
Consent2Go 
Section Leader Quick Reference Guide 

 
Terminology in Consent2Go 

Participant = Youth Member 
Staff = Leader 
School Year/ Year Level = Section (e.g. Cubs) 
Incursion = Activity held at the Hall 
Excursion = Activity held away from the Hall 
Participant Group/Team = Groupings of 
Participants such as Units, patrols, or activity-based 
groups 

 
Group Management 

• Section Leaders are assigned to a role (e.g. 
Joey Scout Leader). 

• This allows you to view health information for 
Youth Members in your Unit*.  

• Group Leaders (GLs) can see Youth Members 
across all Sections. 

* Initially you may be able to see all Youth Members in 
  the Group; this will change over time. 

 
Youth Member Management 

To see Youth Members in your Unit: 
1. Select Participants from the left-hand menu on 

the home page. 
2. Use the search bar or filters to find a Youth 

Member. 
3. Select the arrow (>) to view: 

o Parent and emergency contacts. 
o Medical information. 
o Attendance. 

    If you can’t see your Youth Members, contact 

your GL.  

 
Adding Youth Members 

GLs can add Participants. SLs can only do this if the 
GL gives them user permission to do so. To do this: 
1. Select                  from the top menu. 
2. Select . 
3. Enter Participant details: 

• Use noemail@mcbschools.com for the 
email address. 

• Ensure the correct School Year is selected. 

• Add parent emails. 
4. Save the Participant. 
5. After adding a Participant, select them from the 

Participant list and select Actions then Profile 
Update Invitation to invite parents to update 
health information. 

 
Section/Activity Management 

Participant Groups are used to: 
• Manage units, patrols, activity groups, and event 

groups 
• Message parents and carers 
• Track attendance 

 
Creating a Participant Group 
To create a Participant Group: 

1. Select Add Participant Group. 
2. Enter the required details. 
3. Open the new Participant Group. 
4. Select Add Participant. 
5. Add Youth Members into the group from the list. 
6. Add Leaders that belong in the group as Staff. 

    Participant Groups may include youth from more 

than one Unit. If you can only see youth in your Unit, 
you may need GL assistance to create this (eg 
adding a linking Joey to the Cub Unit’s Group). 

 
Events 

There are two ways to create an event: 
1. New Event - better for individual events if you 

want RSVPs. 
2. Meeting Management - better for tracking 

attendance for a term program but you can use 
it to create an event. 

* Neither option is perfect. Use the events 

functionality if it’s helpful. We’re working with 
Consent2Go to improve events to better suit 
Scouting. 

 
Creating New Events 

• Go to Events → New Event +,  select event 
type. 

• Enter required information. 

• Once the event is created, return to the home 
page to send invites. You can track attendance 
through Events. 

   Scouts Tas is not using the Consent2Go 

approval process at this stage. Use Scouts Tas’s 
current activity plan approvals process. 

 
Events using Meeting Management  
• Open the Participant Group. 
• From Meeting Management you can create a 

single activity or a series of activities. 
• Activities (e.g. term programs) can be imported 

in bulk using the template under Import 
Activities. 

   Consent2Go uses sporting-style fields. 

• Enter the date, time, and venue 
• Put “X”, “N/A”, or similar in Opponent School 

field. 
• Mark attendance from the Meeting 

Management front page. 

 
Permissions 

We are not able to obtain parent permissions 
through Consent2Go at this time. Please collect 
parent consent using a Parent Consent Form (Top 
16) or equivalent. 

 
Resetting passwords 

To reset another Leader’s password, go to 
System Settings, select System Users, select the 
Leader, and select                                 in the top 
right. 

    Don’t forget the Consent2Go Staff App (for 

Leaders) 

See Scouts Tasmania’s Consent2Go User Manual 
for more information. 

https://www.tas.scouts.com.au/member-services/activity-plans/
https://tas-1.myscout.com.au/DocumentDisplay/452
https://tas-1.myscout.com.au/DocumentDisplay/452

