouthbb.secretary@gmail.com)

4. s there urgency pressure? ("Click now or account suspended!")

5. Are there spelling/grammar errors?

If ANY answer is concerning, do NOT click. Forward to IT/Secretary for verification.
The Incident Response Plan

When a breach occurs:

Hour 0-1: Containment

e Secretary immediately changes all compromised passwords

Disable affected accounts
Alert Executive Committee

Hour 1-24: Assessment

Determine what data was accessed
Identify affected individuals (Boys, officers, donors)
Preserve evidence (screenshots, logs)

Day 1-3: Notification

Inform affected parties

Report to State Council

File police report if criminal (fraud, blackmail)

Notify relevant authorities (NITDA if personal data breach)
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Day 3-30: Recovery

Restore systems from backup
Implement additional security measures
Conduct post-incident review

Update policies to prevent recurrence

16.4 DIGITAL INCLUSION STRATEGY

The Challenge: Not all companies have equal access to technology.

The Equity Framework

Company Type

Digital Capacity

Support Strategy

Urban,
Well-Resourced

High (smartphones, internet,
laptops)

Self-sufficient; can pilot new tools

Urban,
Low-Resource

Medium (some smartphones,
intermittent internet)

Battalion provides subsidized data,
shared devices

Rural, Resourced

Medium (devices but poor
connectivity)

Offline-first tools, quarterly data syncs

Rural,
Low-Resource

Low (minimal devices, no
reliable internet)

Paper-based + Battalion data entry
service

The "No Company Left Behind" Protocol

1. Digital Access Survey: Annually assess each company's tech capacity
2. Tiered Expectations:
o Tier 1 (Digital-Ready): Submit all forms online, use mobile app
o Tier 2 (Hybrid): Submit via WhatsApp photos, Battalion digitizes
o Tier 3 (Paper-Based): Submit physical forms, Battalion Zonal Officer collects
monthly
3. Equipment Lending Library:
o Battalion maintains 5-10 tablets for loan to struggling companies during
registration periods
4. Connectivity Partnerships:
o Negotiate with MTN/Airtel for discounted data bundles for BB officers

Case Study: Bridging the Divide
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1st Lagos South (Urban, Tech-Savvy) partnered with 23rd Lagos South (Rural, Low-Tech):

e 1st Lagos South donated 3 old laptops and trained 23rd's officers
e 23rd sends weekly updates via SMS, 1st enters into database
e Both companies' data quality improved; relationship strengthened
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17: CRISIS MANAGEMENT & ORGANISATIONAL
RESILIENCE

17.1 CRISIS CLASSIFICATION MATRIX

Not all emergencies are equal. The Secretariat must triage effectively.

Crisis Level Definition Examples Response Team

LEVEL 1: Routine Manageable within standard | Payment delays, minor Secretary + relevant
procedures event logistics department

LEVEL 2: Significant Requires Executive Officer misconduct Executive Committee
intervention allegation, company

closure threat

LEVEL 3: Critical Threatens Battalion Serious injury at camp, Crisis Management
reputation/operations financial fraud Committee + State
Council

LEVEL 4: Catastrophic Existential threat, national Death of a Boy, criminal | National HQ
implications charges against involvement, legal
leadership counsel, PR firm

17.2 SCENARIO PLAYBOOKS
PLAYBOOK 1: SERIOUS INJURY/MEDICAL EMERGENCY AT BATTALION EVENT
IMMEDIATE ACTIONS (0-30 minutes):

1. On-Site Response
o Camp Commandant/Event Coordinator calls emergency services
(ambulance)
o Designated First Aider provides immediate care
o Isolate other Boys from incident scene (prevent panic/trauma)
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o DO NOT move injured person unless life-threatening (fire, drowning)
2. Notification Chain

o Event Coordinator — Battalion Secretary (call, not text)

o Secretary — Battalion Chairman

o Secretary — Parents of injured Boy (compassionate, factual communication)
3. Documentation Begins

o Incident Report Form completed immediately

o Photos of incident scene (if safe and appropriate)

o Witness statements collected

HOURS 1-6: Stabilization

4. Family Liaison
o Battalion Chaplain or designated officer accompanies parents to hospital
o Provide hospital with child's medical records from camp registration
5. Communication Lockdown
o Secretary issues "Social Media Freeze" order to all officers
o Official statement prepared (see template below)
o Rumor monitoring team activated (Assistant Secretary + PRO)
6. Legal Notification
o Ifiinjury is severe, notify BB Nigeria insurance provider
o Contact Battalion legal advisor

DAYS 1-7: Investigation & Support

7. Root Cause Analysis
o Independent Safety Committee reviews incident
o Were protocols followed? (Two-adult rule, safety briefing, equipment checks)
o Interview staff and witnesses
8. Family Support
o Daily check-ins by Chaplain
o Financial support for medical bills (if Battalion liable)
o Counseling offered to affected Boy and family
9. Broader Communication
o Update to all parents of camp participants (without graphic details)
o Honest assessment shared with Executive Committee

TEMPLATE: INCIDENT NOTIFICATION TO PARENTS
Dear [Parent Name],

We write to inform you of a medical incident involving your son/ward, [Boy's Name],
during our Battalion Summer Camp on [Date].

WHAT HAPPENED:
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[Factual description: "At approximately 3:15 PM, during a supervised swimming
session, [Name] experienced difficulty in the shallow end of the pool. Our certified
lifeguard immediately responded..."]

CURRENT STATUS:

[Name] was transported to [Hospital Name] at [Time]. He is currently [stable/under
observation/receiving treatment]. [His injuries include...]

OUR RESPONSE:

- Our Chaplain, Rev. [Name], is at the hospital with your family.
- We have launched a full investigation into the circumstances.
- All other campers are safe and accounted for.

YOUR ROLE:

Please contact our Family Liaison Officer, [Name, Phone], for any questions or
updates. We will provide daily updates until [Boy's Name] is discharged.

We deeply regret this incident and are praying for [Boy's Name]'s swift recovery.
In Christ's service,
[Battalion Chairman]

[Battalion Secretary]
[Battalion Chaplain]

PLAYBOOK 2: ALLEGATION OF ABUSE AGAINST AN OFFICER

CRITICAL PRINCIPLE: Child safety overrides organisational reputation. Always err on the
side of protecting the child.

HOUR 0: IMMEDIATE SUSPENSION (NO INVESTIGATION YET)

Upon receiving allegation (from parent, Boy, or witness):
o Secretary logs complaint (Annex F)
o Immediate administrative suspension of accused officer (NOT a judgment
of guilt, but a safeguarding measure)
o Accused officer surrenders warrant and is barred from all BB activities
pending investigation

2. Notification

o Battalion Chairman informed immediately
o State Secretary notified within 6 hours
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o If allegation involves criminal conduct (sexual abuse, assault), police notified
immediately
3. Victim Support
o Chaplain (if not the accused) provides pastoral care to child and family
o Referral to professional counseling services
o Assurance that reporting was the right thing to do

DAYS 1-3: INVESTIGATION INITIATION

4. Independent Investigation Team
o State Council appoints investigators (NEVER Battalion officers - conflict of
interest)
o Team includes:
m Child protection specialist (social worker, counselor)
m Legal advisor
m Senior BB officer from another Battalion
5. Evidence Preservation
o All communication records (emails, WhatsApp, letters) involving accused
officer secured
o Witnesses identified and interviewed separately
o Physical evidence (if any) catalogued
6. No Contact Order
o Accused officer prohibited from contacting victim, family, or witnesses
o Violation of this order results in immediate termination

WEEKS 1-4: INVESTIGATION & DETERMINATION

7. Parallel Processes

o Police Investigation: BB fully cooperates; does not obstruct justice
o BB Internal Investigation: Determines if Code of Conduct violated (lower
standard of proof than criminal court)
8. Possible Outcomes:
o Allegation Substantiated: Officer dismissed, warrant permanently revoked,
reported to National HQ (to prevent transfer to another Battalion )
o Allegation Unsubstantiated but Concerns Remain: Officer may return after
retraining; placed under supervision
o Allegation False/Malicious: Officer reinstated with public apology; false
accuser faces consequences
9. Policy Reform
o Every substantiated case triggers a review of Safe from Harm protocols
o Lessons learned shared (anonymously) with all Battalion s

LEGAL CONSIDERATIONS
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e Mandatory Reporting: If allegation involves child abuse, Nigerian law requires
reporting to police and social welfare (Child Rights Act)
e No Settlements to Silence Victims: BB Nigeria does not enter "hush money"
agreements
e Evidence Standards:
o Criminal court: Beyond reasonable doubt
o BB internal: Balance of probabilities (more likely than not)

PLAYBOOK 3: FINANCIAL FRAUD/MISAPPROPRIATION
RED FLAGS (Early Warning Signs):

e Treasurer/Secretary refuses to share bank statements

e Unexplained delays in fee remittances to State Council

e Lavish personal spending by officer coinciding with BB fundraising
e Missing receipts, altered records

INVESTIGATION PROTOCOL
Step 1: Preliminary Assessment

e Chairman and an independent officer (not Secretary or Treasurer) conduct discreet
review of financial records

e Compare bank statements vs. official ledgers

e |dentify discrepancies

Step 2: If Fraud Suspected

e Immediate suspension of accused officer
e Freeze Battalion bank account (prevent further losses)
e Engage professional auditor (forensic accountant if amounts significant)

Step 3: Recovery & Prosecution

e Demand full restitution from accused

e File police report (Economic and Financial Crimes Commission - EFCC - if amount
exceeds R1M)

e Civil suit to recover funds

Step 4: Institutional Safeguards

e Review and strengthen financial controls (e.g., mandatory dual signatories, quarterly
audits)

e Replace compromised officers

e Transparent communication to donors (to restore confidence)
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TEMPLATE: FRAUD DISCLOSURE TO COUNCIL
CONFIDENTIAL MEMORANDUM
TO: All Executive Committee Members
FROM: Battalion Chairman & Independent Auditor
DATE: [Date]
RE: Findings of Financial Irregularity Investigation

Following concerns raised regarding discrepancies in the Battalion accounts, an
independent audit was commissioned on [Date]. The audit has revealed the
following:

FINDINGS:

- Total amount unaccounted for: 8/Amount]
- Period: [Start Date] to [End Date]

- Officer(s) involved: [Name, Position]

- Method: [e.g., "Unauthorized withdrawals using Battalion ATM card; falsified
receipts"]

ACTIONS TAKEN:

1. Immediate suspension of [Officer Name]

2. Case reported to [Police Station/EFCC] on [Date] - Case No. [Number]
3. Civil recovery proceedings initiated

CORRECTIVE MEASURES:

1. All bank accounts now require three signatories (previously two)

2. Monthly bank reconciliations (previously quarterly)

3. Mandatory audit every 6 months (previously annual)

This matter will be discussed in a closed Executive session on [Date]. All members
are reminded of their confidentiality obligations.

Signed:

[Chairman]
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[Independent Auditor]

PLAYBOOK 4: PANDEMIC/NATURAL DISASTER BUSINESS CONTINUITY

Lessons from COVID-19

The "Three Modes" of Operation:

Mode

Trigger

Activities

Example

GREEN (Normal)

No restrictions

Full in-person
programmes

Pre-COVID era

YELLOW
(Adapted)

Mild restrictions

Hybrid (small groups +
virtual)

Post-COVID "new
normal"

RED (Suspended)

Lockdown/severe
threat

Virtual-only or complete
pause

March-June 2020

Business Continuity Plan (BCP)

MISSION-CRITICAL FUNCTIONS (Must continue even in RED mode):

poon

ADAPTATIONS BY SECTION:

Anchor Boys (Ages 5-8):

Spiritual Formation: Virtual devotionals, online Bible study
Officer Communication: Weekly Zoom check-ins

Financial Administration: Online banking, digital receipts
State Reporting: Ensure Battalion remains in good standing

e YELLOW Mode: Outdoor-only activities (lower transmission risk); parents present
e RED Mode: Weekly activity packs delivered to homes (crafts, Bible stories);

parent-led with Battalion guidance

Junior Section (8-11):

e YELLOW Mode: Small patrols (max 10 Boys); rigorous hand hygiene
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e RED Mode: WhatsApp video calls (Captain reads story, Boys show their projects)
Company Section (12-15):

e YELLOW Mode: Large outdoor venues (school fields); maintain social distancing
e RED Mode: Zoom meetings; online badge work; virtual drill practice (Boys at home
in uniform)

Senior Section (15-18):

e YELLOW Mode: Community service projects (outdoor); camping in household
bubbles

e RED Mode: Online leadership training; virtual mentorship pairings; e-learning
modules

FINANCIAL SUSTAINABILITY DURING CRISIS:

e Freeze Expansion: No new companies planted until crisis passes

o Flexible Payment Plans: Allow families to defer capitation fees

e Emergency Fund: Battalions should maintain 3-6 months operating expenses in
reserve

e Alternative Fundraising: Virtual events (online concerts, e-raffles)

COMMUNICATION DURING CRISIS:

e Daily Updates (first 7 days of crisis): Even if no new information, reassure
stakeholders

e Weekly Updates (ongoing): Situation assessment, revised plans

e Rumor Control: Designate ONE official spokesperson (usually Chairman or
Secretary)

17.3 REPUTATION CRISIS MANAGEMENT
What is a Reputation Crisis?

Negative publicity that threatens public trust in the BB, even if the underlying incident is
resolved.

Examples:

e Viral social media post claiming BB is "cultish" or "abusive"
e Media report on financial mismanagement
e Public figure criticizes BB

THE 72-HOUR RESPONSE WINDOW
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Research shows: organisations have approximately 3 days to control the narrative before
public opinion solidifies.

HOUR 0-6: ASSESS & STRATEGIZE

1. Secretary compiles all facts (what actually happened vs. what is being claimed)
2. Legal review (are there defamation/libel grounds?)
3. Crisis Communication Team assembled:
o Chairman (final decision maker)
Secretary (facts coordinator)
PRO (media liaison)
Chaplain (moral/spiritual framing)
Legal Advisor (if needed)

o O O O

HOUR 6-24: RESPOND
Option A: Full Transparency (if BB made a mistake)
PRESS STATEMENT

The Lagos South Battalion Council acknowledges the concerns raised regarding
[incident]. We take these matters seriously.

WHAT HAPPENED:

[Factual account]

OUR FAILURES:

[Where BB fell short - specific, no excuses]
CORRECTIVE ACTION:

[What we've already done + what we will do]
ACCOUNTABILITY:

[Who is responsible; consequences imposed]

We are committed to regaining your trust through demonstrated change, not just
words.

Contact: [Secretary Name, Email, Phone]
Option B: Factual Correction (if allegations are false/exaggerated)

PRESS STATEMENT
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We have reviewed the claims circulating on social media regarding [incident]. The
facts are as follows:

CLAIM: [Quote the false claim]
FACT: [Provide evidence-based correction]
CLAIM: [Next false claim]

FACT: [Correction]

We invite any person with evidence of wrongdoing to submit it formally to [contact].

We will not respond to anonymous social media allegations.
Our doors remain open for diaogue.
Contact: [Secretary Name, Email, Phone]

HOUR 24-72: AMPLIFY & MONITOR

3. Multi-Platform Distribution:
o Official website (prominently displayed)
o Email to all officers and parents
o Social media (Facebook, X, Instagram)
o Press release to media houses (if warranted)
4. Third-Party Validators:
o Request support statements from:
m Host churches ("We stand by our BB company...")
m  Alumni ("As a former BB Boy, | can attest...")
m  Community leaders
5. Monitoring Dashboard:
o Assistant Secretary tracks social media sentiment hourly
o Respond to questions/comments (compassionate, factual, brief)
o DO NOT engage trolls or inflammatory comments

WEEK 1-4: REBUILD

6. Actions Speak Louder:
o If fraud occurred, publish monthly financial transparency reports
o If safety failed, conduct public safety drills showing improved protocols
o Host community forums to answer questions
7. Media Outreach:
o Invite journalist to visit a company meeting (show positive side)
o Op-ed in newspaper by Chairman: "Why we do this work..."

17.4 INSURANCE & LIABILITY MANAGEMENT
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Why Battalions Need Insurance

Volunteers often assume "we're a church organisation, we're covered." This is false.

REQUIRED COVERAGE:

Insurance Type

What It Covers

Recommended
Minimum

Provider Examples
(Nigeria)

Public Liability

Injuries to Boys/public at events

N10M per incident

AXA Mansard, AlICO

Professional Claims against officers for R5M Leadway, Sovereign Trust
Indemnity negligence

Fidelity Loss from fraud by officers N2M Custodian, NSIA
Guarantee

Personal Death/disability of volunteer R500k per officer Old Mutual, AlICO
Accident

(Officers)

Vehicle (if Accidents involving BB vehicles N1M third-party Any motor insurer

Battalion owns)

How to Obtain

N~

CLAIMS PROCEDURE

When Incident Occurs:

1. Secretary completes Incident Report Form

Battalion Treasurer solicits quotes from 3+ insurers
Executive Committee reviews coverage vs. cost
Premium paid from Battalion budget (typically 8#150k-300k/year for basic package)
Certificate of Insurance displayed on website; copies to State Council

2. Notify insurer within 48 hours (email + phone call)
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3. Insurer assigns claims adjuster
4. Battalion provides:
o Incident report
o Witness statements
o Photos
o Medical reports (if injury claim)
o Police report (if theft/criminal damage)
5. Insurer investigates and settles claim or defends Battalion in lawsuit

What Insurance Does NOT Cover

e Intentional harm by an officer (e.g., assault)

e Activities outside BB scope (e.g., officer uses BB vehicle for personal business)

e Pre-existing conditions (e.g., Boy with known heart condition collapses - may be
disputed)

17.5 LEGAL RESOURCE DIRECTORY
Every Battalion should maintain relationships with pro bono or low-cost legal support.
THE LEGAL ADVISORY PANEL (Recommended Structure)

Recruit 2-3 lawyers (preferably BB alumni or church members) to serve as volunteer legal
advisors:

Roles:
e Review contracts (campsite rental, supplier agreements)
e Advise on employment law (if Battalion has paid staff)
e Represent Battalion in minor disputes
e Connect Battalion to specialist lawyers (criminal, IP, etc.) when needed

Retainer: Honorary position (no fee), but Battalion covers disbursements (court filing fees,
etc.)

WHEN TO ESCALATE TO PAID COUNSEL
Volunteer lawyers handle:

e Contract reviews
e Routine legal questions
e Pre-litigation settlement negotiations

Paid lawyers required for:
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Criminal charges against Battalion/officers
Lawsuits exceeding 81M

Constitutional law challenges

Intellectual property disputes

NATIONAL BB NIGERIA LEGAL SUPPORT

In crises affecting multiple Battalion s (e.g., government attempt to regulate youth
organisations), National HQ may:

e Retain law firm on behalf of all Battalion s
e File amicus briefs (friend of the court)
e Coordinate legal strategy

Battalions contribute to legal defense fund based on membership size.
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Conclusion

Epilogue: The Legacy of the Sure and Steadfast Leader

As this manual concludes, it is essential to remember that the structures, workflows, and
digital archives described in these chapters are not ends in themselves. They are the
scaffolding upon which the spiritual and social development of the Boy-child is built. A
well-managed Secretariat is the silent heartbeat of a thriving Battalion; when the
administration is "Sure and Steadfast," the Officers are empowered to lead, the Parents are
inspired to trust, and the Boys are provided with a safe, consistent environment to grow into
the men God designed them to be.

The transition from "oral tradition" to a documented, ISO-aligned governance system marks
a new dawn for the Lagos South Battalion Council. By adopting these standards, we are
making a solemn commitment to the future. We are ensuring that the Advancement of
Christ’'s Kingdom is never hindered by misplaced records, unratified decisions, or
disorganized leadership. Instead, we offer the Boy-child a model of excellence that he can
carry into his own life, career, and ministry.

May this manual serve as a faithful companion to every Battalion Secretary and Officer. Let
it be a living document—one that evolves with the times but remains anchored in our core
Object. As we move forward, let our administrative discipline be our testimony, proving that
in the service of the King of Kings, nothing less than our very best is acceptable.

Sure and Steadfast.
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VOLUME 2: THE BOY-CHILD DEVELOPMENT HANDBOOK

Curriculum, Safeguarding & Impact Measurement
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INTRODUCTION: THE MANDATE

"The advancement of Christ's kihngdom among Boys and the promotion of
habits of Obedience, Reverence, Discipline, Self-respect and all that tends
towards a true Christian manliness."

This handbook operationalizes the Object of The Boys' Brigade for the 21st-century
Nigerian Boy-child. It answers:

e What should every BB Boy learn and experience?
e How do we measure if we're succeeding?
e Why does this matter for his life trajectory?

Target Audience: Company Captains, Training Officers, Battalion Secretaries, Chaplains
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CHAPTER 1: THE 21ST CENTURY BOY-CHILD -
CONTEXT ANALYSIS

1.1 WHO IS THE NIGERIAN BOY-CHILD TODAY?
Demographics (2026 Data):

30% of Nigeria's population (60M+) are Boys aged 5-18
42% live in urban areas; 58% rural

10.5 million out-of-school children (60% male)

Average age of first smartphone exposure: 9 years old

Challenges He Faces:
1. Educational Gaps

Underfunded schools (avg. 45 pupils per teacher in public schools)
Examination malpractice culture

Limited access to STEM education

Disconnect between curriculum and job market

2. Family Instability

e 35% of BB Boys come from single-parent homes (based on Lagos South survey
2024)

e Migration of parents for work (Boys raised by extended family)

e Financial pressure on families (unemployment, inflation)

3. Moral/Spiritual Confusion

e Exposure to pornography (avg. first exposure: age 11 - UK stats, likely similar in
Nigeria)

e "Get-rich-quick" mentality (internet fraud glorification)

e Erosion of respect for authority (elders, teachers, law enforcement)

e Religious nominalism (church attendance without transformation)

4. Digital Risks

Cyberbullying

Gaming addiction (avg. 4+ hours/day for some demographics)
Misinformation (conspiracy theories, extremism)

Loss of face-to-face social skills

5. Violence & Insecurity

e Recruitment into gangs/cultism (often starts in secondary school)
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e Kidnapping threats (especially in certain regions)

e Police brutality / extrajudicial killings (creates distrust)

1.2 WHAT HE NEEDS (The Gap Analysis)

Need Current Deficit BB Response
Positive  Male Role | Absent fathers; teachers | BB Officers mentor weekly
Models overwhelmed

Structured Discipline

Permissive parenting; chaotic
schools

Drill, inspections, standards

Spiritual Foundation

Shallow Christianity

Bible study, prayer, service

Life Skills

Schools teach theory, not skills

First aid, budgeting, leadership

Safe Community

Peer pressure toward deviance

Accountability in a BB company

Purpose & Identity

Aimlessness, low self-worth

"l am a Brigade Boy; | have a
mission"

1.3 THE OPPORTUNITY

The Boy-child in BB has:

If we
nation-builders.

Emotional Intelligence and Positive Masculinity

118 of 208

52 weeks/year of consistent engagement (vs. sporadic school mentorship)
Multi-generational community (seniors mentor juniors)

Proven framework (141 years of global BB success)
Church integration (spiritual reinforcement)

get this right, we shape not just individuals but future fathers, leaders, and




THE BOYS’ BRIGADE BATTALION GOVERNANCE MANUAL - Taiwo Obasan

In the context of the Nigerian Boy child, traditional masculinity norms often suppress
emotional expression, leading to increased risk of mental health issues and social friction.™
The curriculum must intentionally teach Emotional Intelligence (El), which is characterized
by self-awareness, self-regulation, empathy, and social skills."" Research indicates that El is
a stronger predictor of success than 1Q, making it an essential component of leadership
training.""

Mentorship models like "Becoming A Man" (BAM) and "Boys to Men" (B2M) offer valuable
structures for this. These programmes use "group counseling” or "circle meetings" where
mentors model vulnerability and self-reflection.” By creating a safe space for Boys to
discuss their fears, peer pressure, and aspirations, the BB breaks the "emotional
straitjacket" that often leads to destructive behaviors like the "get-rich-quick" syndrome or
bullying."

Addressing the "Get-Rich-Quick" Syndrome

A significant contemporary challenge for the BB in Nigeria is the rise of the "get-rich-quick"
mentality, often manifesting in "Yahoo-Yahoo" (cybercrime) and other fraudulent activities.
This phenomenon drains Company enrolments as Boys are lured away by the promise of
instant wealth.” The Secretariat must counter this by integrating "Dignity in Labour" and
"Financial Literacy" into the curriculum.’ Teaching the value of honest work, long-term
investment, and ethical entrepreneurship is a core part of advancing Christ’s Kingdom in a
modern economic context.'

Implementation checklist

e Map your company or Battalion context: list the main education, family, moral,
digital, and security pressures your Boys face (use 1.1-1.2 as a guide).

e Hold a one-hour officer reflection meeting to discuss which of the identified
challenges are visible among your Boys now.

e |dentify 3 priority risks for your section (e.g., pornography, cultism, get-rich-quick
mentality) and write them down clearly.

e For each priority risk, note one BB response you already run (e.g., Bible class,
mentorship, PT) and one new response you need to add or strengthen.

e Integrate at least one Emotional Intelligence element (feelings check-in, circle
discussion) into your monthly programme for Company and Senior Sections.

e Brief parents or church leadership at your next meeting on what you see in the Boys
and how BB is responding, to build partnership rather than working alone.

SAFEGUARDING CODE OF CONDUCT
For All BB Officers, Helpers and Visitors

Our Commitment

e FEvery Boy has the right to participate in BB activities free from physical, emotional,
or sexual harm.
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Protecting children is a Christian, legal, and organisational duty, not an optional
extra.

Always

Never

Treat every Boy with respect and dignity in words, tone, and behaviour.

Follow the Two-Adult Rule: never be alone in a private space with a Boy.

Use open, visible spaces for all counselling and one-to-one conversations (door
open, second adult nearby).

Keep physical contact age-appropriate, public, and brief — no lap-sitting, tickling, or
rough play.

Report any concern, suspicion, or disclosure of abuse immediately to the Company
Captain or Battalion Safeguarding Lead (Secretary/Chairman), using the
Safeguarding Incident Form.

Cooperate fully with church, Battalion, and legal authorities during any investigation.

Hit, slap, or use any form of physical punishment.

Shout, insult, shame, or threaten a Boy, even “as a joke.”

Give gifts or money in secret, or favour one Boy in a way that creates dependence.
Engage in sexual talk, jokes, messages, or content with or around Boys (including
on phones and social media).

Contact a Boy privately by phone, chat, or social media; always include parents or
use official group channels.

Transport a Boy alone in your car unless in a clear emergency and with parent
notification as soon as possible.

If a Boy Tells You Something Is Wrong

Listen calmly, take them seriously, and thank them for speaking up.

Do not promise secrecy; explain that you must tell the right people to keep them
safe.

Write down exactly what the Boy said, in their own words, with date and time.
Report to your Captain/Secretary/Chairman the same day; they will follow the
reporting procedure to church and authorities.

Do not investigate yourself or confront the alleged abuser.

Contact for Concerns in This Company/Battalion

Company Captain: Phone:
Battalion Secretary (Safeguarding Lead): Phone:
Chaplain/Pastor: Phone:

“This Code applies to all officers, helpers, and visitors at BB activities. Breaches may lead to
removal from duty and, where necessary, legal action.”
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CHAPTER 2: THE BB DEVELOPMENTAL FRAMEWORK

2.1 THE FIVE PILLARS OF BB FORMATION

Every BB programme activity should contribute to at least one pillar:

PILLAR 1: SPIRITUAL FORMATION

Objective: The Boy knows Jesus personally, understands Scripture, and lives out his faith.

Age-Appropriate Outcomes:

Section

By End of Section, Boy Should...

Anchor Boys (5-8)

Know 5 Bible stories; memorize Psalm 23; pray simple prayers

Junior Section (8-11)

Read Bible independently; explain the Gospel; share testimony

Company Section
(12-15)

Lead devotions; defend faith in peer conversations; serve in
church

Senior Section (15-18)

Disciple others; articulate theology; integrate faith with
studies/career plans

Key Activities:

Testimonial sharing
Missionary projects

Weekly Bible study (age-graded curriculum)
Scripture memory competitions

Chaplain-led retreats

PILLAR 2: CHARACTER DEVELOPMENT

Objective: The Boy exemplifies Obedience, Reverence, Discipline, Self-respect.

The BB Character Matrix:
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Definition Observable Behaviors

Obedience Willing submission to rightful | Follows instructions first time; respectful to elders
authority

Reverence Awe and respect for God and sacred | Attentive during prayers; honors church property

things
Discipline Self-control and consistent habits Arrives on time; completes tasks; resists temptation
Self-Respect | Values himself as God's creation Good hygiene; refuses peer pressure; protects his

body

Assessment Tool: Officers rate each Boy quarterly on 1-5 scale for each trait; trends
tracked over years.

PILLAR 3: PHYSICAL DEVELOPMENT

Objective: The Boy is healthy, active, and understands his body is "a temple of the Holy
Spirit" (1 Cor 6:19).

Age-Appropriate Outcomes:

Section Physical Goals

Anchor Boys Gross motor skills (running, jumping); basic hygiene

Junior Section Team sports; swimming; hiking; injury prevention

Company Physical fithess tests; nutrition knowledge; first aid certification
Section

Senior Section | Advanced sports; outdoor survival skills; understanding puberty/sexual
health (age-appropriate)

Non-Negotiable Activities:

Weekly PT (Physical Training)

Annual sports day

Swimming lessons (where feasible - drowning prevention)
First aid training

123 0f 208



THE BOYS’ BRIGADE BATTALION GOVERNANCE MANUAL - Taiwo Obasan

PILLAR 4: INTELLECTUAL/VOCATIONAL DEVELOPMENT

Objective: The Boy is equipped for academic success and future employment.
Skills Curriculum:

Academic Support:

e Homework help sessions (Junior/Company Sections)
e Scholarship application guidance (Senior Section)
e STEM clubs (robotics, coding - where resources allow)

Vocational Training (Company/Senior Sections):

Carpentry

Electrical wiring

Plumbing

Tailoring

Computer literacy
Business/entrepreneurship basics

Why This Matters: Not all Boys will attend university. Vocational skills ensure dignity
through work.

Partnership Model: Battalion partners with trade associations (e.g., Tailors' Guild) for
apprenticeship placements.

PILLAR 5: CIVIC RESPONSIBILITY
Objective: The Boy is an engaged citizen who contributes to his community and nation.
Knowledge Base:

Nigerian Constitution basics

Structure of government (local, state, federal)

Rights and responsibilities of citizenship

How to engage authorities (write to representatives, etc.)

Service Projects:

e Community cleanup
e Visiting orphanages/hospitals
e Anti-drug campaigns in schools
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e Election monitoring (Seniors, with proper training)
Capstone Project (King's Badge Requirement):

e Boy identifies a community problem
e Designs and implements a 3-month intervention
e Documents results

2.2 AGE-GRADED PROGRESSION MAP
Anchor Boys (Ages 5-8): FOUNDATION
Theme: "Jesus loves me; | am special”
Typical Meeting Structure (90 minutes):

Game/Energizer (15 min)
Bible story (15 min)

Craft activity (20 min)

Snack time (10 min)

Simple drill/marching (15 min)
Closing prayer/song (5 min)

R

Core Skills Developed:

Listening

Following simple instructions
Sharing with peers

Basic hygiene

Recognizing emotions

Assessment: No formal exams; officer observation of participation and behavior.

Junior Section (Ages 8-11): EXPLORATION
Theme: "l can serve God with my talents"
Typical Meeting Structure (2 hours):

Inspection (10 min)

Devotion (15 min)

Badge work (30 min) - choice of: sports, arts, first aid, etc.
Drill (20 min)

poon
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5. Team games (30 min)
6. Announcements & prayer (15 min)

Core Skills Developed:

Reading/writing

Teamwork

Basic first aid

Swimming

Public speaking (testimonies)

Assessment: Badge exams; drill competitions; Bible quiz.

Company Section (Ages 12-15): CONSOLIDATION
Theme: "l am a leader in training"
Typical Meeting Structure (2.5 hours):

1. Inspection (15 min)

2. Devotion & discussion (20 min)

3. Skill station rotations (60 min):
o Station 1: Leadership training
o Station 2: Vocational skill
o Station 3: Physical fithess

4. Dirill & band practice (45 min)

5. Debrief & prayer (10 min)

Core Skills Developed:

Leadership (patrol leaders)
Conflict resolution
Financial literacy
Advanced first aid

Career exploration

Assessment: Promotions to NCO ranks; King's Badge pursuit.

Senior Section (Ages 15-18): TRANSFORMATION
Theme: "I am a Christian man, ready to serve"

Typical Meeting Structure (3 hours):
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Officer-led devotion (30 min - deep theological discussion)
Mentorship pairings (30 min - one-on-one with officer)
Community service project work (60 min)

Advanced training (45 min) - e.g., public speaking, debate, coding
Fellowship & prayer (15 min)

o 0d =

Core Skills Developed:

Discipleship (mentoring younger Boys)

Ethics & decision-making

Career planning

Civic engagement

Marriage preparation (age-appropriate discussions on relationships)

Assessment: King's Badge completion; transition to Officer track or Alumni network.

2.3 THE BADGE SYSTEM - MOTIVATING EXCELLENCE
Philosophy: Badges are not just decorations; they are evidence of mastery.
Badge Categories:

1. Spiritual Badges
o Bible Knowledge (Bronze, Silver, Gold levels)
o Scripture Memory
o Evangelism (led friend to Christ)
2. Service Badges
o Community Service (50 hours, 100 hours, 200 hours)
o Church Ministry
o Missionary Support
3. Skill Badges
First Aid
Camping
Swimming
Music (band)
o Vocational (carpentry, tailoring, etc.)
4. Leadership Badges
o Patrol Leader
o Drill Instructor
o Mentor (to younger Boys)
5. The King's Badge (Pinnacle Achievement)
o Requirements:
m 3+ yearsin BB

o O O O
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Minimum age 15
Proficiency in: Bible knowledge, drill, first aid, swimming
Community service project (documented)
Officer recommendation
m Interview with Battalion Chaplain
o Recognition: Presented at Battalion Parade; lifetime membership in King's
Badge Alumni

2.4 MEASURING DEVELOPMENTAL OUTCOMES

The Challenge: How do we know if a Boy is actually developing, not just attending?
The "BB Growth Portfolio" (Individual Boy Tracking)

Each Boy has a digital or physical portfolio maintained by Company Secretary:
Section 1: Attendance & Participation

e \Weekly attendance record
e Events participated in (camps, competitions, church services)

Section 2: Skills Acquired

e Badges earned (with dates)
e Certificates (first aid, swimming, vocational training)
e Promotion history (rank progression)

Section 3: Character Assessment

e Quarterly officer ratings (Obedience, Reverence, Discipline, Self-Respect - 1-5 scale)
e Behavioral incident reports (if any)
e Positive recognitions (caught doing good deeds)

Section 4: Spiritual Milestones

e Salvation testimony (date, brief account)
e Baptism (if applicable)
e Ministry involvement (Sunday school teacher, usher, etc.)

Section 5: Academic & Vocational Progress

e School report cards (if parent consents to share)
e Career interests identified
e Scholarships/awards
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Portfolio Review:

e Quarterly: Captain reviews with each Boy (10-minute 1-on-1: "How are you doing?
What are your goals?")
e Annually: Comprehensive review with parent (progress report sent home)

2.5 THE "TRAFFIC LIGHT" EARLY WARNING SYSTEM
To identify Boys at risk before they drop out or fall into trouble:
GREEN (Thriving):

Attendance >80%

Progressing in badges

Positive character trajectory

Action: Celebrate; consider leadership opportunities

YELLOW (At Risk):

e Attendance 50-80%

e Stagnant in badge work

e Behavioral concerns (minor fights, disrespect)

e Action: Captain schedules meeting with Boy and parents; assign mentor
RED (Crisis):

e Attendance <50% or 3+ consecutive absences

e Serious behavioral issues (violence, theft)

e Rumored gang involvement

e Action: Immediate intervention (Chaplain, welfare officer, possibly referral to social

services)

Workflow:

1. Company Secretary flags YELLOW/RED Boys in monthly report to Battalion

2. Battalion Welfare Officer coordinates support (counseling, financial aid, family
mediation)

3. Quarterly review: Did intervention work? (Downgrade to GREEN or escalate support)

Implementation checklist

e Review your current annual programme and mark each activity against the Five
Pillars (Spiritual, Character, Physical, Intellectual/Vocational, Civic). Eliminate
“pillar-less” activities.
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For each age section you run, write a simple 1-page profile: key outcomes, typical
meeting structure, and core skills that must be covered by year-end.

Introduce or update the BB Growth Portfolio for every Boy, even if you start with a
simple paper folder tracking attendance, badges, and spiritual milestones.

Start using the Traffic Light Early Warning System quarterly: classify Boys as
Green/Yellow/Red and agree follow-up steps for each Yellow/Red case.

Schedule at least one “pillar review” meeting per year where officers ask, “Are we
really forming Boys in all five pillars or over-focusing on drill and parade?”

Share the Five Pillars and progression map with parents and Chaplains, so
expectations for Boy-child development are aligned.
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CHAPTER 3: CURRICULUM STANDARDIZATION

3.1 THE NATIONAL CORE CURRICULUM (80% Standard, 20% Contextual)

Rationale: A Boy transferring from Lagos to Kano should find familiar structure; yet local
context matters.

THE 80% (Non-Negotiable Across All Companies):
MODULE 1: SPIRITUAL FORMATION (30% of meeting time)
Weekly Bible Study Series (4-Year Cycle):

Anchor Boys:

Year 1: Old Testament Stories (Creation, Noah, Moses, David)
Year 2: Life of Jesus (Birth, Miracles, Parables, Resurrection)
Year 3: New Testament Heroes (Peter, Paul, Timothy)

Year 4: Psalms & Proverbs for Kids

Junior Section:

Year 1: The Gospels (one per quarter)

Year 2: Acts of the Apostles

Year 3: Paul's Letters (practical living)

Year 4: Christian Apologetics for Kids (Why we believe)

Company Section:

Year 1: Christian Worldview (vs. secularism, Islam, ATR)
Year 2: Discipleship & Evangelism

Year 3: Ethics & Moral Issues (purity, honesty, justice)
Year 4: Church History & BB Heritage

Senior Section:

Year 1: Systematic Theology (God, Christ, Spirit, Church)
Year 2: Christian Leadership

Year 3: Faith & Work (integrating Christianity into career)
Year 4: Mentorship Practicum (teaching younger Boys)

Delivery Method:

e Lesson plans provided by Battalion Training Officer
e Captain or Chaplain teaches
e Discussion-based (not lecture)
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e Memory verse each week

MODULE 2: DRILL & DISCIPLINE (20% of meeting time)

Why Drill?
e Teaches obedience to commands
e Builds muscle memory for discipline
e Creates visual unity (parade aesthetics)
e Confidence booster (Boys stand tall)

Standard Drill Syllabus (Aligned with BB International):
Anchor Boys:

e Standing at ease/attention
e Simple marching in formation
e Saluting

Junior Section:

e Directional turns (left, right, about turn)
e Formation changes (single file, double file)
e Flag drill basics

Company Section:

e Precision drill (competitions)
e Command voice training (future NCOs)
e Guard of honor protocol

Senior Section:

e Drill instructor certification
e Choreographed displays (for public events)

Assessment: Annual Battalion Drill Competition; companies ranked.

MODULE 3: PHYSICAL EDUCATION (15% of meeting time)

Minimum Standard: Every BB Boy should be able to:

By Age 11:
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e Run 1km without stopping
e Swim 25 meters (where facilities exist; otherwise, water safety knowledge)
e Perform 10 push-ups, 20 sit-ups

By Age 15:

e Run 3km in under 20 minutes

e Swim 50 meters

e Perform 25 push-ups, 50 sit-ups

e Basic first aid (CPR, wound dressing)
By Age 18:

e Physical fitness test (military-style standard)
e Advanced first aid certification
e Qutdoor survival skills (camp-building, fire-starting, navigation)

Sports programme:

Football (most common)

Volleyball

Athletics (track and field)

Indigenous games (ayo, ludo - cultural preservation)

[ J

[ J

[ J

[ ]
MODULE 4: LIFE SKILLS (20% of meeting time)
Essential Skills Every Boy Must Learn:
Communication:

e Public speaking (presentations, testimony sharing)
e Letter writing (formal correspondence)
e Active listening

Financial Literacy:

Budgeting (personal allowance management)

Savings culture

Avoiding debt traps (payday loans, betting)

Basic entrepreneurship (how to start a small business)

Domestic Skills:

e Cooking (nutrition, food safety)
e Laundry & ironing (self-sufficiency)
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e Home repairs (changing bulb, unclogging sink)
Digital Literacy:

Typing & basic computer use (Microsoft Office)
Internet safety (avoiding scams, cyberbullying)

Email etiquette

Coding basics (Scratch for younger; Python for older)

Delivery Method: Rotate monthly (e.g., January = Financial Literacy, February = Cooking,
etc.)

MODULE 5: CITIZENSHIP & SERVICE (15% of meeting time)
Civic Knowledge:

Nigerian National Anthem, Pledge (memorized)
National symbols (flag, coat of arms - meaning)
Structure of government

Rule of law vs. corruption

Service Projects (Quarterly):

Q1: Church grounds beautification

Q2: Hospital/orphanage visit

Q3: Community cleanup

Q4: Christmas outreach (caroling, gifts to less privileged)

Impact Measurement:

e Total service hours logged per Boy
e Community feedback (thank-you letters from beneficiaries)

3.2 THE 20% (Contextual Adaptation)

Companies may customize based on:

Geographic Context:
e Coastal/Riverine Areas: Emphasize swimming, boat safety
e Northern Arid Zones: Water conservation, desert survival
e Urban Slums: Sanitation, disease prevention
e Rural Agricultural: Farming techniques, cooperative economics

134 0of 208



THE BOYS’ BRIGADE BATTALION GOVERNANCE MANUAL - Taiwo Obasan

Denominational Emphasis:

e Pentecostal Churches: May add spiritual gifts teaching, prayer warfare
e Anglican/Methodist: Liturgical training (acolyte duties)
e Baptist: Emphasis on missions, evangelism

Community Needs:

e High Crime Area: Conflict resolution, resisting gang recruitment
e Educationally Disadvantaged: Intensive homework help, tutorial programmes

Approval Process: The 20% must still align with BB Object and be approved by Battalion
Training Committee.

3.3 STANDARDIZED ASSESSMENT & CERTIFICATION

Problem: Currently, a "Corporal" in one company may not equal "Corporal" in another
(inconsistent standards).

Solution: National Proficiency Exams (Battalion-administered, State-moderated)
THE BB PROFICIENCY PYRAMID
Level 1: Foundation Certificate (Age 10, Junior Section)

e Components:
o Bible Knowledge (multiple choice: 20 questions)
Drill (practical: perform basic movements)
First Aid (practical: treat a scrape, identify emergency)
Physical Fitness (run 800m, 5 push-ups)
e Pass Mark: 60% overall
e C(Certificate: Issued by State Council

o

o

O

Level 2: Intermediate Certificate (Age 13, Company Section)

e Components:
o Bible Knowledge (essay: "Explain the Gospel in your own words")
Leadership (lead a patrol in a task; observed by assessor)
o Vocational Skill (choose one: demonstrate carpentry joint, cook a meal, etc.)
o Service Project (document 20 hours of community service)
e Pass Mark: 65%
e Certificate: Prerequisite for NCO promotions

o

Level 3: Advanced Certificate (Age 16, Senior Section)
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e Components:
o Theology (oral defense of Christian beliefs)
o Mentorship (assessed on how well Boy has discipled a junior)
o King's Badge Project (external evaluator reviews)
o Fitness Test (military standard)
e Pass Mark: 70%
e Certificate: Recognized by some universities (extra admission points); employers
value it

3.4 QUALITY ASSURANCE - THE PROGRAMME AUDIT
Annual Battalion Audit of Each Company:
The Audit Team:

e Battalion Training Officer (Lead)
e Independent Assessor (officer from another company)
e Optional: State representative

Audit Checklist (100 Points Total):

Area Points Evidence Required

Spiritual Formation 25 Devotion attendance register; Boys can recite the memory
verse
Drill Standards 15 Live drill demonstration
Physical Fithess 15 Boys complete fitness test
Life Skills Delivery 15 Lesson plans on file; Boys demonstrate a skill
Service Projects 10 Photos, beneficiary letters
Record Keeping 10 Attendance registers, Boy portfolios up-to-date
Officer Training 10 All officers hold valid warrants; attended refresher training
Scoring:
e 90-100: Exemplary (Flag of Excellence awarded)
e 75-89: Good Standing
e 60-74: Needs Improvement (Support plan issued)
e Below 60: Probation (Battalion intervenes; risk of company number withdrawal)

Consequences:
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Audit scores published on the Battalion website (transparency)
Exemplary companies featured in the Battalion Annual Report
Probationary companies receive intensive mentorship (Visiting Officer assigned)

Implementation checklist

Align your company timetable so that each weekly meeting allocates time roughly in
line with the national core curriculum (Bible, drill, PT, life skills, citizenship).

For each section, select the year plan from the 4-year Bible cycle and integrate it into
your church or Battalion calendar.

Decide, with your Battalion/zone, what sits in your 20% contextual space (e.g.,
coastal safety, urban sanitation, rural agriculture) and document it for approval.
Prepare a simple “badge roadmap” for Boys (what badges they can pursue this
year, and what is required for King’s Badge in the long term).

Agree with your Battalion Training Officer on how to pilot National Proficiency Exams
(Foundation/Intermediate/Advanced Certificates) in at least one company first.

Use the programme Audit checklist once a year to self-score your company and
identify 2-3 concrete improvements for the coming year.
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CHAPTER 4: SAFE FROM HARM - CHILD PROTECTION
PROTOCOLS

4.1 THE MORAL & LEGAL IMPERATIVE
Biblical Foundation:

"If anyone causes one of these little ones—those who believe in me—to
stumble, it would be better for them to have a large millstone hung around their
neck and to be drowned in the depths of the sea." — Matthew 18:6

Legal Foundation:

e Child Rights Act (Nigeria, 2003): Protects children from abuse and exploitation
e Violence Against Persons Prohibition Act (VAPP, 2015): Criminalises sexual violence
e Criminal Code: Provisions on assault, indecent treatment of children

BB Nigeria Standard:

Every Boy has the right to participate in BB activities free from physical,
emotional, or sexual harm. This is non-negotiable.

4.2 TYPES OF HARM & RECOGNITION

PHYSICAL ABUSE

Definition: Non-accidental injury to a child (hitting, shaking, burning, etc.)
Warning Signs:

Unexplained bruises, welts (especially in patterns - belt marks)
Flinching when approached

Wearing long sleeves in hot weather (to hide injuries)
Reluctance to go home after BB

Officer Response:

Do NOT confront the parent (if suspected abuser)

Report to the Company Captain immediately

Captain documents and reports to the Battalion Welfare Officer
Welfare Officer assesses and may refer to social services

0N~
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EMOTIONAL ABUSE
Definition: Persistent emotional maltreatment (humiliation, threats, isolation)
Warning Signs:

e Low self-esteem ("I'm stupid, | can't do anything right")
e Extrebehaviouralral changes (withdrawn or aggressive)
e Inappropriate emotional responses (laughing when hurt)

Officer Response:

e Increase pastoral care (Chaplain involvement)
e Monitor for escalation
e If no improvement, family intervention by the Welfare Officer

SEXUAL ABUSE

Definition: Involving a child in sexual activity, whether by coercion, manipulation, or force

Warning Signs:

Fear of specific person or place
Regression (bedwetting in older child)
Disclosure (child says "Uncle touches me")

Officer Response:

—

Believe the child (children rarely lie about this)

2. Do NOT investigate yourself (not your role; can contaminate evidence)
3. Immediate report to:
o Captain (same day)
o Battalion Chairman (within 6 hours)
o Police (within 24 hours - legally mandated)
o Medical exam (if assault recent - preserve forensic evidence)
4. Suspend the accused officer (if allegation against BB personnel)
5. Support the child (counselling referral; ensure safety)
NEGLECT

Sexualized behavior inappropriate for age (explicit language, acting out sexual acts)

Definition: Failure to provide for basic needs (food, shelter, medical care, supervision)
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Warning Signs:

Chronically hungry (eats voraciously at BB snack time)

Poor hygiene (same clothes for weeks, body odour)

Unattended medical needs (untreated injuries, dental decay)
Inadequate supervision (young child wandering the streets alone)

Officer Response:

e Assess family situation (is neglect due to poverty or parental choice?)
e If poverty: Connect family to welfare resources, church benevolence
e If parental neglect: Report to social services

4.3 PREVENTION PROTOCOLS (The Two-Adult Rule)
The Golden Rule:
No officer shall be alone with a single Boy in a private space. Ever.
Implementation:
During Regular Meetings:

e Minimum 2 officers present at all times

e [f one officer must leave, activities pause until replacement arrives

e |f Boy needs private conversation (e.g., counseling), door remains open; 2nd officer
within sight

Transport:

e Minimum 2 officers if transporting Boys

e Parents notified in advance

e If emergency requires single officer transport, parent consent via phone + another
adult (church member) accompanies

Electronic Communication:

e No private messaging (WhatsApp, SMS) between officer and Boy
e All communication via group chats (parents included) or official emails
e No video calls unless parent is in frame

Overnight Activities (Camps):

e Officers and Boys sleep in separate areas (NEVER in same tent/room)
e Bathroom/shower times staggered (Boys first, officers wait outside)
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e Night patrols in pairs (2 officers check on Boys)

4.4 OFFICER SCREENING & TRAINING
Pre-Appointment Screening:
Before ANY adult is approved as an officer:

Step 1: Application Form (Form C)

e |Includes:
o Criminal history declaration ("Have you ever been convicted of a crime?
Details:")

o Reference checks (2 personal references; 1 from pastor)
o Consent for background check

Step 2: Background Check

e Police Clearance Certificate (from nearest station)
e |f applicant has worked with children before, contact previous organisation

Step 3: Interview

e Battalion Chairman + Chaplain interview applicant

e Questions probe:
o Motivation ("Why do you want to work with Boys?")
o Safeguarding knowledge ("What would you do if a Boy disclosed abuse?")
o Red flags (evasive answers, fixation on physical contact with Boys)

Step 4: Probationary Period

e 6-12 months as "Probationary Officer"
e Never left alone with Boys
e Observed by experienced officers

Step 5: Safe from Harm Training

e Mandatory 3-hour workshop covering:
o Types of abuse
o Two-adult rule
o Reporting procedures
e Certificate issued (renewed every 2 years)

Disqualifiers (Automatic Rejection):
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Conviction for any crime against a child

Conviction for sexual offenses (even against adults)
Dismissed from previous youth organisation for misconduct
Evasiveness or refusal to consent to background check

4.5 REPORTING & RESPONSE PROCEDURES
When Abuse is Suspected or Disclosed:
IMMEDIATE ACTIONS (Day 0)

If Boy Discloses to You:

DO:
e Listen calmly (don't show shock/horror)
e Reassure ("You did the right thing telling me")
e Document exactly what Boy said (use their words, don't paraphrase)
e Report immediately to Captain/Chairman
DON'T:
e Promise confidentiality ("l won't tell anyone" - you must report)
e Interrogate ("Did he touch you here? How many times?")
e Confront alleged abuser
e Inform Boy's parents if they're suspected abuser (abuser may flee)

If You Suspect (No Disclosure):

e Document observations (dates, behaviors)
e Consult with Captain
e Report if reasonable suspicion (don't wait for "proof")

BATTALION RESPONSE PROTOCOL
Hour 0-6:

1. Captain/Chairman notified

2. If allegation against BB officer: Immediate suspension (already covered in Crisis
Management chapter)

3. If external abuser (parent, schoolteacher, etc.): Proceed with external reporting

Hour 6-24: 4. Mandatory Report to Authorities:
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e Police (nearest station; ask for Family Support Unit if available)
e Ministry of Women Affairs/Social Development (Child Protection Unit)

What to Report:

Boy's name, age, address
Nature of allegation
Alleged abuser's details (if known)
Your contact information
Medical Examination:
o If sexual abuse alleged, take Boy to hospital within 72 hours (evidence
degrades)
o Doctor completes Medical Report Form (becomes court evidence)

Ul e e e @

Day 1-7: 6. Support Services:

Counseling for Boy (referral to child psychologist)
Pastoral care by Chaplain
Ensure Boy's safety (if living with abuser, temporary foster care may be needed)
Battalion Investigation (Parallel to Police):
o Only if abuse occurred within BB context
o State Council appoints independent investigators
o Purpose: Determine if BB policies were violated; inform institutional reform

~N e o o

Ongoing: 8. Court Proceedings:

e Battalion cooperates fully with prosecutors
e No pressure on Boy/family to drop charges
e Legal support for Boy if needed (pro bono lawyers)

4.6 PARENTAL CONSENT & COMMUNICATION
Annual Consent Form:
Every Boy's parent/guardian must sign:

BOYS' BRIGADE PARENTAL CONSENT & SAFEGUARDING
ACKNOWLEDGMENT

l, (parent name), give consent for my son/ward,
(Boy's name), to participate in activities of [Company

Name] including:

L1 Weekly meetings
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L1 Outings (church services, community service)

] Camps (overnight)

L] Sports competitions

| acknowledge that:

1. [Company Name] has a Child Protection Policy and operates a "Two-Adult Rule."
2. All officers have been screened and trained in safeguarding.

3. In emergencies, officers may seek medical treatment for my child.

4. Photos/videos of my child may be taken for BB promotional use. L1 | consent / [
| do not consent

| agree to:

- Provide accurate medical information for my child.

- Inform the Captain of any changes in my child's health or home situation.
- Report any concerns about my child's safety in BB.

Emergency Contact: (phone)

Medical Conditions/Allergies:

Parent Signature: Date:

Communication Protocol:

e Parents receive monthly newsletter (activities, safety tips)
e Open-door policy (parents may observe meetings anytime)
e Annual parent-officer meeting (feedback session)

4.7 CONTINUOUS IMPROVEMENT
Annual Safeguarding Audit:
Battalion Secretary reviews:

e % of officers with current Safe from Harm certificates
e Number of safeguarding reports received vs. resolved
e Parent satisfaction survey (1 question: "Do you feel your child is safe in BB?")
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Learning from Incidents:

e FEvery substantiated abuse case triggers policy review
e "What could we have done to prevent this?"
e Revised policies shared with all companies

Best Practice Sharing:

e Annual safeguarding conference (all captains)
e Case studies (anonymized)
e Guest speakers (social workers, police)

Safeguarding Risk

Mitigation Strategy

Secretariat Tool

Predatory Behavior

Rigorous vetting and
continuous monitoring

Master Officer Directory &
Training Logs.'

Online Exploitation

Moderated social media
and digital citizenship
training

Digital Content
Guidelines.™

Physical Harm

Mandatory risk
assessments for all events

Event Safety Checklist.?

Emotional Abuse

Mentorship training and
code of conduct

Disciplinary Intake Form.’

Implementation checklist

e Ensure your company or Battalion has a written safeguarding policy summarising:
types of abuse, Two-Adult Rule, reporting lines, and zero-tolerance stance.

e Audit current practice: identify all situations where an officer might be alone with a
Boy (transport, counselling, late pickups) and re-design them to comply with the

Two-Adult Rule.

e Require every officer to complete Safe from Harm training and renew it at least every
two years; keep a simple register of who is current or overdue.

e Introduce or update the standard parental consent form (including medical info,
photo consent, data/privacy clause) and insist it is signed before any camp or trip.

e Establish and communicate a clear reporting pathway: who a Boy, parent, or officer
can contact, and what happens within the first 24 hours after a concern is raised.

e Schedule an annual safeguarding review: count reports, check responses, survey
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parents (“Do you feel your child is safe in BB?”) and update procedures accordingly.
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CHAPTER 5: IMPACT MEASUREMENT & REPORTING

5.1 WHY MEASURE IMPACT?
Accountability:

To Boys: Are we delivering on our promise to develop them?
To Parents: Is their investment (time, fees) worthwhile?

To Churches: Is BB advancing Christ's Kingdom?

To Donors: Are funds being used effectively?

Improvement:

e What's working? (scale it)
e What's failing? (fix or stop it)

Advocacy:

e FEvidence-based case for government support, grants

5.2 THE BB THEORY OF CHANGE
Logic Model:

INPUTS — ACTIVITIES — OUTPUTS — OUTCOMES — IMPACT

Example:
Stage Description
INPUTS Officers (trained), curriculum, facilities, funding
ACTIVITIES Weekly meetings, camps, Bible study, drill, service
projects
OUTPUTS 500 Boys enrolled; 40 meetings held; 200 service hours
completed
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years) reduced behavioral issues

OUTCOMES (Short-term, 1-2 [ Boys know Scripture; improved school attendance;

years) church

OUTCOMES (Medium-term, 3-5 | Boys graduate secondary school; avoid crime; active in

IMPACT (Long-term, 10+ years) | Boys become godly fathers, community
employed citizens

leaders,

5.3 KEY IMPACT INDICATORS (Klis)

INDICATOR 1: RETENTION RATE

What: % of Boys who remain in BB year-over-year
Target:

Anchor Boys: 70% (age 5-8, some aging out is normal)
Junior Section: 75%

Company Section: 80%

Senior Section: 85%

Calculation:

Retention Rate = (Boys at end of year / Boys at start of year) x 100
Data Source: Annual Returns (Form B)
Interpretation:

e Below target — Investigate (boring programmes? abusive officers? financial
barriers?)
e Above target — Successful engagement

INDICATOR 2: SPIRITUAL TRANSFORMATION

What: Evidence that Boys are growing in faith
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Proxy Measures:

e % of Boys who can articulate the Gospel (assessed in Bible quiz)
e % who have made public commitment to Christ (salvation testimony on record)
e % actively serving in church (Sunday school, ushering, etc.)

Target:
e By age 15, 80% of Boys should meet all 3 criteria

Data Source: Boy Growth Portfolios; Chaplain reports

INDICATOR 3: CHARACTER DEVELOPMENT

What: Behavioral change over time

Measurement Tool: Officer Character Ratings (quarterly)

Boys rated 1-5 on Obedience, Reverence, Discipline, Self-Respect
Target:

e Average score increase of 0.5 points/year
e 70% of Boys score 4+ by age 15

Data Source: Company Secretary's records

Validation: Parent survey (correlation check: "Have you noticed positive changes in your
son's behavior at home?")

INDICATOR 4: EDUCATIONAL ATTAINMENT
What: BB's impact on academic success
Proxy Measures:

e % of BB Boys who complete secondary school (vs. national average ~60%)
e % who gain university admission or vocational certification
e Scholarship recipients (shows merit)

Target:

e 90% secondary school completion rate
e 50% tertiary education/vocational certification

149 of 208



THE BOYS’ BRIGADE BATTALION GOVERNANCE MANUAL - Taiwo Obasan

Data Source: Alumni tracking (follow-up surveys 5 years post-BB)

Challenge: Maintaining contact after Boys leave BB (addressed in Alumni chapter)

INDICATOR 5: SERVICE HOURS

What: Tangible contribution to community

Measurement: Total hours logged across all Boys in service projects
Target:

e Minimum 10 hours/Boy/year
e Battalion target: e.g., Lagos South (500 Boys) = 5,000 service hours/year

Data Source: Service project logs (verified by beneficiaries' signatures)

Impact Story: "Our Boys rebuilt 3 classrooms at [School], valued at #500,000 in labor."

INDICATOR 6: OFFICER QUALITY
What: Are we developing competent leaders?
Proxy Measures:

e % of officers who complete Officer Training within 12 months of appointment
e % who attend annual refresher training
e Officer retention rate (officers staying 3+ years)

Target:

e 100% trained within 12 months
o 80% attend refresher
e 60% retention at 3 years

Data Source: Battalion Training Register

Rationale: Better officers = better outcomes for Boys

5.4 DATA COLLECTION SYSTEMS

Challenge: Volunteers already stretched; asking for more data can cause resistance.
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Solution: Minimal, Integrated Data Collection
LEVEL 1: EXISTING DATA (No Extra Work)

e Attendance registers (already kept)
e Annual Returns (Form B - already submitted)
e Meeting minutes (already documented)

Battalion Secretary mines this for basic stats:

e enrolment trends
e Meeting frequency
e Officer counts

LEVEL 2: SIMPLE ADDITIONS (Low Burden)

e Quarterly Officer Survey (5 questions, online form, 3 minutes):
o Rate morale of Boys this quarter (1-5)
o Major challenge faced? (dropdown menu)
o Highlight (best moment this quarter) - free text
o Support needed from Battalion? (dropdown)
o Any safeguarding concerns? (yes/no + details)
e Annual Parent Survey (10 questions, online or paper, 5 minutes):
o Satisfaction with BB (1-5)
o Noticed changes in child (multiple choice)
o Would recommend BB to others? (yes/no)
o Open feedback

LEVEL 3: TARGETED DEEP DIVES (Selective)
Not all companies surveyed annually; rotate focus:

Year 1: Urban companies surveyed Year 2: Rural companies surveyed Year 3: New
companies (planted in last 3 years) surveyed

Deep Dive includes:

e Focus group discussions (with Boys, parents, officers separately)
e External evaluator observation (academic researcher, NGO partner)
e Comparison with control group (similar demographics, not in BB)
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5.5 THE ANNUAL IMPACT REPORT

Purpose: Synthesize data into compelling story for stakeholders
Audience-Specific Versions:

VERSION A: FOR CHURCHES (2 pages)

e Headline Stats:
o ‘"Lagos South BB served 520 Boys in 2025"
o "98% of our Boys passed their school exams (vs. 75% state average)"
Testimony: 1 Boy shares how BB changed his life
Spiritual Impact: "80 Boys made commitments to Christ this year"
Service: "Our Boys contributed 6,000 hours to community service"
Call to Action: "Host a BB company in your church"

VERSION B: FOR DONORS (5 pages)

e Financial Accountability:
o Income breakdown (capitation, donations, fundraisers)
o Expenditure (programmes 70%, admin 20%, reserves 10%)
o Audited statements attached
e Impact per Naira:
o "N5,000 sponsors 1 Boy for a year (uniform, training materials, camp)"
o "Your 500,000 donation equipped 100 Boys with vocational skills"
e Case Study: Before/after story of a Boy (with photos)
e Future Plans: "We aim to plant 5 new companies in underserved communities"

VERSION C: FOR GOVERNMENT (10 pages)

e Alignment with National Priorities:
o Education: "BB Boys have 90% secondary completion vs. 60% national
average"
o Crime Prevention: "Zero BB Boys arrested for cultism/crime in 2025"
o Youth Employment: "200 Boys trained in vocational skills; 50 now employed"
e Geographic Coverage: Map showing BB presence (filling gaps in govt youth
services)
e Request: "Grant BB Pioneer Status for youth development; allocate &#10M for
expansion"”

Social Return on Investment (SROI) Framework

SROl is a powerful framework that allows the BB to communicate its social value in a
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language that stakeholders, especially donors and governments, can understand. It assigns
monetary values to intangible outcomes like improved self-esteem, reduced crime, and
increased educational attainment.®®

Outcome Area

Social Value Proxy

Societal Impact

Reduced Juvenile Crime

Cost of victim loss and
court processing

Safer communities and
reduced public
expenditure.®

Improved Mental Health

Cost of 14 therapy sessions
avoided

Enhanced productivity and
reduced long-term
healthcare needs."'

Increased Lifetime
Earnings

Wage difference between
graduate and dropout

Economic growth and
increased tax revenue.®®

Social Connectedness

Estimated economic value
of friendship

Stronger social cohesion
and reduced isolation.*'

The Secretariat uses these proxies to demonstrate that the BB is a high-value investment
for the nation. For every Naira invested in the BB, the return to society is multiple folds,
evidenced by the transformation of a "potential threat" into a "disciplined leader"."

5.6 USING DATA FOR CONTINUOUS IMPROVEMENT

The Quarterly Review Cycle:

Q1 Review (March):

e Battalion Secretary presents dashboard:

o enrolment vs. target (Are we growing?)

o Retention rates (Are Boys staying?)

o Financial health (Are companies paying dues?)
e Executive identifies gaps: "3 companies below 70% retention"

Q2 Action (April-June):

e Intervention designed: "Visiting Officer to assess struggling companies"
e Support provided: "Free refresher training for officers"
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Q3 Mid-Point Check (September):

Has retention improved?
If yes — Share success story; if no — escalate support

Q4 Year-End Assessment (December):

Full impact report compiled
Lessons learned documented
Targets set for next year

The Learning Culture:

Battalion creates "What Works" repository (successful interventions documented)
Best practices shared at annual Captains' Conference
Failing programmes discontinued (no sacred cows)

Implementation checklist

Agree 3-5 Key Impact Indicators you will actually track this year (for example:
retention rate, spiritual milestones, character ratings, service hours).

Start with data you already have: attendance registers, Annual Returns, promotion
records, camp lists — and use them to calculate retention and participation.
Implement the BB Growth Portfolio systematically for at least one section (e.g.,
Company Section) before expanding to others.

Introduce a short quarterly officer check-in form (online or paper) to capture
programme highlights, challenges, and any safeguarding concerns.

Run a simple annual parent survey (10 minutes) asking about perceived changes in
their sons, satisfaction, and suggestions.

Produce a 1-2 page annual impact summary for your church or Battalion (headline
numbers, one story, one chart) using the templates suggested in this chapter.
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CHAPTER 6: LESSONS FROM OTHER COUNTRIES

6.1 INTRODUCTION - LEARNING FROM GLOBAL BB

The Boys' Brigade is present in 60+ countries. Nigeria can adapt proven innovations while
respecting our unique context.

Criteria for Inclusion in This Chapter:

e Demonstrated success (multi-year data)
e Transferable to Nigerian context (not overly dependent on wealth/infrastructure)
e Aligned with BB Object

6.2 SINGAPORE BOYS' BRIGADE - EXCELLENCE & INNOVATION
Context:

Founded 1930; ~7,000 members

Highly urbanized, affluent society

Strong government support for youth programmes

Multicultural (Christian ministry in Buddhist/Muslim-majority nation)

LESSON 1: THE "BB SHARE" programme (Social Responsibility)
What It Is:

e Every BB Boy commits to 20 hours/year community service
e Projects focus on elderly care, migrant worker support, environmental conservation
e Documented in Boy's portfolio; required for King's Badge

Nigerian Adaptation:

e Already covered in our service requirement (Module 5)

e Addition: Partner with NYSC (National Youth Service Corps) - BB Boys can get
community service hours certified, boosting NYSC applications

e Local Twist: Service projects address Nigerian needs (orphanages, internally
displaced persons camps, rural schools)

LESSON 2: CHARACTER DEVELOPMENT ASSESSMENT (CDAS)
What It Is:

e Standardized rubric for measuring character growth

e Boys assessed quarterly on 8 traits: Honesty, Responsibility, Resilience, Care,
Teamwork, Integrity, Respect, Gratitude

e Data aggregated; shows which character areas need more emphasis
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Nigerian Adaptation:

e Align with our 4 traits (Obedience, Reverence, Discipline, Self-Respect) but expand
slightly
e Proposed 6-Trait Model for Nigeria:
1. Obedience (to God and rightful authority)
Reverence (for God and sacred things)
Discipline (self-control, consistency)
Self-Respect (valuing oneself as God's creation)
Integrity (honesty, moral courage)
6. Service (putting others first)
e Officers rate each Boy 1-5 quarterly (already proposed in our framework)

oD

LESSON 3: DIGITAL BADGE SYSTEM (Gamification)
What It Is:

e Mobile app where Boys earn digital badges for completing activities
e |eaderboards (friendly competition)
e Badges can be shared on social media (pride, recruitment tool)

Nigerian Adaptation:

e Phased Approach:
o Phase 1: Paper-based badge certificates (current system improved with
professional design)
o Phase 2: Battalion website showcases Boy achievements (photo gallery of
badge recipients)
o Phase 3: Mobile app (when infrastructure ready - requires funding,
maintenance)
e Caution: Don't let gamification overshadow spiritual formation (badges are means,
not end)

LESSON 4: PARENT ENGAGEMENT STRATEGY
What It Is:

e Mandatory parent orientations (before Boy enrolls)
e Parent-Son activities (e.g., "BB Family Day" - parade + picnic)
e Parent feedback loops (surveys, focus groups)

Nigerian Adaptation:

e Pre-enrolment Orientation (2-hour session):
o What BB is (history, Object)
o Expectations (attendance, fees, uniform)
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o Safeguarding policies (parents see we're serious about safety)
o Q&A
e Quarterly Parent-Officer Forums:
o Officers share progress
o Parents voice concerns
o Joint prayer
e Annual Family Camp:
o Fathers and sons bond (addressing absentee father issue)
o Mothers attend cooking/parenting workshops

6.3 MALAYSIA BOYS' BRIGADE - CONTEXTUALIZATION IN MULTIFAITH SOCIETY

Context:
e Founded 1956; ~4,000 members
e Muslim-majority nation (60% Muslim, 20% Buddhist, 10% Christian, 10% Hindu)
e BB is explicitly Christian but operates with government permission
e Navigates religious sensitivities carefully

LESSON 1: CLEAR CHRISTIAN IDENTITY WITHOUT AGGRESSION
What They Do:

e BB Object prominently displayed (no hiding Christian mission)
e Boys openly wear BB uniform to church, but not in confrontational evangelism
e Focus on "witness through service" (helping Muslim/Hindu neighbors builds bridges)

Nigerian Adaptation:

e Nigeria is ~50% Christian, 45% Muslim, 5% traditional religion
e In Northern Nigeria (Muslim-majority), BB can:
o Partner with Christian schools (safe space)
o Avoid proselytizing to Muslim children (respects parents' rights; prevents
backlash)
o Still be unashamedly Christian in internal teaching
e In Southern Nigeria (Christian-majority), less sensitivity needed but still respectful of
pluralism

LESSON 2: COLLABORATION WITH OTHER YOUTH ORGS (Even Non-Christian)

What They Do:

e Joint environmental projects with Scouts (secular), Muslim youth groups
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e Maintains BB distinctiveness (devotions remain Christian) but finds common ground
(cleaning rivers, tree planting)

Nigerian Adaptation:

e Partner with Scouts, Girls' Brigade, Red Cross Youth for:
o National holidays (Independence Day parade)
o Disaster response (flooding relief)
o Advocacy (youth rights campaigns)
e Boundary: Joint service, yes; joint worship, no (don't compromise theology)

LESSON 3: GOVERNMENT ENGAGEMENT
What They Do:

e Register officially as youth development NGO (legal status)
e Submit annual impact reports to Ministry of Youth
e Access government grants for training programmes

Nigerian Adaptation:

e BB Nigeria should formalize relationship with:
o Federal Ministry of Youth and Sports Development
o National Youth Service Corps (NYSC)
o Universal Basic Education Commission (UBEC)
e Benefits:
o Grant funding
o Free use of government facilities (schools, sports complexes)
o Policy influence (BB consulted on youth development strategies)

6.4 UNITED KINGDOM BOYS' BRIGADE - SAFEGUARDING GOLD STANDARD

Context:
e Founded 1883 (birthplace of BB)
e ~40,000 members
e Operates under strict UK child protection laws
e Highly professionalized (paid staff at national HQ)

LESSON 1: SAFEGUARDING AS CORE COMPETENCY
What They Do:

e Every officer undergoes DBS (Disclosure and Barring Service) check - criminal
background
e Mandatory safeguarding training (online, 2 hours) before first contact with Boys
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e Annual refresher training
e Zero tolerance: One safeguarding violation = lifetime ban

Nigerian Adaptation:

e Already proposed in our Safe from Harm chapter
e Addition: National BB Nigeria to lobby government for:
o Centralized Sex Offender Registry (currently fragmented)
o Child Protection Clearance Certificate (similar to Police Clearance)
e Until government system exists, BB self-regulates (internal blacklist of dismissed
officers shared across all Battalion s - prevent "church hopping")

LESSON 2: RISK ASSESSMENTS FOR ALL ACTIVITIES
What They Do:

e Before ANY activity (even routine meeting), complete Risk Assessment Form:
o What could go wrong? (e.g., "Boy injures self in drill")
o Likelihood (low/medium/high)
o Severity (minor/moderate/severe)
o Control measures (e.g., "First aider present, medical kit available")

Nigerian Adaptation:
e Simple 1-Page Risk Assessment Template:

BOYS' BRIGADE RISK ASSESSMENT

Activity: Date:
Location: Officer in Charge:
IDENTIFIED RISKS:

1. [e.g., "Drowning - pool activity"]
Likelihood: High / Medium / Low

Control Measures: [e.g., "Certified lifeguard present; Boys in life jackets; 2:1
adult-child ratio"]

2. [e.g., "Food allergies - camp meals"]

Likelihood: Medium
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Control Measures: [e.g., "Collected allergy info on registration forms; separate
meals prepared; EpiPen available"]

3.

Officer Signature: Captain Approval:

e Requirement: Major events (camps, trips) must have risk assessment approved by
Captain 7 days prior

LESSON 3: VOLUNTEER WELL-BEING
What They Do:

e Recognize officers burn out (volunteer turnover is costly)

o (ffer:
o Free counseling (for officers dealing with stress)
o Sabbaticals (officers can take 3-6 months off, no judgment)
o Appreciation events (annual awards dinner)

Nigerian Adaptation:

e Officer Sabbatical Policy:
o Officers serving 5+ consecutive years can take 6-month break
o Company assigns temporary replacement
o Returning officer welcomed back with ceremony
e Mental Health Support:
o Battalion partners with Christian counseling center
o Officers can access 3 free sessions/year (confidential)
e Annual Officer Appreciation Service:
o Recognition certificates
o Testimony time (officer shares impact story)
o Gift tokens (modest N5k-10k)

6.5 GHANA BOYS' BRIGADE - AFRICAN CONTEXTUALIZATION
Context:

e Founded 1911; ~12,000 members
e Similar to Nigeria (postcolonial, Christian-majority, economic challenges)
e Strong BB culture in schools

LESSON 1: SCHOOL-BASED COMPANIES
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What They Do:

e 70% of Ghanaian BB companies meet in schools (vs. churches)
e BB integrated into school timetable (e.g., Fridays 3-5 PM)
e School provides facilities; BB provides character education

Nigerian Adaptation:

e Target: Private Christian schools (public schools may resist religious content)
e Pitch to School Principals:
o "BB enhances discipline (your students become more obedient)"
o "BB boosts school reputation (parents want schools with values-based
programmes)"
o "BBis free labor (our trained officers run it; school just provides space)"
e Pilot: Lagos South Battalion to plant 2 school-based companies in 2026

LESSON 2: MASS ENROLMENT SERVICES
What They Do:

Annual Battalion Enrolment Service (all companies gather)
500+ Boys, 100+ officers, families, dignitaries

Powerful witness (public square sees BB strength)

Media coverage (recruitment tool)

Nigerian Adaptation:

e Annual Lagos South Battalion Enrolment Parade:

o Venue: Large church or public arena (e.g., Teslim Balogun Stadium)

o programme:
m 10:00 AM - Parade inspection
m 11:00 AM - Enrolment service (Boys recite promise en masse)
m  12:00 PM - Commissioning of new officers
m 12:30 PM - Keynote address (invite Governor, traditional ruler)

o Impact:
m Boys feel part of something bigger (not just their company)
m Public visibility (counters perception that BB is "small/irrelevant")

LESSON 3: VOCATIONAL TRAINING AS CORE (Not Optional)
What They Do:

e Every BB Boy learns a trade (by age 18)
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e Partners with National Vocational Training Institute
e BB certificate recognized by employers

Nigerian Adaptation:

e Formalize Partnership:
o Battalion signs MoU with Industrial Training Fund (ITF)
o BB Boys get subsidized access to ITF programmes (carpentry, welding, ICT)
e Certification:
o Boys who complete vocational training receive:
m BB Vocational Certificate (signed by Battalion Chairman + State
President)
m |TF Certificate (government-recognized)
o Employer Outreach: Battalion sends letters to 100+ companies: "Hire BB
Boys - they are disciplined, skilled, and trustworthy"

6.6 COMPARATIVE TABLE - BEST PRACTICES SUMMARY

Country Innovation Nigerian Applicability Implementation
Timeline
Singapore | Character Development | High - aligns with our | Immediate (2026)
Assessment System focus
Singapore | Digital Badge System Medium - needs tech | Phase 2 (2027-28)
infrastructure
Malaysia | Multifaith Collaboration High - relevant for [ Ongoing

Northern Nigeria

UK Rigorous Safeguarding High - urgent moral | Immediate (2026)
imperative
UK Risk Assessments High - simple, effective Immediate (2026)
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Ghana School-Based Companies High - untapped market | Pilot 2026, Scale
in Nigeria 2027

Ghana Vocational Training Priority Very High - addresses | Immediate (2026)
unemployment

6.7 AVOIDING PITFALLS (What NOT to Borrow)
Western Hyper-Individualism:

e UK/Singapore BB sometimes emphasizes personal achievement over community
e Nigeria: Maintain communal ethos (African value of "Ubuntu" - | am because we are)

Expensive Infrastructure:

e Singapore has custom-built BB centers (8500M+ equivalent)
e Nigeria: Use church facilities; invest in people, not buildings

Overprofessionalization:

e UK has paid staff (Battalion Executives)
e Nigeria: Keep volunteer-driven (more sustainable; preserves missionary zeal)

Cultural Imperialism:

e Don't blindly copy UK curriculum (e.g., their camping manual assumes cold weather
gear)
e Adapt: Nigerian camping involves rainy season challenges, not snow

Implementation checklist

e With your officers, choose one practice from Singapore, Malaysia, UK, or Ghana that
you can realistically adapt in the next 12 months (e.g., character assessments,
parent engagement, risk assessments, school-based companies).

e Document a simple adaptation plan: what will change, who leads it, timelines, and
how you will measure success.

e Ensure any imported idea is filtered through the BB Object and Nigerian context;
avoid copying tools that depend on very high budgets or different legal
environments.

e Begin using basic written risk assessments for at least all camps and major events,
as described under the UK safeguarding example.

e Strengthen parent engagement by introducing a pre-enrolment orientation or annual
parent-officer forum, borrowing ideas from Singapore and UK practice.
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e Share your adaptation experience with Battalion/State leadership, so successes and
failures can inform wider reforms rather than staying in one company.
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CHAPTER 7: ALUMNI ENGAGEMENT & IMPACT TRACKING

7.1 THE ALUMNI PROBLEM
Current Reality:

e Boy leaves BB at 18 (or earlier)

e No structured follow-up

e Battalion loses track ("Did he go to university? Is he employed? Is he still following
Christ?")

e Impact data incomplete

Why This Matters:

Accountability: We can't claim long-term impact without evidence
Mentorship: Alumni can guide current Boys (career advice, scholarships)
Fundraising: Alumni are potential donors

Recruitment: Alumni's sons should join BB (generational continuity)

7.2 THE BB ALUMNI ASSOCIATION (Structure)

Formation: Each Battalion establishes an Alumni Association (registered legal entity).

Membership Tiers:
1. Active Alumni: Aged 18-30, recently left BB
2. Senior Alumni: 30-50, established in careers
3. Veteran Alumni: 50+, retirement phase
4. Honorary Alumni: Non-BB individuals who support the movement (e.g., parents,
donors)
Leadership:
e President (elected by alumni)
e Secretary
e Treasurer
[ ]

Committee members
Relationship to Battalion:

e Alumni Association is autonomous (self-governing)
e Affiliated with Battalion (Alumni President sits on Battalion Council as ex-officio)
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7.3 ALUMNI ENGAGEMENT STRATEGIES

STRATEGY 1: THE "FIRST 100 DAYS" POST-BB programme

Challenge: Boys often drift immediately after leaving BB (no structure, peer pressure)
Solution: Structured transition

Week 1-4 (Celebration Phase):

e Exit interview (Battalion Secretary: "What did BB give you? What should we
improve?")

e Certificate of Completion (if Boy met minimum standards)

e Introduction to Alumni Association (welcome letter)

Month 2-3 (Mentorship Phase):

e Pair departing Boy with Alumni Mentor (same field of interest)
e Monthly check-ins (coffee, phone call)
e Mentor helps with: university applications, job searches, spiritual accountability

Month 4-6 (Service Phase):

e Boy encouraged to return as volunteer (Assistant Officer, drill instructor)
e This keeps him connected while he transitions to adult life

STRATEGY 2: ANNUAL ALUMNI REUNION
Format:

e Date: Founder's Day Weekend (October)
e \enue: Battalion HQ or large church
e programme:
o Morning: Alumni-led service (testimonies)
o Afternoon: Parade (Alumni in uniform - powerful visual)
o Evening: Dinner & Awards
m  "BB Alumnus of the Year" (outstanding achievement)
m Career panels (Alumni share professional journeys)

Attendance Goal: 30% of traceable alumni
STRATEGY 3: DIGITAL ALUMNI PLATFORM
Phase 1: Facebook Group (Low-Tech)

e "Lagos South BB Alumni Association" (private group)
e Weekly posts:
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o Job vacancies (Alumni helping Alumni)
o Prayer requests
o Throwback photos (nostalgia builds loyalty)

Phase 2: Dedicated Website/App (When Funded)

Alumni Directory (opt-in; privacy-protected)

Mentorship matching (current Boys request Alumni mentors)
Online giving (donate to BB with 1 click)

Event registration

STRATEGY 4: ALUMNI GIVING CAMPAIGN
The "1,000 for 1,000" Campaign:

e Goal: 1,000 Alumni each donate §&1,000/month
e Total: 812M/year (funds 2 new companies, 10 scholarships, officer training)

Messaging:

e "You invested 10 years in BB; invest &1,000/month to help the next generation”
e Show impact: "Your &1,000 provides 1 Boy's uniform"

Recognition Tiers:

e Bronze Supporter: 81,000-4,999/month
e Silver Supporter: #5,000-9,999/month
e Gold Supporter: 8¥10,000+/month (names on Battalion Honor Roll)

7.4 LONG-TERM IMPACT TRACKING

The 5-Year Alumni Survey:

Every 5 years, Battalion contacts Alumni (via email, phone, social media).
Survey Questions (15 minutes):

Section A: Current Status

Highest education attained? (secondary, diploma, bachelor's, master's, PhD)
Current employment status? (employed, self-employed, student, unemployed)
Occupation:

Marital status? (single, married, divorced)

Do you have children? If yes, are they in BB? (continuity metric)

o 0d =
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Section B: BB's Influence

6. Rate BB's impact on your life (1-10)

7. Which BB experience was most formative? (camp, Bible study, mentorship, drill, etc.)
8. Are you still practicing Christian faith? (yes, no, unsure)

9. If yes, how often do you attend church? (weekly, monthly, rarely)

Section C: Character Outcomes
10. Have you ever been arrested/convicted of a crime? (yes/no - anonymized data)
11. Rate yourself on Obedience, Reverence, Discipline, Self-Respect (1-5)

Section D: Engagement

12. Are you a member of the Alumni Association? (yes/no)
12. Would you recommend BB to others? (yes/no)

14. Open feedback: "What should BB Nigeria do differently?"

Incentive: Enter to win 850,000 prize (increases response rate)

Data Analysis:

Battalion Secretary compiles results into Impact Dashboard:

Metric BB Alumni National Average (Source)
University Degree 55% 8% (NBS 2023)
Employed/Self-Employed 78% 65% (unemployment ~35%)
Married (by age 30) 40% 35%

Attend Church Weekly 60% 45% (Pew Research)

Never Arrested 98% Difficult to benchmark

Storytelling: Select 5 "Showcase Alumni" (diverse profiles):
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The Doctor (BB Boy — Medical School — Surgeon)

The Entrepreneur (BB Boy — Started Tech Company)

The Pastor (BB Boy — Seminary — Church Planter)

The Teacher (BB Boy — Returned to His Community as Educator)
The Civil Servant (BB Boy — Policy Maker)

Write 2-page profiles (photos, quotes); publish in Annual Report and website.

7.5 ALUMNI AS STRATEGIC RESOURCE
RESOURCE 1: CAREER MENTORSHIP
programme: "BB Career Pathways"

e Alumni volunteer as mentors (1 hour/month commitment)
e Matched with current Senior Section Boys (similar career interest)
e Mentorship covers:

o University selection

o Internship opportunities

o Interview skills

o Work-life balance from Christian perspective

Scaling: Start with 10 mentor-mentee pairs (pilot); expand based on success.

RESOURCE 2: SCHOLARSHIP FUND
Mechanism:

e Alumni Association establishes "BB Scholarship Endowment"
e Target: §10M corpus (generates H1M-+/year in interest/returns)
e Awards:
o 5 scholarships x 8#200,000 each (covers 1 year university fees for indigent
BB Boys)

Fundraising:

e Alumni donate (tax-deductible if BB is registered as NGO)
e Corporate sponsors (Alumni who are executives lobby their companies)

RESOURCE 3: GOVERNANCE ADVISORY
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Problem: Battalion Executives sometimes lack professional expertise (finance, law, HR).

Solution: Alumni Advisory Council

5-7 Alumni with relevant expertise
Meet quarterly with Battalion Executive
Provide pro bono advice:
o Lawyer Alumni: Review contracts
o Accountant Alumni: Audit financial processes
o IT Alumni: Maintain website
No decision-making power (advisory only; respects Battalion autonomy)

Implementation checklist

e Create and maintain a basic alumni contact list (names, years in BB, current contact,
occupation) starting with Boys who left in the last 5 years.

e Organise at least one alumni-focused event per year (reunion, Founders’ Day
participation, career talk) and explicitly invite past Boys.

e Pilot the 5-year alumni survey with a small group to start understanding long-term
educational, spiritual, and career outcomes.

e Identify 3-5 alumni willing to act as mentors and match them with Senior Section
Boys based on interests (medicine, business, ministry, etc.).

e Work with your Battalion Executive to launch a modest alumni giving initiative (e.g.,
“N1,000 per month club”) to support scholarships or training.

e Include at least one alumni story and one alumni metric in your Battalion’s annual
impact report or AGM Secretary’s Report.
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CONCLUSION: THE MANDATE RENEWED

This handbook is not the final word; it is a starting point. The Boy-child of 2026 faces
challenges unimaginable in 1883 when Sir William Alexander Smith founded the Brigade.
Yet the core mission remains:

"The advancement of Christ's kingdom among Boys."

If we:
e Standardize our curriculum (every Boy gets excellent formation)
e Safeguard relentlessly (every Boy is protected)
e Measure impact (we prove our worth)
e Learn from global best practices (we innovate)
e Engage alumni (we sustain momentum)

...then the Boys' Brigade will not merely survive the 21st century—we will thrive, producing
a generation of godly men who transform Nigeria.

The challenge now falls to you:

Company Captains: Implement this curriculum
Battalion Secretaries: Track the data
Chaplains: Nurture the souls

Officers: Model True Christian Manliness

May God grant us the wisdom to shepherd the Boy-child with excellence, the courage to
protect him fiercely, and the faith to believe that one BB Boy, properly formed, can indeed
change a nation.

Sure and Steadfast.
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VOLUME 3: THE LEADERSHIP FIELD GUIDE

Officer Development, Partnerships & Innovation
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INTRODUCTION: THE LEADERSHIP IMPERATIVE

"A leader is one who knows the way, goes the way, and shows the way." —
John Maxwell

The Boys' Brigade is only as strong as its officers. This volume equips you—the captain, the
lieutenant, the warrant officer—with the tools to:

e |ead with excellence
e Build strategic partnerships
e Innovate while staying true to our mission

Target Audience: All BB Officers, Battalion Executives, Aspiring Leaders

CHAPTER 1: THE BB OFFICER - IDENTITY & CALLING

1.1 WHO IS A BB OFFICER?
More Than a Volunteer:

Spiritual Leader: Shepherding Boys toward Christ
Mentor: Modeling Christian manhood

Educator: Teaching life skills

Administrator: Managing programmes effectively

The Officer's Covenant:

I, , having been called by God and appointed by the
Battalion Council,

do solemnly covenant to:

1. Uphold the Object of The Boys' Brigade in all my conduct.
2. Model True Christian Manliness before the Boys under my care.
3. Protect every Boy from harm (physical, emotional, spiritual).

4. Pursue excellence in my service, attending training and seeking continuous
improvement.

5. Submit to the authority of the Constitution, my Captain, and the Battalion Council.

6. Serve faithfully until released by proper authority.
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So help me God.

Signature: Date:

Witnessed by  Captain: Witnessed by  Chaplain:

1.2 THE SEVEN MARKS OF AN EXCELLENT BB OFFICER
MARK 1: CHRIST-CENTERED

e Personal relationship with Jesus (not just religious activity)
e Daily devotional life (prayer, Bible reading)
e Active church member (not a Sunday Christian)

Evidence: Officer can articulate his testimony; leads Boys in authentic (not rote) devotions.

MARK 2: BOY-FOCUSED

e Knows each Boy by name (in companies of 30+, this is hard but essential)
e Remembers birthdays (sends card/message)
e Attends Boys' important events (school plays, sports matches)

Evidence: Boys trust officer enough to share problems; parents comment on officer's care.

MARK 3: DISCIPLINED

e Punctual (arrives 15 minutes before meeting starts)
e Prepared (lesson plans ready, equipment checked)
e Consistent (doesn't cancel meetings due to laziness)

Evidence: Captain can rely on this officer; Boys know what to expect.

MARK 4: HUMBLE

e Teachable (accepts correction from Captain)
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e Collaborative (doesn't hoard credit)
e Servant-hearted (willing to do "menial" tasks —cleaning, setup)

Evidence: No officer drama; team cohesion high.

MARK 5: COMPETENT

e Trained (completed Basic Officer Training Course within 12 months)
e Skilled (proficient in drill, first aid, or specialized area)
e Improving (attends refreshers, reads BB literature)

Evidence: Passes competency assessments; promoted to higher ranks.

MARK 6: SAFE

e Understands and follows Safe from Harm protocols
e Never alone with a Boy (Two-Adult Rule)
e Reports concerns immediately

Evidence: Zero safeguarding incidents; parents feel secure.

MARK 7: LOYAL

e Supports Captain publicly (even when disagrees privately)
e Defends BB's reputation
e Doesn't gossip about fellow officers

Evidence: Unity in leadership team; no toxic divisions.

1.3 THE OFFICER DEVELOPMENT PATHWAY

Philosophy: Every officer progresses through a structured journey (not random
appointments).

STAGE 1: CANDIDATE (0-6 Months)
Entry Point:

e Interested individual expresses desire to serve
e Completes Application Form (Form C)
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e Attends observation session (watches BB meeting)
Activities:

e Background check initiated
e Assigned to shadow experienced officer
e Begins studying BB Handbook

Milestone: Accepted as Probationary Officer

STAGE 2: PROBATIONARY OFFICER (6-18 Months)
Status:

e Not yet warranted (cannot lead independently)
e Assists under supervision
e Attends Basic Officer Training Course (BOTC)

Supplementary virtual training Curriculum (Self paced over 40 hours):

Module Content Hours
1. BB Heritage History, Object, Constitution 4
2. Child Development Stages, needs, communication 6
3. Safe from Harm Types of abuse, reporting, Two-Adult Rule 6
4. Spiritual Formation How to lead devotions, disciple Boys 8
5. Drill & Discipline Teaching drill, maintaining order 6
6. programme Planning Designing activities, budgeting 4
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7. First Aid Basic CPR, injury treatment 4

8. Assessment Written exam + practical demonstration 2

Pass Requirements:

e 80% attendance
e 60% exam score
e Satisfactory practical (drill demonstration, devotion delivery)

Milestone: Awarded Warrant (Lieutenant or Warrant Officer rank)

STAGE 3: WARRANTED OFFICER (Years 2-5)
Status:

e Full officer (can lead sections independently)
e Specializes (chooses focus: drill, band, first aid, spiritual formation)
e Mentors newer officers

Development Activities:

e Attend annual refresher training (1-day)
e Lead at least 1 project/year (e.g., camp, competition prep)
e Optional: Pursue advanced certifications (Brigade School, Trainer's Certification)

Milestone: Promoted to Senior Lieutenant / Captain (if leadership aptitude demonstrated)

STAGE 4: SENIOR OFFICER (Years 5-10)
Status:

e Company Captain or Battalion-level officer
e Strategic thinker (not just executor)
e Develops other officers (runs training)

Development Activities:

e Attend Brigade School (National HQ intensive training)
e Study governance, financial management (if Battalion Executive)
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e Represent Battalion at State/National events

Milestone: May be appointed to State Council positions

STAGE 5: VETERAN / EMERITUS (10+ Years)
Status:

e Recognized as BB Elder
e Advisory role (less hands-on)
e Legacy focus (writing, mentorship)

Contribution:

e Teach at Officer Training Courses
e Counsel younger leaders
e Document institutional memory (oral history projects)

Recognition: Life Membership, Long Service Awards (15, 25, 40 years)

1.4 OFFICER ASSESSMENT & PERFORMANCE MANAGEMENT
Annual Officer Appraisal (Conducted by Captain):
Section A: Self-Assessment Officer rates self (1-5) on:

Punctuality & Attendance

programme Delivery (quality of teaching/activities)
Relationship with Boys (pastoral care)

Teamwork (collaboration with fellow officers)
Professional Development (training attended)

o w0n -

Section B: Captain's Assessment Captain rates officer on same criteria (may differ from
self-rating - prompts discussion)

Section C: Goal Setting

e What do you want to achieve this year? (e.g., "Complete First Aid certification")
e How can the Company/Battalion support you?

Section D: Concerns
e Any challenges you're facing? (burnout, family issues, theological doubts)

e Confidential; determines if officer needs pastoral care, sabbatical, etc.
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Outcome:

e Meets Expectations: Continue service; minor improvements noted

e Exceeds Expectations: Recommended for promotion/additional responsibilities

e Below Expectations: Development plan created (if salvageable); or resignation
suggested (if fundamental mismatch)

CHAPTER 2: BUILDING STRATEGIC PARTNERSHIPS

2.1 WHY PARTNERSHIPS MATTER
Reality Check: BB cannot do everything alone. We need:

Churches (spiritual oversight, facilities)

Government (funding, policy support)

Corporates (sponsorships, expertise)

NGOs (collaboration on youth development)

Schools (access to Boys, integration of BB into education)

Partnership Principle:

"If you want to go fast, go alone. If you want to go far, go together." — African
Proverb

2.2 CHURCH PARTNERSHIPS (The Primary Relationship)
The BB-Church Covenant (Ideal Model):

Both parties sign an MoU defining:

Church Commits To:

Provide meeting space (minimum 2 hours/week)

Assign Chaplain (ordained minister to oversee spiritual content)
Promote BB from pulpit (recruit Boys)

Include BB in church budget (subsidize fees for indigent Boys)
Allow BB participation in church events (ushering, drama, etc.)

o 0n =

BB Company Commits To:

1. Uphold church's theological distinctives (e.g., Anglican company respects liturgy)
2. Submit all programme changes to Chaplain for approval
3. Maintain high standards (no scandal that embarrasses church)
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4. Provide quarterly report to church board (Boys' progress, challenges)
5. Serve church (e.g., cleanup, outreach support)

Conflict Resolution Clause: If disputes arise (e.g., church wants to cancel BB meeting for
church event), Chaplain and Captain discuss; if unresolved, escalate to Battalion Chairman
+ Senior Pastor.

When Church Relationship Sours:
Red Flags:

e Church leadership views BB as "tenant" (not ministry partner)

e Arbitrary changes (e.g., "You can no longer meet on Sundays; use Thursdays
instead")

e Financial exploitation (church demands 50% of BB funds)

Remediation Steps:

Captain requests meeting with Senior Pastor (air concerns)
Battalion Chairman attends (adds weight)
Revisit MoU (or create one if none exists)
If church unwilling to partner fairly:
o Explore relocation to another church
o State Council intervenes (writes formal letter)
o Last resort: Withdraw company number (Boys may transfer individually)

N~

2.3 GOVERNMENT PARTNERSHIPS
Why Government Should Care About BB:

e We reduce crime (Boys in BB # Boys in gangs)
e We boost education (our Boys perform better academically)
e We save government money (volunteer-run; minimal public cost)

Engagement Strategy:

LEVEL 1: LOCAL GOVERNMENT

Target: Chairman of Local Government Area (LGA) or Councillor
Ask:

e Free use of LGA sports complex for BB athletics
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e LGA sponsorship of annual BB Day (H200k-500k)
e BB participation in LGA youth events (visibility)

How to Approach:

1. Battalion Secretary writes formal letter (reference LGA's commitment to youth
development)

2. Attach Battalion profile (our reach, impact stats)
3. Request meeting
4. Captain + Chairman attend meeting (take 2 Boys in uniform - visual appeal)
5. Present specific, costed proposal (not vague request)
Follow-Up:

e If approved, deliver excellently (LGA officials attend event; impressed)
e Send thank-you letter with photos
e Invite LGA Chairman to next year's AGM (build relationship)

LEVEL 2: STATE GOVERNMENT
Target: Ministry of Youth and Sports Development, Ministry of Education
Ask:

e Grant funding (R2M-5M/year for vocational training)
e Inclusion in state youth policy (BB recognized as implementing partner)
e Free use of state facilities (stadium for Battalion parade)

Leverage Point:

e BB aligns with SDG 4 (Quality Education) and SDG 8 (Decent Work - via vocational
training)
e Government can cite BB as success story in international reports

How to Approach:
1. State Council (not individual Battalion ) leads engagement (more credibility)
2. Schedule meeting with Commissioner
3. Present State-wide impact data (e.g., "Lagos BB trained 2,000 Boys in 2025")
4. Propose pilot project (e.g., "Partner with us to train 500 out-of-school Boys in

carpentry")
5. If approved, execute flawlessly; document results; publish report
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LEVEL 3: FEDERAL GOVERNMENT
Target: Federal Ministry of Youth, National Orientation Agency (NOA), NYSC
Ask:

e National Youth Service Corps (NYSC) exemption for BB alumni who've served 5+
years (precedent exists for some organisations)

e Federal grants (820M+ for national programmes)

e Presidential/Vice Presidential patronage (symbolic but powerful)

How to Approach:

e BB Nigeria National HQ leads

e Leverage alumni in government (identify BB alumni who are now civil servants; they
advocate internally)

e Attend National Youth Policy consultations (insert BB into framework)

2.4 CORPORATE PARTNERSHIPS
The Corporate Social Responsibility (CSR) Opportunity:
Nigerian companies allocate Rbillions to CSR annually. BB should capture a share.

Tiered Partnership Model:

Tier Annual Benefits Target

Contribution Companies
Platinum R5M+ Logo on all BB materials; naming rights | Banks, telecoms
Partner (e.g., "GTBank Lagos South Battalion

Camp"); board seat on advisory council

Gold N2M-4.9M Logo on website, event banners; VIP | Manufacturing, oil
Partner invitation to AGM & gas
Silver N500k-1.9M Recognition in Annual Report; certificate | SMEs,
Partner of partnership professional firms

182 of 208



THE BOYS’ BRIGADE BATTALION GOVERNANCE MANUAL - Taiwo Obasan

Bronze N100k-499k Social media shout-out; thank-you letter | Startups,
Partner individual donors

Sponsorship Prospectus (Template):
BOYS' BRIGADE LAGOS SOUTH BATTALION
Corporate Partnership Proposal 2026
EXECUTIVE SUMMARY:

The Boys' Brigade has shaped Nigerian youth since [founding year]. We seek
partners who share our commitment to developing the next generation of leaders.

WHAT WE OFFER YOU:

v Brand Visibility: Your logo seen by 5,000+ people (Boys, parents, church
attendees)

v Employee Engagement: Your staff can volunteer as mentors (team-building)

v Impact Metrics: We provide quarterly reports showing exactly how your funds
were used.

OUR NEEDS:

1. Vocational Training: 8#2M to train 100 Boys in trades

2. Scholarship Fund: #&#1M for 5 university scholarships

3. Equipment: 8500k for musical instruments (band development)
INVESTMENT TIERS:

[Insert tier table from above]

CONTACT:

Battalion Secretary: [Email, Phone]

Let's build Nigeria's future together.

How to Pitch:
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1. Research Company:
o What's their CSR focus? (education, health, environment?)
o Have they supported youth programmes before?
2. Customize Proposal:
o If company values education — Emphasize our scholarship programme
o If company values skill development — Emphasize vocational training
3. Use Alumni Connections:
o Is there a BB alumnus working at the company? Ask him to introduce
Battalion Chairman to CSR Manager
4. Schedule Meeting:
o Battalion Chairman + PRO attend
o Bring: Proposal document (professionally printed), 5-minute video (Boys
testifying), financial statements (proves we're accountable)
5. Follow-Up:
o If yes: Execute partnership excellently; send impact reports quarterly
o If no: Ask "What would make this a yes?" Improve proposal; try again next
year

2.5 INTER-AGENCY COLLABORATION (Youth organisations)
The Boys’ Brigade and the National Youth Council of Nigeria

The BB is part of the "Big 6" global youth organisations, which includes the Scouts, Girl
Guides, Red Cross, YMCA, and YWCA. The Secretariat should actively seek joint
programmes with these kindred organisations, especially through the National Youth
Council of Nigeria (NYCN), which is the umbrella body for all youth NGOs in the country.*®
Collaborations on issues like climate change, health promotion, and mental wellness allow
the BB to leverage broader resources and reach a wider audience of Boys.*

Why Collaborate?

e Efficiency: Share resources (campsite, training, transport)
e Advocacy: United voice to government (stronger lobbying)
e Learning: Exchange best practices

Potential Partners:
1. SCOUTS ASSOCIATION OF NIGERIA
Common Ground:

e Both focus on character development, outdoor skills
e Similar age demographics

Collaboration Opportunities:
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e Joint camping trips (Scouts teach tracking; BB teaches drill)
e Shared equipment purchases (bulk discount on tents)
e Combined disaster response training (Red Cross certifies both)

Boundary:

e Keep spiritual content separate (Scouts are secular; BB is Christian)

2. GIRLS' BRIGADE NIGERIA
Common Ground:

e Same foundational Object (with "Girls" replacing "Boys")
e Often share facilities (churches host both)

Collaboration Opportunities:

e Joint family events (Christmas carol, community service)
e Combined officer training (efficiency)
e Cross-promotion (BB Boys' sisters join Girls' Brigade; vice versa)

3. RED CROSS YOUTH / ST. JOHN AMBULANCE
Common Ground:

e First aid, humanitarian service
Collaboration Opportunities:

e Red Cross certifies BB officers in advanced first aid (official certification)
e Joint blood donation drives
e Disaster simulations (Red Cross leads; BB Boys participate)

4. NATIONAL YOUTH SERVICE CORPS (NYSC)
Opportunity:

e NYSC Corps Members deployed to communities need volunteers for Community
Development Service (CDS)
e BB can absorb Corps Members as temporary officers (fresh energy, new skills)

Benefit:
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e Corps Member gains CDS hours (required for discharge certificate)
e BB gains free labor (Corps Member teaches ICT, runs fitness classes)

How to Activate:

e Battalion Secretary writes to NYSC State Coordinator: "We welcome Corps
Members to serve with BB"

e NYSC publishes BB as approved CDS organisation

e Corps Members apply; Battalion vets and assigns

2.6 SCHOOL PARTNERSHIPS (Expanding BB's Reach)
The Untapped Market:

e Nigeria has ~100,000 primary/secondary schools
e BB presence: <1% of schools

Why Schools Should Want BB:

e Enhances discipline (principals struggle with unruly students)
e Boosts school profile (parents want values-based education)
e Outsources character education (schools teach academics; BB handles values)

Partnership Model A: School-Based Company

e BB company meets on school premises (e.g., Friday 3-5 PM)
e School provides: Space, megaphone for drill, first-aid kit
e BB provides: Trained officers, curriculum, recognition (badges, certificates)

Partnership Model B: BB as After-School programme

e School offers BB as paid extracurricular (like piano lessons, tackwondo)
e Parents pay &5,000-10,000/term
e Revenue split: 60% to BB (officer stipends, materials), 40% to school

Pilot Strategy:

Identify 5 private Christian schools (easier entry than public schools)
Battalion Chairman schedules meeting with principals

Propose 1-year pilot (September 2026 - June 2027)

Start with Junior Section (ages 8-11 easiest to manage in school setting)
Evaluate: Did behavior improve? Did parents give positive feedback?

If successful, scale to 20 schools by 2028

2R
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2.7 PARTNERSHIP MANAGEMENT (Sustaining Relationships)
Common Partnership Failures:

e |[nitial excitement — Neglect — Relationship dies
Success Factors:
1. Clear MoU (Memorandum of Understanding):

e Always formalize (even with friends)
e Define: What each party contributes, duration (1 year? 3 years?), termination clause

2. Regular Communication:

e Quarterly reports to partners (what we've achieved with their support)
e Invite partners to events (see impact firsthand)

3. Recognition:

e Thank partners publicly (mention at AGM, feature in Annual Report)
e Certificates of Appreciation (simple but meaningful)

4. Renewal Process:

e 3 months before MoU expires, initiate renewal discussion
e Review: Did partnership meet objectives? Adjust terms if needed

CHAPTER 3: INNOVATION & CONTINUOUS IMPROVEMENT
3.1 THE INNOVATION MINDSET
Challenge:

"We've always done it this way" is the enemy of progress.
Principle:

Core mission (Advancing Christ's Kingdom) never changes. Methods must
evolve.

Examples:
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Era Innovation Result

1883 Sir William Smith introduces uniform, drill to Sunday | Boys' Brigade born
School

1990s BB attracts Boys with music, and paramilitary activities | Boys prepared for digital
and computer training (emerging tech) age

2020 COVID forces virtual meetings (Zoom BB) Movement survives

pandemic

2026 Nigerian BB emphasizes vocational training | Boys gain employable

(unemployment crisis) skills

3.2 THE INNOVATION PIPELINE

How to Test New Ideas Without Risking the Whole Battalion:

STAGE 1: IDEATION

Source:

Filter:

Officers submit ideas (Google Form: "What should BB try?")

Alumni feedback ("When | was a Boy, | wish we had...")

Observation of other organisations (Scouts, international BB)

Does it align with BB Object?
Is it feasible (cost, time, expertise)?
Is there demand (would Boys/parents want this)?

Output: 5-10 ideas shortlisted annually

STAGE 2: PILOT (Small-Scale Test)
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Select 1-2 Ideas to Pilot:
Example Pilot: "BB Coding Club"

e Hypothesis: Teaching coding will attract tech-savvy Boys and equip them for future
jobs
e Pilot Parameters:
o 1 company (e.g., 5th Lagos South)
o 10 Boys (ages 12-15)
o 8-week programme (Saturdays 10 AM-12 PM)
o Free software (Scratch, Python tutorials)
o 1 volunteer instructor (Alumni who's a software developer)
e Success Metrics:
o 80% attendance
o 70% of Boys complete a simple project (e.g., build a calculator app)
o Positive feedback from Boys/parents

Evaluation (Week 9):

e If successful — Offer to other companies (scale)
e |[f failed — Identify why (poor instructor? wrong age group?) and adjust or abandon

STAGE 3: SCALING
If Pilot Succeeds:
Year 1 (Post-Pilot):

e Offer to 5 companies (still monitored closely)
e Develop instructor training manual (so any officer can teach)
e Budget for licensing (if scaling requires paid software)

Year 2:

e Offer to all companies (optional, not mandatory)
e Integrate into Life Skills curriculum (becomes standard)

Year 3:

e Assess impact (are Boys actually getting tech jobs?)
e lterate (update curriculum for new tech trends)

3.3 CASE STUDIES - INNOVATIONS TO CONSIDER
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INNOVATION 1: THE BB MOBILE APP
Concept: All-in-one app for parents, Boys, officers
Features:

e For Parents:

o View child's attendance

o Pay fees (mobile money integration)

o Receive notifications (meeting cancelled, camp reminder)
e For Boys:

o Track badge progress (gamification)

o Access Bible study materials

o Chat with patrol (supervised by officer)
e For Officers:

o Take attendance (QR code scanning)

o Submit reports to Battalion

o Access training resources

Feasibility:

e Cost: H500k-1M to develop (one-time); 850k/month maintenance
e Adoption: Requires smartphones (80% of urban families have at least one)

Pilot Plan:

e Develop basic version (attendance + payments only)
e Test with 3 companies (Lagos South 1st, 5th, 10th)
e |[f successful, launch Battalion-wide

INNOVATION 2: ONLINE OFFICER TRAINING
Challenge:

e Officers in remote areas can't attend in-person training
e High cost of transport, accommodation

Solution:
e Hybrid model: Core training online (Zoom), practical assessments in-person
Example: Basic Officer Training Course (BOTC) Online

Modules 1-6 (Theory): Delivered via Zoom (every Saturday 10 AM-12 PM, 6 weeks)
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e Recorded (officers who miss live session watch replay)
e Quizzes administered via Google Forms

Modules 7-8 (Practical): In-person (1-day intensive)

e Dirill demonstration
e First aid practicals
e Devotion delivery (assessed live)

Benefits:

e Lower cost (no accommodation)
e Scalable (100 officers can attend Zoom vs. 30 in physical venue)

Challenges:

e Requires stable internet (not available in all areas)
e Less personal connection (harder to build camaraderie)

Recommendation: Offer both (officers choose format based on their situation)

INNOVATION 3: BB PODCAST / YOUTUBE CHANNEL

Concept: Weekly content for broader audience (not just current BB members)
Content Ideas:

Podcast Episodes (30 minutes):

Interviews with BB Alumni (success stories)

Parenting tips from BB Chaplains

"This Week in BB History" (nostalgia)

Teen issues discussion (peer pressure, dating, career choices - Christian
perspective)

YouTube Videos (10 minutes):

e How-to tutorials (tie BB scarf, perform drill movements)
e Behind-the-scenes (camp preparation, officer training)
e Testimonies (Boys share faith stories)

Benefits:

e Recruitment: Parents discover BB via podcast, enroll sons
e Retention: Boys stay engaged between meetings (content keeps BB top-of-mind)
e Alumni Connection: Podcast becomes lifelong resource
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Start Small:

e 1 episode/month (not weekly initially)
Battalion PRO hosts
e Recorded on smartphone (doesn't require studio)

INNOVATION 4: VIRTUAL TWIN COMPANY programme

Concept: Pair Lagos South company with rural Northern Nigeria company (cross-cultural
exchange)

How It Works:
Monthly Video Call:

e Boys from both companies meet via Zoom (30 minutes)

e Share testimonies, cultural practices (Lagos Boys learn Hausa greetings; Northern
Boys learn Yoruba)

e Pray for each other

Pen Pal System:
e Boys exchange letters (old-school; teaches writing skills)
Annual Visit:

e Lagos company saves funds; travels North for 3-day visit (stay with host families)
e Next year, Northern company visits South

Benefits:

e National Unity: Breaks down tribal stereotypes
e Empathy: Urban Boys see rural challenges (motivates generosity)
e Friendship: Lifelong bonds (some Boys may become business partners later)

e Pair 1st Lagos South with 1st Kano
e Run for 1 year
e |f successful, scale (10 twin partnerships by 2028)

3.4 MANAGING RESISTANCE TO CHANGE

Reality: Not everyone embraces innovation.
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Common Objections:
Objection 1: "This isn't traditional BB." Response:

e Affirm tradition's value (we honor our heritage)
e Clarify innovation # abandonment (we're adding, not replacing core)
e Historical precedent (BB has always adapted - e.g., adding computers in 1990s)

Objection 2: "We don't have resources for this." Response:

e Start small (pilot requires minimal investment)
e Seek external funding (corporate sponsor, grant)
e If truly unaffordable, defer (revisit when finances improve)

Objection 3: "This will distract from spiritual formation." Response:

e Audit current programme (is 30% still devoted to Bible study?)

e Innovation should enhance, not replace (e.g., coding club doesn't reduce devotion
time)

e If conflict arises, spiritual formation always wins (non-negotiable)

Change Management Best Practices:
1. Involve Skeptics Early:

e Don't announce innovation as fait accompli
e Form Innovation Committee (include traditionalist + progressive)
e Give skeptics a voice (they raise valid concerns)

2. Pilot Transparency:

e Share pilot results honestly (success and failures)
e If innovation flops, acknowledge (builds trust)

3. Celebrate Wins Publicly:

e When innovation succeeds, recognize champions (officer who led coding club gets
award)
e Testimonies at Battalion meetings (Boys share how innovation helped them)

CHAPTER 4: FINANCIAL SUSTAINABILITY & SOCIAL ENTERPRISE

4.1 THE FINANCIAL REALITY
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Current Funding Model (Typical Battalion):

e 70% Capitation fees (Boys' annual dues)
e 20% Fundraising events (BB Week, raffles, dinners)
e 10% Donations (church, individuals, corporates)

Problems:

1. Capitation Over-Reliance: If economic crisis, parents can't pay — Battalion income
collapses

2. Event Fatigue: Officers burn out organizing endless fundraisers

3. Donation Unpredictability: Donor gives 1M one year, 80 next year (can't plan)

Solution: Diversify revenue (add Social Enterprise stream)

4.2 WHAT IS SOCIAL ENTERPRISE?

Definition: A business that generates profit to fund social mission (not enrich
individuals).

BB Social Enterprise Principles:

e Mission-Aligned: Business relates to BB's work (e.g., printing BB materials, not
running a nightclub)

e Surplus Reinvested: Profits fund BB programmes (not distributed as dividends)

e Sustainable: Doesn't rely on charity; customers pay market rates

4.3 SOCIAL ENTERPRISE IDEAS FOR BB
IDEA 1: BB PRINTING PRESS

Concept: Battalion owns small printing business (certificates, banners, event
programmes)

Start-Up:

e Capital: 82M (purchase printer, laminator, computer, stock paper)
e Location: Rented shop or church facility
e Staffing: 1 BB Alumnus (trained printer) + 2 Senior Section Boys (apprentices)

Revenue Model:

e Internal sales: BB needs (certificates for 8500 each, 200/year = &100Kk)
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e External sales: Churches, schools, small businesses (competitive pricing)
e Target Year 1 revenue: 85M; costs: R3M; profit: 82M

Use of Profit:

e 50% reinvested (upgrade equipment)
e 50% funds BB (officer training, scholarships)

Social Impact:

e Trains 10+ Boys in printing trade (employable skill)
e Self-sustaining (Battalion less dependent on donations)

IDEA 2: BB SKILLS ACADEMY (Vocational Training Center)
Concept: BB runs weekend/evening classes teaching trades to public (not just BB Boys)
Courses Offered:

Carpentry (R30k/3-month course)
Tailoring (R25k)

Plumbing (H35k)

Phone Repair (R40k)

Revenue Model:

e 100 students/year across courses = #3M gross revenue
e Costs (instructors, materials): 81.5M
e Profit: §1.5M

Pricing Strategy:

e BB Boys: 50% discount (N15k for carpentry)
e Pubilic: Full price
e Indigent: Scholarship slots (funded by profit)

Social Impact:

e Addresses Nigeria's skills gap
e BB becomes known as solution (brand enhancement)

IDEA 3: BB EVENT MANAGEMENT SERVICES

Concept: Battalion offers professional event planning (leveraging our organisational skills)
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Services:

e Church anniversaries, conferences, weddings (logistics, ushering, sound)
e BB Officers coordinate; Senior Section Boys execute

Revenue Model:

e Charge N50k-200k per event (depending on scale)
e 20 events/year = ¥1M-4M revenue

Competitive Advantage:

e Trust (Christian organisation; clients feel secure)
e Discipline (BB Boys are punctual, professional)
e Affordable (undercut secular event planners)

Social Impact:

e Provides part-time income for Boys (pocket money, school fees)
e Teaches project management

4.4 LAUNCHING A SOCIAL ENTERPRISE (Step-by-Step)
Step 1: Feasibility Study (3 Months)

e Market research (is there demand?)
e Cost analysis (can we afford start-up?)
e Risk assessment (what could go wrong?)

Step 2: Business Plan (1 Month)

e Executive summary
e Financial projections (3-year forecast)
e Management structure (who runs it?)

Step 3: Funding (6 Months)

e Options:
o Battalion reserves (if available)
o Alumni investment (loan or equity)
o Grant (e.g., Tony Elumelu Foundation Entrepreneurship programme - &1M
grant)
o Corporate sponsor (CSR)

Step 4: Registration (1 Month)
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e Register as limited liability company (separate from Battalion legally)
e Battalion owns 100% shares (so profits flow back)

Step 5: Operations (Ongoing)

e Hire a manager (possibly a BB Alumnus with business experience)
e Quarterly reports to Battalion Executive (financial performance, social impact)

Step 6: Evaluation (Year 1 End)

e Did we break even? (Many social enterprises take 2-3 years)
e If losses are unsustainable, pivot or close (don't become a financial drain)

4.5 THE THREE-LEGGED STOOL MODEL
Sustainable Battalion Finances:

Leg 1: Capitation (40%) - Predictable annual revenue Leg 2: Fundraising (30%) -
Supplemental, event-driven Leg 3: Social Enterprise (30%) - Sustainable, mission-aligned

If one leg wobbles (e.g., economic crisis reduces capitation), the other two support the
stool.

Goal: By 2030, 30% of Lagos South Battalion budget comes from social enterprise.

CHAPTER 5: SUCCESSION PLANNING & INSTITUTIONAL MEMORY

5.1 THE SUCCESSION CRISIS
Problem:

e Key officer (Captain, Secretary, Treasurer) resigns/dies suddenly
e No one is prepared to step in
e Company/Battalion limps along or collapses

Case Study (Fictitious but Common):

Captain Adeyemi led 7th Lagos South for 15 years. Brilliant leader, but never
trained a successor. In 2024, he relocated abroad for work (3 days' notice). The
company had no qualified officer. The Boys scattered to other companies. 7th
Lagos South dormant since 2025.

This is preventable.
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5.2 THE SUCCESSION PLANNING FRAMEWORK

Principle: Every key position must have an identified successor (and that successor is
being trained).

The 2-Deep Rule:
For every critical role:

e Primary: Current office holder
e Secondary: Deputy/Assistant (ready to step in within 6 months)
e Tertiary: Apprentice (being groomed for future, 2-3 years out)

Example: Company Captain Role

Layer Name Readiness | Development Plan
Primary Captain John Current Mentors Secondary
Secondary Lieutenant Sarah | 6 months Shadowing Captain; will attend Brigade School
next year
Tertiary Warrant Officer | 2 years Gaining experience; to be promoted to Lieutenant
Mark in 2027

5.3 THE LEADERSHIP PIPELINE
Phase 1: Identification (Spotting Potential)
Who to Look For:

e Senior Section Boys (17-18, mature, considering Officer path)
e Alumni (recently left BB, miss it, want to give back)
e Church members (not ex-BBs, but passionate about youth)

Indicators of Leadership Potential:
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Reliability: Consistently shows up, follows through
Initiative: Doesn't wait to be told (sees need, acts)
Influence: Other Boys respect, listen to him

Humility: Willing to serve in "small" roles (setup chairs, etc.)
Teachability: Accepts feedback without defensiveness

Phase 2: Development (Preparing Successors)
Junior Leaders (Ages 15-18):

e Patrol Leader roles (lead 5-8 Boys)

e Mentorship by officer (monthly 1-on-1: "How are you doing? What are you
learning?")

e Exposure (invite to officer planning meetings as observer)

Emerging Officers (Ages 18-25):

e Probationary Officer (already covered in Officer Development chapter)
e Job shadowing (attend meetings with Captain/Secretary, watch, ask questions)
e Incremental responsibility (start with small tasks: "Lead opening prayer this week")

Rising Leaders (Ages 25-35):

e Deputy roles (Assistant Captain, Assistant Secretary)
e Formal training (Brigade School, external leadership courses)
e Strategic projects (lead camp, organise competition)

Phase 3: Transition (Smooth Handover)
The 90-Day Transition Model:
Months 1-3 (Overlap Period):

e Outgoing leader announces departure (gives 3 months' notice if possible)
e Incoming leader appointed (Battalion Council approves)
e Both work together:

o Week 1-4: Outgoing leads; incoming observes

o Week 5-8: Incoming leads; outgoing advises

o Week 9-12: Incoming leads solo; outgoing available for questions

Handover Checklist (From Vol 1, expanded):

e Files (digital + physical)
e Passwords (email, website, social media)
e Contacts (key stakeholders - phone numbers, emails)
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e Finances (bank details, signatory changes)
e Assets (equipment, keys)
e Institutional knowledge (unwritten rules, history)

Commissioning Service:

Public ceremony (Battalion parade or church service)

Outgoing leader prays for incoming

Battalion Chairman presents Warrant

Symbolic (outgoing hands over instrument of office to the incoming)

5.4 INSTITUTIONAL MEMORY (Preserving History)
Why This Matters:

e Without records, we forget lessons (repeat mistakes)
e New officers don't know why things are done certain ways (inefficiency)
e Boys lose connection to heritage (weakens identity)

What to Document:
1. Major Events:

Annual camps (photos, attendance lists, highlights)
Competitions (winners, scores)

Enrolment services (list of Boys enrolled each year)
Officer installations

Storage: Physical photo albums + digital archive (Google Photos, tagged by year/event)

2. Significant Decisions:

e Why did we change the meeting time from Sunday to Saturday? (document
reasoning)
e Why did we partner with X organisation? (context for future leaders)

Storage: Meeting minutes (already covered in Vol 1)

3. People:
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e Officer Roll: Names, years served, ranks, achievements
e Boy Roll: Every Boy who passed through (name, section, years, highest rank, where
they are now if known)

Tool: Database (Google Sheets or Excel)

Example Entry:

Name Section Years | Highest Current Status | Notes
Active | Rank (if known)
Chukwuma Obi | Company | 2010- | Sergeant Medical Doctor, | King's Badge recipient;
2015 UK now Alumni donor
4. Oral History:

e Record interviews with veteran officers (those who served 20+ years)
e Questions:

o

o

O

What was BB like when you started?

What's the most memorable moment?
What advice for today's officers?
e Format: Video (YouTube) or audio (podcast)

Frequency: Interview 2-3 veterans/year (before they pass away and history is lost)

5. Constitution & Bye-Laws (Version Control):

e Keep every version (2000, 2010, 2025, etc.)
e Track changes (why was Article X amended?)

Benefit: Future leaders understand evolution (don't view current Bye-Laws as immutable;
know they were shaped by context)

The Living Archive:

Assign 1 officer (often Secretary or PRO) as Archivist.

Responsibilities:

e Quarterly file organisation (ensure all event reports are uploaded)
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e Annual Institutional Memory Report (presented at AGM: "This year we added X
photos, Y documents")
e Respond to history inquiries (e.g., Alumnus asks "What year did | join BB?")

CONCLUSION: THE LEGACY YOU LEAVE
Leadership in The Boys' Brigade is not about personal glory. It's about:

Developing Boys who become godly men

Building Institutions that outlast you

Empowering Partners to join the mission

Innovating Boldly while honouring tradition

Planning Succession so the work continues after you

When you retire from active service, the question is not "How long did you serve?" but "Did
the Battalion thrive because of you—and continue thriving after you?"

The test of great leadership:

The organisation you leave is healthier, more sustainable, and more
impactful than the one you inherited.

May this guide equip you to pass that test.

Sure and Steadfast.
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THE BOYS’ BRIGADE BATTALION GOVERNANCE MANUAL - Taiwo Obasan

Is your Battalion administration Sure and Steadfast?

In an era of rapid digital change, the Boys' Brigade requires a Secretariat that is as
disciplined as the Boys on the parade ground. The Boys' Brigade Battalion Secretariat
Governance Manual is the first of its kind—a comprehensive, ISO-aligned guide designed to
professionalise the "engine room" of the movement.

Inside, you will discover:

e The "Chief of Staff" model for Battalion Secretaries.
e Standard Operating Workflows for Company planting and crisis management.
e Digital estate management strategies to preserve your Battalion’s legacy.

This three-volume system represents the most comprehensive governance framework ever
developed for BB Nigeria. But it's only as good as its implementation.

Whether you are a newly appointed Secretary or a veteran Officer, this manual provides the
tools, templates, and transparency needed to build a legacy of excellence for the Boy-child.

e To the Battalion Secretary: Use Volume 1 daily. Let it guide every decision.
e To the Company Captain: Master Volume 2. Every Boy deserves the formation it
describes.

e To the Battalion Executive: Embrace Volume 3. Lead with vision, build
partnerships, innovate fearlessly.

Together, we will write the next chapter of BB Nigeria's story—a chapter marked not by
decline, but by explosive, Christ-centred growth.

The Boy-child is waiting. Let's not disappoint him.

Sure and Steadfast.

For more information or clarification on this document, please contact:
Taiwo Obasan, Lagos South Battalion Secretariat

Email: taiwoobasan@gmail.com

Website: https://Boysbrigadelagossouth.com, taiwoobasan.com
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