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STANDARD OPERATING PROCEDURES 

Shooting Sports Ranges ï Archery  

 

  

RANGE OPERATIONS GUIDE   

  

1. General   

Live firing conducted at the Shooting Sports Ranges of the Northwest Suburban  

Council, BSA is designed to provide authorized users access to a safe facility  

where they can become proficient with firearms and/or participate in council  

sponsored events.   

  

2. Facilities for Use  

Range availability is at the discretion of the Camp Director or Chief Range Safety Officer 

(CRSO).  The Camp Director or CRSO will establish the operational days and times for 

the ranges. The Camp Director or CRSO may close all or part of the ranges for other 

activities or safety concerns.   

  

3. General Rules and Safety Requirements   

The CRSO, in cooperation with the Council Shooting Sports Committee makes all 

decisions regarding safety.  These decisions are final.  The Range Safety Officer (RSO) 

on duty handles the daily operation of the range and is responsible for all safety and 

handling practices while on the range.  

  

a. Treat all firearms as if they are loaded at all times.   

b. Keep fingers off the bowstring until ready to shoot.   

c. Know the target and what is beyond.   

d. No intoxicating substances of any kind or intoxicated people are allowed on 

the range.   

e. Cooperate with others as to cease fires for target placement and obey all range 

commands.   

f. Shoot only in the appropriate direction from the designated firing lines.   

g. Shoot at authorized targets only.   

h. Police all debris that accumulates on the range.  

i. Dispose of waste in the containers provided.  Damaged equipment is not to 

become a souvenir. Arrows that are fiberglass or carbon shafts must be 

wrapped in duct tape if broken before being placed in the trash. 

j. Fire only on designated ranges.   

k. Fire only authorized bows and arrows. No individuals are to bring personal 

equipment to use on camp property. 

l. Use of appropriate safety protection is mandatory for all individuals.   

n. Ensure all arrows impact within the established range safety limits.   

o. Call ñCease fireò and make safe all firearms when observing any unsafe 

condition or when a shooter moves forward of the firing line.   

p. Notify the Range Safety Officer (RSO) or Chief Range Safety Officer 
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(CRSO) of any safety infractions.   

q. Children are to be supervised and under the control of an adult at all times.   

  

4. Authorized & Prohibited Equipment   

a. Camps will provide the appropriate bows and arrows for campers. No 

individuals should bring personal equipment to use at the range.  

  

5. Authorized Targets   
a. Paper and cardboard.    

b. No cylindrical or spherical objects that could shatter or cause ricochets   

c. No other materials that shatter.   

  

6. Authorized Personnel  
a. Current members of the Boy Scouts of America  

b. Immediate family members or invited guests of the above, provided the authorized 

person is present and assumes full responsibility for the conduct of his or her 

guest(s), and everyone signs a Hold Harmless Agreement.  

c.   Maximum of two guests please (not including family members).   

d. Individuals approved by the Northwest Suburban Council or CRSO on a case-by- 

case basis. Non-Scout trainers and groups must have Northwest Suburban Council 

approval.   

e. Non-registered Scout members in the waiting area only except with approval from 

the Camp Director, Shooting Sports committee or CRSO. 

f.  Participants in council sponsored activities.   

 

7. Range Personnel  (All personnel must wear their certification while working at the 

range and should have a photocopy of that certification to hang on the range bulletin 

board.) 

I. Chief Range Safety Officer.   

a. The CRSO is appointed by the Camping Committee Chair.  

b. The CRSO, or his designated representative, is responsible for the 

continued safety of the range. If an unsafe condition exists, he will cause 

the shut down of that portion of the range complex and inform the Camp 

Director of the condition that caused this shutdown.   

II.  Range Safety Officer   

a. The RSO is appointed by the CRSO.   

b. The RSO must be currently certified as a NAA Instructor or complete 

similar training acceptable to the CRSO. 

c. The RSO must complete a range orientation conducted by the CRSO or 

his/her designee.   

d. The RSO will conduct the general operation of the range that day  

e. The RSO will report all serious problems to the CRSO and enter them in a 

daily log.   

f. Notify the CRSO of altercation details, license numbers and names. Call 

911 if it is a serious safety problem and/or damage to BSA property. Do 

not confront armed individuals.   
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III.  Assistant and Apprentice Instructors  

a. Assist the Range Safety Officer in daily range operations.  

b. Enforce Range Rules  

c. Periodically walk the ranges to ensure safety rules and Range Rules, in 

general, are observed.  

d. Perform minor range maintenance, cleaning and general upkeep.  

e. Repair and re-face target frames.  

f. Perform other duties assigned by the CRSO, Range Safety Officer and/or 

the Camp Director. 

  

8. Range Areas   
I. All ranges   

a. Must have a Northwest Suburban Council approved RSO on duty  

b. Must at all times Comply with all general rules and safety requirements.   

c. Registered member use the areas General rules   

d. Have your tour permit with you at the range.   

e. Always close entry gate when you enter or exit, and use red flags  

f. Check downrange for other shooters or range maintenance   personnel. Do 

not set up downrange or uprange of other shooters.   

g. Be prepared to share the range facilities with others. Be cooperative.  

h. Red flags indicate use in progress.   

i. Do not shoot across the range to other than your position target   

j. Do not shoot at the ground or at non-approved targets.  

k. All RSOôs are to pick up a camp radio each day AND should have a 

secondary method of communication with the Camp Director arranged. 

  

9.  Alcoholic Beverages and Drugs   

Shooters may not consume alcoholic beverages or drugs (including  

prescription and over-the-counter medications) before or during live firing. The  

CRSO or RSO will deny range access to anyone in violation.   

  

10. Emergency Procedures  
RSO will take charge of the situation. (Determine seriousness of injury)   

Render first aid if qualified.   

Call 911 for help via cellular telephone if necessary.   

Direct help to location.   

Take notes. Emergency report sheet should be in possession while on the  

range.  

Call the Camp Director and Randall Toland 

  

12. RSO RUNNING THE ARCHERY RANGE  
1. Review: Three Safety Rules poster.   

a. Always keep the bow pointed in a safe direction.  

b. Always keep your fingers off the bowstring until ready to shoot.  

c. Always keep the bow unloaded until ready to shoot.  

2. Review: Range Safety Rules  
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   a. ñCease Fireò may be shouted by anyone for a safety issue.  

b. Safety equipment for your protection is mandatory for everyone on the range.  

c. Any arrow that falls past the firing line may not be retrieved until the line is 

finished shooting. 

3. Identify Range Safety Officer (orange hat).  

4. Prepare target area (set targets).  

5. Prepare equipment for shooting (safe handling protocol).  

6. Place equipment at shooting stations (safe handling protocol).  

7. Begin live fire exercise.   

8. All arrows are gathered and stored.  

9. Equipment is gathered and stored.   

10. Targets and equipment are gathered and stored.  

11. Police the area for water bottles, targets, and trash. Use appropriate waste receptacles 

provided at the ranges. ï Pack it out!  



NORTHWEST SUBURBAN COUNCIL SHOOTING SPORTS COMMITTEE  

Page 5 of 23  Last updated 2/20/11 

 

  

APPENDIX A  

NAA Safety Rules   

  

Three Fundamental NAA Rules for Safety   

1. Always keep the bow and arrow pointed in a safe direction.   

2. Always keep your fingers off the bowstring until ready to shoot.   

3. Always keep the bow unloaded until ready to use.   

  

Rules for Safe Use   

1. Know your target and what is beyond.   

2. Be sure the bow is safe to operate.   

3. Know how to use the bow safely.   

4. Use only the arrows provided.   

5. Wear safety equipment for your protection as appropriate.   

6. Never use alcohol or drugs before or while shooting.   

7. Know and obey all range commands.   

8. Know where others are at all times.   

9. Shoot only at authorized targets.   

10. Do not handle a bow or stand at the firing line where bows are present while others 

are downrange.   

11. Stop shooting immediately upon the command of ñCease Firing.ò   

  

NAA Hygiene Guidelines   
Å Refrain from eating, drinking, smoking, applying makeup, or otherwise   

 placing hands  in proximity to the mouth or nose while on the range.   

Å Wash your hands and face with cold water after leaving the range before eating, or 

drinking.   

Å Change and wash clothing to minimize exposure to solvents and cleaning  

 product residues.   
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APPENDIX B  

Range Commands   

 

WHISTLE COMMANDS (PREFERRED)  

2 whistles ï approach the firing line 

1 whistle ï pick up your bow and prepare to shoot 

3 whistles ï Commence fire 

4 or more whistles ï Cease Fire! 

 

VERBAL COMMANDS  

Å "ON THE FIRING LINEò means for shooters to take their assigned place at  

 their firing point  

  

Å ñIS THE LINE READY?ò allows a shooter with problems to raise an arm and  

 call ñNOT READYò The range officer will immediately state: ñTHE LINE IS  

 NOT READYò.   

  

Å "NOCK AN ARROWò means shooters are given permission to load an arrow on the 

bow  

  

Å ñCOMMENCE FIRING!ò signals shooters to begin shooting. This command  

 may be signaled verbally, by a whistle or other means.  

  

Å ñCEASE FIRE!ò is called by the range officer if any incident occurs that  

indicates possible injury to some living thing should firing continue.   

   

Å ñAS YOU WEREò means to disregard the command just given.   

  

Å ñCARRY ONò means to proceed with whatever was being done before the  

 interruption occurred. 
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APPENDIX C 

DEFINITIONS  

 

CAMP DIRECTOR  ï When summer camp is in session this would be the appointed 

Camp Director. If using the range during another part of the year, this would be the 

Ranger or the Caretaker for the property. 

 

CRSO ï Chief Range Safety Officer ï This is the person responsible for the councilôs 

shooting ranges and their safety, appointed by the Camping Committee. Must be a 

certified instructor and Range Safety Officer with the NRA and a certified instructor with 

the NAA and have completed National Camp School Shooting Sports training. 

 

RSO ï Range Safety Officer ï This is the person responsible for safely running that 

particular range each day. Must be a certified Range Safety Officer with the NRA at Boy 

Scout camps or an NAA instructor or someone certified by the CRSO for Cub Scout 

programs. 

 

Assistant Instructor, Apprentice Instructor  or Junior staff ï Assistant Instructors  

have completed all the requirements of Instructor and Range Safety Officer but have not 

yet turned 18. Apprentice Instructors have completed all the training but are younger 

than 14. Junior Range Staff must be 14 years of age or older to work at the individual 

range. They must hold a merit badge in the shooting sport and may have to complete 

training with the CRSO to work at the range. 

 

Firearm  ï Any rifle, shotgun, pistol or bow 

 

SWBAT ï Scouts will be able toé 

 

CSWBAT ï Cub Scouts will be able toé 
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APPENDIX D 

 

ARCHERY MERIT BADGE (USI NG #35856 UPDATED 2009) 

 

I. Monday 

A. SWBAT understand requirements *1a, 1b, and 4a and receive shooting 

instruction. Shooting requirements may be done anytime. 

1. Range Safety Rules 

2. Retrieve arrows 

3. Whistle commands to use 

4. General Safety Rules 

5. How to carry arrows in you hands 

II.  Tuesday 

A. SWBAT understand requirements 1c, 2a, 2b, 3a, 4b and receives shooting 

instruction. 

1. Local and state laws for archery tackle. 

2. Name and point out parts of the arrow. 

3. Describe the three different types of arrows. 

4. Explain how to care for, store tabs, arm guards, quivers, and 

shooting gloves. 

5. Tell the difference between an end and a round. 

III.   Wednesday 

A. SWBAT understand requirements 2c, 2e, 3b, 4d,a 4e, 4f. 

1. Principal materials used for shafts. 

2. Explain how to care for and store arrows. 

3. Explain cast, draw weight, string height, aiming, spine, mechanical 

release, freestyle, and barebow. 

4. Explain how NAA/FITA target is scored. 

5. Explain how NFAA field and indoor targets are scored. 

6. Explain elimination system used in Olympic Archery Competition 

IV.   Thursday 

A. SWBAT complete an arrow from a bare shaft and complete shooting as 

needed. Requirements 2d, 5a, 5b, 5c, 5d, ad 5e. 

1. Make a complete arrow 

2. Name parts of a compound bow 

3. Explain how to care for and store compound bows 

4. Show 9 steps for good shooting 

5. Explain why it is necessary to have the bowstring replaced at an 

archery shop. 

6. Locate and mark the nocking point. 

VI.   Friday 

A. SWBAT make a bowstring and complete shooting. Requirements 3c and 

5f (2). 

1.  Make a bowstring 

2. Shoot 30 arrows at an 80cm 5-color target at 10 yds for a score of 

170. 
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APPENDIX E 

RESIDENT CAMP ARCHERY  

 

A) Day One 

1) Review ALWAYS rules (see signs appendix) 

2) Review range rules 

 Walking 

 Point bow range 

 Do not cross firing line 

 When retrieving arrows, go around firing line 

 Pick up arrows, carry with both hands. 

(b) Shoot with coaching 

(c) In free time: posters of- 

 Safety rules 

 Whistle codes 

 Archery target 

 Draw the archery range 

B) Day Two 

(a) Review ALWAYS rules 

(b) Go over equipment: names of parts of bows/ arrows 

(c) Shoot with coaching 

(d) By this point CSWBAT: 

(i) Belt Loop-  

a. Explain Safety rules 

b. Demonstrate good shooting technique 

c. Practice shooting for total time allowed 

(ii)  Pin- 

a. Explain parts of a bow and arrow 

b. Shoot for 3 hours (if they shot every time they can) 

c. Know correct scoring techniques 

d. Make a poster of whistle commands 

e. Draw to scale the archery range 

f. Make an archery target 

C) Day three 

(a) Shoot 

D) NOTE: encourage continuing to shoot by handing out the rifle and archery 

patches. Rifle comes from the National Shooting Sports Federation and requires a 

score of 35 points. Archery is camp-ordered and requires a score of 50 points in 

30 arrows. 

E) ALSO NOTE: the Cub Scout Shooting Sports Award #34216 can be awarded to 

any boy who achieves a level of marksmanship as decided by the range officer. 

Order the certificates from supply in advance. 
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APPENDIX F 

DAY CAMP ARCHERY  

 

I) Day one 

A) Review ALWAYS rules (see signs appendix) 

B) Review range rules 

1) Walking 

2) Point bow downrange 

3) Do not cross firing line 

4) Always go around ends of the firing line 

5) When retrieving arrows, go around the firing line 

6) Pick up arrows, carry with both hands 

C) Shoot with coaching 

II)  Day Two 

A) Review ALWAYS rules 

B) Go over equipment and names of arts of bows and arrows 

C) Shoot with coaching 

D) By this point CSWBAT: 

1) Belt Loop- 

(a) Explain Safety Rules 

(b) Demonstrate good shooting techniques 

(c) Practice shooting for total time allowed 

III)  Day Three 

A) Shoot 

B) Tell parts of a bow arrow (pin) 

C) Shoot for 3 hours (total), (pin) 

IV)  Day Four 

A) Shoot 

B) Know scoring techniques 

C) Make a poster of whistle commands 

D) Draw the archery range to scale 

E) Make an archery target 
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APPENDIX G 

NAPOWAN ARCHERY ORIENTATIO N 

 

A. Safety rules 

I. ALWAYS Obey all commands 

II.  ALWAYS Point the arrows in a safe direction- either at ground or at 

target. 

III.  ALWAYS place the bow in your arrow stand and step back from the firing 

line when done shooting. 

IV.  When retrieving arrows: 

a. Retrieve arrows only when range officer signals ñretrieve your 

arrowsò. 

b. Walk around the ends of the shooting line and walkout to targets. 

Picking up arrows on that ground in front of you (whether they are 

yours or not.) 

c. One archer retrieves his arrows form his targets at a time. 

B. Range commands 

I. Two whistle blasts- step p to firing line 

II.  One whistle blast- commence firing 

III.  Three whistle blasts- retrieve your arrows 

IV.  Four or more whistle blasts- STOP! Or CEASE FIRE! 

C. General range rules 

I. Leave the arrows in the ground stand until ready to shoot. Draw one at a 

time. 

II.  When you carry arrows in your hands, put one hand around the points and 

the other around the shafts. 

III.  Never shoot an arrow up into the air. 

IV.  Use proper safety equipment 

V. Always have an arrow on the bowstring. Do not DRYFIRE- shooting a 

bow without an arrow. 

D. Hours of Operations 

 

E. Fees and Costs 

I. Shooting-Free 

II.  Merit Badge-$2.50 for bow kit, pay at the trading post 

 

F. Range Etiquette 

Time Monday Tuesday Wednesday Thursday Friday 

8:45am-12:15pm Merit badge 

scheduled 

classes 

Merit badge 

scheduled 

classes 

Merit badge 

scheduled 

classes 

Merit badge 

scheduled 

classes 

Merit badge 

scheduled 

classes 

2:00pm-5:00pm Open shoot Open shoot Open shoot Open shoot Open shoot 

7:00pm-DARK Open shoot Open shoot Closed Muzzle 

loading 

Campfire 
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I. Request permission to enter and exit ranges 

II.  Remain quiet while waiting to shoot. 

III.  No coaching or distracting anyone who is shooting. 

IV.  No running on the ranges. 

V. No horseplay or misconduct. 

VI.  No verbal harassment of shooters or staff 

VII.  Do not cross any ropes. 

G. For Fun 

I. Archery golf during evening open shoots. 

II.  Playing cards can be shot. Purchase at the Trading Post. 

III.  No pictures of people or animals, no athletic team wear, no bottles, water 

bottles, or mugs may be shot. 

H. Food 

I. Only water is allowed on range. 

II.  No food of any type on range. 

III.  No drink on any range except for adults with coffee and tea. 

I. Dress Code 

I. No open toe or heel shoes, no sandals, no crocs, no heelies. 

II.  No loose clothing. 

III.  Shoelaces must be tied. 

J. Miscellaneous 

I. Archery patches- from camp, for a score of 50 with 30 arrows. Included 

with each merit badge. 

K. Discipline 

I. Rules must be followed for the safety of all personnel on the range. 

Violation of the rules will result in disciplinary action: 

a. Minor infraction- verbal warning 

b. Serious infraction- loss of place in line, verbal warning. 

c. Minor violation- removed from range for the day. 

d. Moderate violation- removed form range and MB class for rest of 

camp. 

e. Major Violation-removal from shooting sports area for rest of 

camp. 

Disciplinary action is at the discretion of the range safety officer where the event 

occurs. 
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APPENDIX H  

RESIDENT CAMP ARCHERY ORIENTATION  

 

I. Review ALWAYS rules (Choral Reading): 

A. ALWAYS KEEP THE BOW POINTED IN A SAFE DIRECTION. 

B. ALWAYS FOLLOW HE RANGE COMMANDS. 

C. ALWAYS STAY BEHIND THE FIRING LINE UNTIL TOLD TO 

RETRIEVE ARROWS. 

 

II.  Go over the commands:  

A. 2 blasts- approach the firing line. Do not touch bow and arrows.  

B. 1 blast- Pick up bow, load arrows, and commence fire. 

C. 3 blasts- retrieve arrows and score targets. 

D.  4 (or more) blasts- cease fire. 

 

III.   Go over point of bow and arrow (repeat after me): 

A. Bow 

1. Tip 

2. Face 

3. Back 

4. Grip 

5. Arrow Rest 

6. String 

B. Arrow 

1. Point 

2. Shaft 

3. Vanes 

4. Nock 

IV.  Go over shooting position (have them actually watch you) 

A. Feet forward, shoulders width apart 

B. Make sure you stay behind firing line 

C. Pick up bow, hold it so arrow rest is up 

D. Pick up arrow, let them see how it sets across bow, explain nocking point 

E. Show fingers on bowstring. Only first joint on string 

F. Bow up, draw back to the same place every time 

G. Release by opening hand 

H. Hold stance until arrow hits the target. 
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APPENDIX I  

CUB SCOUT DAY CAMP ARCHERY ORIENTATION  

 

III.  Review ALWAYS rules (Choral Reading): 

A. ALWAYS KEEP THE BOW POINTED IN A SAFE DIRECTION. 

B. ALWAYS FOLLOW HE RANGE COMMANDS. 

C. ALWAYS STAY BEHIND THE FIRING LINE UNTIL TOLD TO 

RETRIEVE ARROWS. 

 

IV.  Go over the commands:  

A. 2 blasts- approach the firing line. Do not touch bow and arrows.  

B. 1 blast- Pick up bow, load arrows, and commence fire. 

C. 3 blasts- retrieve arrows and score targets. 

D.  4 (or more) blasts- cease fire. 

 

V.  Go over point of bow and arrow (repeat after me): 

A. Bow 

1. Tip 

2. Face 

3. Back 

4. Grip 

5. Arrow Rest 

6. String 

B. Arrow 

1. Point 

2. Shaft 

3. Vanes 

4. Nock 

VI.  Go over shooting position (have them actually watch you) 

A. Feet forward, shoulders width apart 

B. Make sure you stay behind firing line 

C. Pick up bow, hold it so arrow rest is up 

D. Pick up arrow, let them see how it sets across bow, explain nocking point 

E. Show fingers on bowstring. Only first joint on string 

F. Bow up, draw back to the same place every time 

G. Release by opening hand 

H. Hold stance until arrow hits the target. 
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APPENDIX J 

CUB SCOUT ARCHERY RANGE SIGNS 

 

Laminate and post at range entrance for orientation.  
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ALWAYS 

Obey all 

range 

commands 
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ALWAYS 

Point the 

arrows in a 

safe 

direction 
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ALWAYS 

place the bow 

in your arrow 

stand and step 

back from the 

firing line  
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Two whistle blasts- step to 

firing line  

 

One whistle blast- 

commence firing 

 

Three whistle blasts- 

retrieve your arr ows 

 

Four or more whistle 

blasts- STOP! Or CEASE 

FIRE!  
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APPENDIX K  

 

CUB SCOUT SHOOTING SPORTS 

REQUIREMENTS AND FORMS  

 

Copy of Archery Scorecard  

Copy of pin/belt loop certification  

Copy of Archery Belt Loop and Pin requirements  

Copy of BB Gun Belt Loop and Pin requirements  
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