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Welcome to the Troop Module, an add-on to Volunteer Essentials, which is a handbook for volunteers in all
pathways. The information in this module will help you get started with your troop. You will be provided with a
copy of the Volunteer Essentials when you return your registration packet. If you would like to view it at this time,
please see our website www.gsmidtn.org in the resources section.

Girls and adults participating in the troop pathway usually stay together for an entire school year and meet once a
week, once a month or twice a month—how often is up to you and the girls. Troops can meet just about anywhere,
as long as the location is safe, easily accessible to girls and adults and within a reasonable commute (“reasonable”
having different definitions in different areas: In rural areas, a longer drive may be acceptable; in an urban area,
traffic congestion may limit the distance you are willing to drive). In each meeting, girls participate in fun activities
that engage them in the Girl Scout Leadership Experience.

Troops provide a flexible way for girls to meet for nine to twelve months. Some ideas include:

» Fourteen Girl Scout Brownies who meet twice a month from November through March at a local
community center
» Seven girls who are homeschooled and meet weekly as a Girl Scout Cadette troop

» Girls who meet together once a week at their juvenile detention center to participate in Girl Scout
activities

Your most important role as a troop volunteer is to be excited about everything this opportunity affords you: a
chance to partner directly with girls; an invitation to play a critical role in their lives; a chance to watch them
blossom under your direction.

Sure, you’ll have other responsibilities, too, and the rest of this section shares those details.

One note, however: As a troop volunteer, you serve as a partner and role model to girls. You’ll also work closely
with a co-volunteer, because two adults must be present at all times when working with girls, and at least one of
those volunteers must be female and not related to the other adult. This is an important distinction that bears
repeating: Men can serve as troop volunteers, but an adult female who is not related to the male volunteer must be
present at all times, and at no time is a girl to be alone with only one volunteer. Remember to also check the adult-
to-girl ratios in Chapter 5 of Volunteer Essentials.

Your Responsibilities

Your other responsibilities as a troop volunteer include:

» Sharing your knowledge, experience and skills with a positive and flexible approach
» Working in a partnership with girls so that their activities are girl-led and also partnering with other

volunteers and council staff for support and guidance
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Organizing fun, interactive, girl-led activities that address relevant issues and match girls’ interests and
needs

Providing guidance and information regarding Girl Scout events and troop meetings with girls’ parents or
guardians on a regular and ongoing basis through a variety of tools, including email, phone calls,
newsletters, blogs or whichever other method you choose

Processing and completing registration forms and other paperwork, such as permission slips
Communicating effectively and delivering clear, organized and vibrant presentations or information to an
individual or the troop

Overseeing troop funds with honesty and integrity

Maintaining a close connection to your volunteer support team

Your Support Team

In your role as a troop volunteer, you’ll team up with helpers, including your co-volunteer(s), a volunteer support
team, parents and guardians, council staff members and others who have expressed interest in working alongside

you.

The first thing you’ll want to do is meet with this group and discuss what brought you to Girl Scouts, review your
strengths and skills, and talk about how you would like to work together as a team. Also discuss:

When and where to meet as a troop

When, where and how often to hold parent/guardian meetings
When you will hold an investiture (pinning and dedication) ceremony

Your local council calendar, which lists seasonal events, trainings, celebrations, Girl Scout special days

and product sales (including the Girl Scout Cookie Program).

Remember to call on your volunteer support team, which can help you observe a meeting, assign you a buddy, help
with registration forms, assist you with opening a bank account, plan your first meeting, and so on. Also plan to
attend service unit meetings—usually held several times throughout the year—that provide excellent opportunities
to learn from other volunteers.

Your first steps as a troop volunteer include the following:
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Form a troop committee

Decide when and where to meet

Hold a parent/guardian meeting
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This section shows you how to complete all three steps. After you’ve completed those, you’re ready to plan and
hold your first few troop meetings, which is discussed in the remainder of this module.

Forming a Troop Committee

You need to involve other adults in the troop—please don’t try to go it alone or depend on too few adults. Many
hands make light work, and the role is more fun when it’s shared. Think about the people you know whom you
admire, who connect with children (especially girls), who are dependable and responsible and who realistically
have time to spend volunteering. (Remember that these adults will need to register as Girl Scout members, fill out
volunteer application forms, take online learning sessions and review written resources.) Consider business
associates, neighbors, former classmates, friends and so on. If you have trouble finding reliable, quality volunteers
to assist, talk to your membership manager or service unit manager for advice and support.

Your troop committee members might help by:
» Filling in for you
* Arranging meeting places
» Locating adults with special skills to facilitate a specialized troop meeting
e Assisting with trips and chaperoning
* Managing troop records

» Being a trained “camping parent” or “first-aider” for the troop

A troop committee may be made up of general members or may include specific positions, such as

e Troop Cookie Manager: A volunteer who would manage all aspects of Girl Scout Cookie Program.
» Fall Product Program Manager: A volunteer who would manage all aspects of the Fall Product

Program.

e Transportation Coordinator: The volunteer you’d look to whenever you needed to transport girls for

any reason; this person would have volunteers available to drive and chaperone.

e Troop Records Keeper: This volunteer could be like a treasurer/secretary rolled into one person—

someone to keep track of the money and keep the books.

Set up positions that work for you and draw on other volunteers who possess skill sets that you may lack. When
you’re ready to invite parents, neighbors, friends, colleagues and other respected adults to work with you, send
them a letter and invite them to their first troop committee meeting. The adult guides for the Girl Scout Daisy,
Brownie, and Junior It’s Your World—Change It! leadership journeys include a sample welcome letter and a
friends/family checklist to assist you in expanding your troop’s adult network.
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Deciding When and Where to Meet

When to meet is at your troop committee’s discretion: What day and times work best for the girls, for you, for your
co-volunteer(s) and for other adults who will be presenting or mentoring? Once per week throughout the school
year is common, but so is once or twice per month. Is after-school best? Can your co-volunteers meet at that time,
or will meetings work better in the evenings or on the weekends? If so, which day of the week? At what time?

Where to meet can be a bit trickier: A troop meeting place needs to provide a safe, clean and secure environment
that allows for the participation of all girls. You might consider using meeting rooms at:

Schools

Libraries

Houses of worship
Community buildings
Childcare facilities

Local businesses

For teens, you can also rotate meetings at local coffee shops, bookstores and other places girls enjoy spending time.
When choosing a space, consider the following:
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Cost: The space should be free.

Size: Make sure the space is large enough to hold all the girls in the troop while engaged in a variety of
activities.

Availability: Be sure the space is available at the time and day you want to meet, for the entire length of
time you plan to use the space.

Resources: Determine what types of furnishings (table? chairs?) come with the room and ensure that the
lighting is adequate. A bonus would be a cubby of some sort, where you can store supplies.

Safety: Ensure that the space is safe, secure, clean, properly ventilated, heated (or cooled, depending on
your location), free from hazards and has at least two exits that are well-marked and fully functional. Also
be sure first-aid equipment is on-hand.

Facilities: Sanitary and accessible toilets are critical.

Communication-friendly: Be sure your cell phone works in the meeting space or that you have access to
a phone in the event of an emergency.

Allergen-free: Be sure pet dander and other common allergens won’t bother susceptible girls during
troop meetings.

Accessibility: Be sure the space can accommodate girls with disabilities, as well as parents with

disabilities who may come to any meetings.



www.gsmidtn.org

If this is your first time asking for a Girl Scout meeting place, here are a few speaking points to get you started:
“I’'m a Girl Scout volunteer, and | run a troop of girls. We’re doing lots of great things for girls and for the
community, like and . We’re all about leadership—the kind that girls use in their daily lives and the
kind that makes our community better. We’d love to hold our meetings here because

Please see the Meeting Place Risk Management document in the Appendix.
Holding a Parent/Guardian Meeting

A parent/guardian meeting is a chance for you to get to know the families of the girls in your troop. Before the
meeting, be sure you’ve done the following:

* Arranged for a parent, another volunteer or a group of older girls to do activities with the girls in your
troop while you talk with their parents/guardians (if girls will attend the meeting, too). If you need help
with this contact your membership manager.

e Practiced your discussion on the five topic areas (Girl Scout Mission, Promise and Law; benefits of Girl
Scouting for their daughters, including how the GSLE is a world-class system for developing girl leaders;
all the fun the girls are going to have; expectations for girls and their parents/guardians; and ideas of how
parents and other guardians can participate in and enrich their daughters’ Girl Scout experiences).
Information on the Girl Scout Mission, Promise and Law and the Girl Scout Leadership Experience are
included in the GSUSA on-line Orientation and in the script for parent meetings in the appendix of this

document.

e Determined when products sales (including Girl Scout Cookie Program) will happen in your council;

parents/guardians will absolutely want to know.
» Created a sign-in sheet.
» Determined what information parents should bring to the meeting.

» Created a one-page information sheet (your contact information, contact information for other troop
committee members, the day and time of each meeting, location of and directions to the meeting place,
what to bring with them, your troop number and information on how to get journey books and other
merchandise like sashes, vests, T-shirts, and so on. Pricing is included in the catalog in the new troop
packet).

»  Gathered supplies, including the sign-in sheet, the information sheet, Girl Scout registration forms
(available from your council), permission forms for parents/guardians to keep on hand (also available
from your council), any other appropriate forms (see the appendix of this module), Girl Scout
merchandise catalogs (also available from your council), pens and an envelope for dues.

» Prepared yourself to ask parents and guardians for help with the troop, planning to be as specific as you
can about the kind of help you will need.
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Registering the Girls in the Troop

Every participant (girl or adult) in Girl Scouting must register and become a member of Girl Scouts of the
USA. GSUSA membership dues are valid for one year, from October 1 to September 30. Membership dues
(currently $12) are sent by the council to GSUSA; no portion of the dues stays with the council. Membership
dues may not be transferred to another member and are not refundable.

Pre-registration for the upcoming membership year occurs in the spring. Troop members are encouraged to
register early to avoid the fall rush. Early registration helps ensure uninterrupted receipt of forms and
materials from the council, helps girls and troops plan ahead, and gets girls excited about all the great stuff
you want to do as a Girl Scout next year. Girl Scout grade level is determined by the current membership
year beginning October 1st.

Lifetime membership is available at a reduced rate. A lifetime member must be at least 18 years old (or a 17-
year-old high-school graduate) and agree to the Girl Scout Promise and Law.

You’re free to structure the parent/guardian meeting in whatever way works for you, but the following structure
works for many new volunteers:

» Asthe girls and adults arrive, ask them to sign in. Hand out registration forms and any other
paperwork, including a one-page information sheet.

*  Open the meeting by welcoming the girls and adults. Introduce yourself and other members of the
troop committee. Have adults and girls introduce themselves, discuss whether anyone in their families has
been a Girl Scout and talk about what Girl Scouting means to them. Welcome everyone, regardless of
experience, and let them know they will be learning about Girl Scouts today. (If you’re new to Girl

Scouting, don’t worry—just let everyone know you’ll be learning about Girl Scouting together.)
» Ask the girls to go with the adult or teen in charge of their activity and begin the discussion.

» Discuss the information you prepared for this meeting:

All the fun girls are going to have!

When and where the troop will meet and some examples of activities the troop might choose to do.

e That a parent/guardian permission form is used for activities outside the troop’s usual meeting place and

the importance of completing and returning it as indicated.

How you plan to keep in touch with parents/guardians (e-mail, text messaging, a phone tree, fliers the
girls take home and posting on an invitation-only group you create on Facebook are just some ideas).

The Girl Scout Mission, Promise, and Law

The Girl Scout program, especially what the Girl Scout Leadership Experience (GSLE) is and what the

program does for their daughters. See the sample script in the appendix.

When Girl Scout Cookies (and other products) will go on sale and how participation in product sales

teaches life skills and helps fund troop activities.
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The cost of membership, which includes annual GSUSA dues, any troop dues (ask your local council),
optional uniforms and any resources parents/guardians will need to buy (such as a journey book)

The availability of financial assistance and how the Girl Scout Cookie Program and other product sales

generate funds for the troop treasury.

That families can also make donations to the council—and why they might want to do that.

What the troop committee does, who is on it, in which areas you are looking for additional volunteers

(be as specific as possible).

» Collect the completed registration forms and family contribution forms.

* Remind the group of the next meeting (if necessary) and thank everyone for attending. Hold the next
meeting when it makes sense for you and your troop committee—that may be in one month if face-to-face
meetings are best or in six months if you’re diligent about keeping in touch with parents/guardians via e-
mail, phone calls or some other form of communication.

»  After the meeting, follow up with any parents or guardians who did not attend to connect them with the

group, inform them of decisions and discuss how they can help the troop.

To plan and hold successful troop meetings, follow the steps in each of the following sections. You’ll feel confident
and comfortable in no time.

Using Journeys

Like all pathways, the troop pathway offers an opportunity to deliver the Girl Scout Leadership Experience, in
which girls discover themselves, connect with others and take action to make the world a better place. The most
efficient—and fun!—way to deliver the GSLE in a troop setting is to use journey books, which are the core
program offering from Girl Scouts. To get started, all you need is a sense of adventure to guide girls on a great
journey. Check out these five simple tips:

1. Boot up your computer and take a 10-minute walk through the Girl Scout Leadership Experience

interactive resource at www.girlscouts.org/gsle. This bilingual interactive resource is designed for the busy

volunteer. A guide talks you through each component of the Girl Scout Leadership Experience and provides
clear definitions, illustrating how each piece is part of a well-researched, powerful and change-making
experience for girls.

2. Kick off your shoes and sit down to relax. Yes, this is where the real fun starts. Read the (grade-appropriate

for the troop) girl journey as if you were a girl and without thinking what to do with it.
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3. Break out your accompanying adult guide and flip straight to the Sample Sessions at a Glance two-page
spread for a “bird’s eye” view of how to bring the journeys to life.

4. Now that you know what’s possible, invite the girls (and their parents) to use their imaginations for how
to make the journeys real in ways that excite them (girl led). You do not have to do everything exactly as laid
out in the books. The books are a great resource with lots of room for creativity. Remember, the books
provide the ice cream: The girls and you add the sprinkles!

5. Step back and watch how the girls, with your knowledge, support and guidance, have enormous fun and a

rewarding experience. Celebrate with them as they earn their leadership awards, too.

Throughout your own journey—and even before—volunteer and staff members of your local Girl Scout council are
there to offer crucial support with learning opportunities and advice. Never hesitate to contact them.

Utilizing Other Resources

You have other resources at your disposal, as well, including the Daisy Girl Scout Activity Book, Try-Its for
Brownie Girl Scouts, Junior Girl Scout Badge Book and Interest Projects for Girls 11-17. These resources provide
topic-specific skills-building activities, as girls earn the associated badges.

In addition, you’ll find a wealth of Girl Scout resources centered on four core areas: STEM (science, technology,
engineering and math), financial literacy, the environment and outdoor education, and healthy living. Contact your
local council, your membership manager or your service unit manager for guidance on where to find these resources
and how to infuse them into your troop activities.

Holding Troop Meetings

Troop meetings usually include six components, and journey book sample sessions are also arranged in a similar
way, making the process easy for you.

e Start-up: Start-up activities are planned so that when girls arrive at the meeting they have something to
do until the meeting starts. For younger girls, it could be coloring pages; teen girls might jot down a
journal entry or just enjoy a little time to talk.

» Opening: The opening focuses the meeting and allows girls to start the meeting. Each troop decides how
to open their own meeting—most begin with the Girl Scout Promise and Law, and then add a simple flag
ceremony, song, game, story or other ceremony designed by the girls. Girl Scout Brownies, for example,
might create a new tradition by skipping in a circle while singing a song. Ceremonies, even when brief or

humorous, make Girl Scout time special.

» Business: Troop business may include taking attendance, collecting dues, making announcements and
planning an upcoming event or trip. This is a good time for girls to lead, especially as they grow up. (Note

that some troops move the business portion of the meeting to an earlier slot.)
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» Activities: Activities will depend on what the girls want to do in their troop and how they want to spend
their collective time. Outdoor time is important, so encourage the girls to participate in an activity at a
park or forest. If girls are interested in animals, encourage the girls to plan a visit to a zoo or animal
shelter. As you engage in one of the two leadership journeys, review the Sample Sessions at a Glance in
the adult guide for journey activity ideas.

» Clean-up: Clean-up is just how it sounds, and it’s a great habit for girls to get their meeting space back to
the way it was when they got there—maybe even cleaner than it was. Girls can also take leadership of the
cleaning themselves, deciding who does what. They might even enjoy the tradition of a kaper chart (or a
chore chart, listing all the chores and assigning girls’ names to each), so that everyone takes turns at each
responsibility.

» Closing: The closing lets the girls know that the troop meeting is ending. Many girls close with the
friendship circle, in which each girl stands in a circle, puts her right hand over her left and holds the hands
of the girls standing next to her. The friendship squeeze is started by one girl and then passed around the
circle until it comes back to the girl who started it. When the squeeze is finished, girls twist clockwise out

of the circle lifting their arms and turning around and out.

Treat Time!

Treats are an option some troops decide to include in their meetings and range from a bottle of soap bubbles,
a jump rope or a food snack. If girls choose to include snacks, guide them to consider the health of a potential
snack, as well as possible food allergies. Enlist the help of parents or guardians by asking them to sign up
and bring a treat.

You help each troop member do her part to ensure that each meeting and the activities are enriching and fun. Based
on their grade levels and abilities, girls may decide and plan opening and closing activities, bring and prepare treats,
teach songs or games and clean up. As girls grow, they can show and teach younger members about Girl Scouting.
They can also assist you in preparing materials for activities. For activities such as trips, campouts, parent meetings
and multi-troop events, girls may be responsible for shopping, packing equipment, handing out programs, cleaning
up, gathering wood and so on. As long as you pay attention to grade level and maturity, the list of girl involvement
is endless. (See Chapter 6 in Volunteer Essentials for a better understanding of girls” progression by grade level,
also see detailed information about each grade level in the journey adult guides.)

Troop Governance: Letting Girls Lead

Many troops employ a democratic system of governance so that all members have the opportunity to express their
interests and feelings and share in the planning and coordination of activities. Girls partner with you and other
adults who facilitate, act as a sounding board and ask and answer questions. Girls from the youngest Girl Scout
Daisies through Ambassadors will gain confidence and leadership skills when given the opportunity to lead their
activities, learn cooperatively as a group and learn by doing instead of by observing.
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The following are some traditions troops have used for girl-led governance, but these are just examples—girl-led
and cooperative learning can happen in many ways. Journeys offer other examples of team decision-making, too.

Daisy/Brownie Circle: While sitting in a circle (also called a ring), girls create a formal group decision-
making body. The circle is an organized time for girls to express their ideas and talk about activities they
enjoy and you play an active role in facilitating discussion and helping them plan. Girls often vote to
finalize decisions. If girls are talking at once, consider passing an object like a talking stick that entitles
one girl to speak at a time (see Chapter 4 of Volunteer Essentials for additional tips).
Junior/Cadette/Senior/Ambassador Patrol or Team System: In this system, large troops divide into
small groups, with every member playing a role. Teams of four to six girls are recommended so that each
girl gets a chance to participate and express her opinions. Patrols may be organized by interests or
activities that feed into a take-action project, with each team taking responsibility for some part of the

total project, and girls may even enjoy coming up with names for their teams.

Junior/Cadette/Senior/Ambassador Executive Board: In the executive board system (also called
steering committee), one leadership team makes decision for the entire troop. The board’s responsibility is
to plan activities and assign jobs based on interests and needs, and the rest of the troop decides how to
pass their ideas and suggestions to the executive board throughout the year. The executive board usually
has a president, vice president, secretary and treasurer and holds its own meetings to discuss troop
matters. Limit the length of time each girl serves on the executive board so all troop members can

participate during the year.

Junior/Cadette/Senior/Ambassador Town Meeting: Under the town meeting system, business is
discussed and decisions are made at meetings attended by all the girls in the troop. As in the patrol and
executive board systems, everyone gets the chance to participate in decision-making and leadership. Your
role is to act as a moderator, who makes sure everyone gets a chance to talk and that all ideas are

considered.

A Sample Troop Year

Here is just one example of how you could set up your troop year. As long as you’re basing your activities on the
GSLE (using the three keys—discover, connect and take action—and realizing the outcomes/benefits that Girl
Scouts promises) and using the three processes (girl-led, learn by doing and cooperative learning), there is no wrong

way.
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Hold a parent/guardian meeting.

Open a checking account.

Register all the girls in the troop.
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* Meet together for the first time, allowing the girls to decide how they can learn each others’ names and
find out more about each other.
» Kick off the journey with a trip or special event that fits the theme. Have the girls brainstorm and plan this

trip or event. Remember, the younger the girls, the shorter the trip.

» Have the girls work through the journey, which will involve eight to ten gatherings (but can be more or
less, depending on whether you combine or stretch out the sample sessions, based on your needs.

» Complete the take-action project.
» Encourage girls to plan a culminating ceremony for the journey, including awards presentations.
» Choose badge-exploration activities that girls will enjoy and that will give them a well-rounded year.

» Have the girls plan, set goals and work through the Girl Scout Cookie Program (see Managing Group

Finances).
» Help girls plan a field trip or other travel opportunity.
e Pre-register girls for next year.
* Plan and do a camp out.
» Participate in a council-wide event with girls from around your region.

» Have the girls plan and hold a bridging ceremony for girls continuing on to the next Girl Scout grade

level.

Every Girl Scout group is responsible for planning and financing its own activities. This puts girls in charge,
giving them the opportunity (with your oversight) to cooperatively set goals, manage a budget, spend
responsibly, maintain records and develop good math and finance skills.

Girl Scout groups are funded by a share of money earned through council-sponsored product programs (such
as Girl Scout Cookie Program), group money-earning activities (council-approved, of course) and any dues
your group may charge. (This is in addition to the $12 annual membership dues that go to the national
organization.) This chapter gives you the ins and outs of helping girls manage their group finances, practice
successful product-sales techniques and develop additional group money-earning ideas, if needed.

If you’re taking over an existing group, you’ll likely inherit a checking account. But if you’re starting a new
group, you’ll want to open a new account. This usually happens when there is money to deposit, such as from
group dues, product sales or group money-earning activities.
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To open a new account, follow these simple steps:
¢ Find a bank that charges minimal or no fees.

o Bank accounts should be opened as: Girl Scouts of Middle Tennessee, troop # ____, serviceunit# .
Use the Girl Scouts’ federal tax identification number, which you may obtain from your membership
manager, when opening account. Most banks require a letter of authorization, if so complete the Letter of
Authorization form and return it to your membership manager.

¢ Upon receipt, the membership manager will then submit a letter authorizing a Girl Scout troop account to
your bank.

o The letter will inform the bank of the appropriate title for the account. We strongly encourage two
signatories from your troop. You also will be required to have either your service unit manager or
membership manager on your account.

Tips to help manage your troop account:

e Add $1 to the account so it is not closed-out when the check for registration is written.

o Keep the Troop Dues Record current.

e Save all receipts, canceled checks and monthly bank statements.

e By July 1, give a copy of the Troop Financial Record to your service unit manager for auditing purposes.

e Pay by check whenever possible.

e Update the checkbook every time you write a check or make a deposit, and always balance to the bank
statement. It is encouraged that you update the Troop Financial Record monthly as you balance your bank
statements. This will make the job at the end of the year much easier.

o Letthe girls have as much responsibility for managing finances as is appropriate for their age-level and
ability.

Girl Scouts of Middle Tennessee policy on returned checks:

1. Checks returned from an individual or troop are re-deposited twice. If it comes back a third time the
troop/individual will have to pay the face value of the check plus a $20 processing fee in cash, money
order or cashier check.

2. Returned checks are entered into e-Council. Until the matter is resolved, e-Council will not accept
enrollment for programs or other actions.

The only time a check cannot be re-deposited is if the check requires two signatures, which will be returned
to the signor to complete, or if the check is returned because the account is closed or a payment has been
stopped.

The membership manager will be contacted to follow up with the troop leader/treasurer if a returned check
has not been resolved by re-deposit.

Please refer to www.gsmidtn.org>resources>leaders>troop finance for the complete council financial
policies.
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Closing a Bank Account

Girl Scout funds do not become the property of any individual girl or adult. Instead, the group may
decide to donate any unused funds to a worthwhile organization, to another group, or for girl activities.
As when closing a personal account, be sure all checks and other debits have cleared the account
before you close it and realize that you may have to close the account in person. Turn all remaining
funds over to a council staff member.

Girls earn money in two distinct ways:

e Council-sponsored product programs are council-wide sales of Girl Scout-authorized products
(such as Girl Scout Cookies, magazines, nuts and candy), in which members participate.

»  Group money-earning refers to activities organized by the group (not by the council) that are
planned and carried out by girls (in partnership with adults) and that earn money for the group.

These activities must be approved by the council.

Girls’ participation in both council-sponsored product programs and group money-earning projects is based
on the following:

e Voluntary participation

*  Written permission from each girl’s parent or guardian
* Anunderstanding of (and ability to explain clearly to others) why the money is needed

* Anunderstanding that money earned should not exceed what the group needs to support its

activities.

» Observance of local ordinances related to involvement of children in money-earning activities,

as well as health and safety laws
» Vigilance in protecting the personal safety of each girl

* Arrangements for safeguarding the money

In addition, consider the following reminders or cautions:

»  Girl Scout Daisies (in kindergarten and first grade) may be involved in council-sponsored
product sale activities, but they cannot collect money in any other way except through group
dues or parental contributions.

»  Group money-earning activities need to be suited to the age and abilities of the girls and

consistent with the principles of the Girl Scout Leadership Experience.
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» Money raised is for Girl Scout activities and is not to be retained by individuals. Girls can,
however, be awarded sales incentives and/or may earn credits from their Girl Scout product
sales.

»  Girl Scouts forbids the use of games of chance, the direct solicitation of cash and product-
demonstration parties.

»  Obtain written approval from your council before a group money-earning event; most councils
ask that you submit a request for approval of a group money-earning event form.

e Money-earning may not be conducted on the Internet. Girls can, however, send e-mails to
friends and families to market cookies and other products; girls 13 and older can also use social

networking site to do the same.

e Groups are encouraged to participate in council product sales as their primary money-earning
activity; any group money-earning shouldn’t compete with the Girl Scout Cookie Program or

other council product sales.

» Funds acquired through group money-earning projects must be reported and accounted for by

the group, while following council procedures.

The best way to earn money for your group is to start with the Girl Scout Cookie program and Fall Product
Program. From there, your group may decide to earn additional funds on its own.

Helping Girls with Financial Planning

One of your opportunities as a volunteer is to facilitate girl-led financial planning, which may include the
following steps.

1. Set goals for money-earning activities. What do girls hope to accomplish through this
activity? In addition to earning money, what skills do they hope to build? What leadership
opportunities present themselves?

2. Create a budget. Use a budget worksheet that includes both expenses (the cost of supplies,
admission to events, travel, and so on) and available income (the group’s account balance,
projected cookie sale proceeds, and so on).

3. Determine how much the group needs to earn. Subtract expenses from available income to

determine how much money your group needs to earn.

4. Make a plan. The group can brainstorm and make decisions about their financial plans. Will
cookie and fall product programs—if approached proactively and energetically—earn enough
money to meet the groups goals? If not, which group money-earning activities might offset
the difference in anticipated expense and anticipated income? Will more than one group

money-earning activity be necessary to achieve the group’s financial goal? In this planning
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stage, engage the girls through the Girl Scout processes (girl-led, learning by doing and
cooperative learning) and consider the value of any potential activity. Have them weigh
feasibility, implementation and safety factors.

5. Write it out. Once the group has decided on its financial plan, describe it in writing. If the
plan involves a group money-earning activity, fill out an application for approval from your

council and submit it along with the budget worksheet the girls created.

Remember: It’s great for girls to have opportunities, like the Girl Scout Cookie Program, to earn funds that
help them fulfill their goals. As a volunteer, try to help girls balance the money-earning they do with
opportunities to enjoy other activities that have less emphasis on earning and spending money. Take-action
projects, for example, may not always require girls to spend a lot of money.

Collaborating with Sponsors and Other Organizations

Sponsors help Girl Scout councils ensure that all girls in the community have an opportunity to participate in
Girl Scouting. Community organizations, businesses and individuals may be sponsors and may provide group
meeting places, volunteer their time, provide activity materials, loan equipment or give financial support to
Girl Scout groups. The sponsor’s contribution can then be recognized by arranging for the girls to send thank-
you cards, inviting the sponsor to a meeting or ceremony, or working together on a take-action project.

For information on working with a sponsor, consult your local council staff, who can give you guidance on
the availability of sponsors, recruiting responsibility and any council policies or practices that must be
followed.

When collaborating with any other organization, keep two additional guidelines in mind:

» Avoiding fundraising for other organizations: Girl Scouts are not allowed, when identifying
ourselves as Girl Scouts (such as wearing a uniform, a sash or vest, official pins, and so on), to
solicit money on behalf of another organization. This includes participating in a walkathon or
telethon while in uniform. You and your group can, however, support another organization
through take-action projects or by making a donation from your group’s account. And Girl
Scouts as individuals are able to participate in whatever events they choose, so long as they’re
not wearing anything that officially identifies them as Girl Scouts.

» Steering clear of political fundraisers: When in an official Girl Scout capacity or in any way
identifying yourselves as Girl Scouts, your group may not participate (directly or indirectly) in
any political campaign or work on behalf of or in opposition to a candidate for public office.
Letter-writing campaigns are not allowed, nor is participating in a political rally, circulating a
petition or carrying a political banner.
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Forms that you will need may be found on the website (www.gsmidtn.org) under the resources section.

Frequently used forms include:

o Troop Roster (you may choose to use your own Word or Excel document)

e Troop Financial Record (to be completed monthly and turned in by July 1 each year)

o Tax Exempt Packet (in the new troop packet)

e Troop Dues Record

e Bank Letter of Authorization (in the new troop packet)

e Awards Tracking Sheets

Meeting Place Risk Management

Troops often use the facilities of schools, shopping malls, parks and other municipal entities as meeting
places or venues for special events. Careful consideration should be used to find appropriate facilities for the
age of the girls to be served and the activities to be conducted.
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Refer to Program Standard 22 and its guidelines in Safety-Wise. "All meeting places, camps, and
other sites used for Girl Scout program activities provide a safe, clean, and secure environment and
allow for participation of all girls."

Inspect a potential meeting place using Program Standard 22 and these safety guidelines before
deciding on meeting place.

Direct any questions or concerns regarding a possible meeting place to your service unit manager or
the council staff member responsible for your service unit.

If you are asked to sign a contract for the use of a meeting place for your troop, send the contract to
your service unit manager or council staff member responsible for your service unit so that it can be
reviewed and signed by the person with the authority for signing contracts in the council.

Notify your service unit manager or council staff member responsible for your service unit about the
location of the regular troop meetings.

Notify your service unit manager or council staff member responsible for your service unit about any
change in the troop's meeting place.

Inspect the meeting place prior to each meeting for physical hazards and overall safety precautions
using the meeting place safety guide.

Set up the meeting area prior to the arrival of the girls so that you will be ready to greet and
supervise them when they arrive (move furniture, operate equipment, decorate room, etc.).

Make sure that an adequate number of adults will be present at each meeting to supervise the girls.
See Program Standard 13 in Safety-Wise. At least one adult female must be present at all meetings
who is not related to the other adult leaders. The Safety Group recommends that this person not be
related by blood, marriage or living in the same household.

Assign each adult to supervise specific girls or activities at all times.

Make sure that girls are supervised at the beginnings and endings of meetings, times when accidents
can occur because girls lack supervision.

Keep girls away from restricted areas or known hazards of the meeting place.
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Refrain from smoking or drinking alcoholic beverages in presence of girls.

Secure all pets away from the meeting area and from access to girls at all times.

Discourage the presence of younger or older siblings of girls or children of leaders who are not of the
appropriate age to participate in the group's activities. "Tag-a-longs" can distract girls from planned
activities and distract leaders from providing proper supervision of girls.

Adult supervision must be assigned to all tagalongs if they are present.

Use the Girl Scout handbook for the age level of the girls in the troop and

Safety-Wise to determine which activities are safe for the age of the girls in the troop.

Teach the girls to use the buddy system to keep each other safe.

Enforce rules about where the girls are allowed to run and play games at the site.

Check all equipment for safety prior to use by girls (bikes, skates, helmets etc.) Check Safety-Wise
for safety guidelines on the equipment for each activity.

Talk with parents or guardians of girls about who will pick up their daughter, and about pick-up times
and places so that girls will get home safely.

Release each girl only to her parent, guardian, or an approved adult.

Meeting place safety guide

Inspect the proposed meeting place using the following guide prior to deciding on a final meeting place. Use
this guide prior to each troop meeting to prevent accidents or injuries.

Exterior grounds around meeting place

Does the lighting system illuminate entrances, walkways, and parking?

Avre facility access points located in open, well-traveled areas?

Are sidewalks and exterior stairs clear of snow and ice?

Is playground equipment anchored so that it does not tip, slide, or move in an unintended manner?
Avre there pinch, crush or tearing points on individual pieces of playground equipment that could
injure a girl?

Do surface materials in fall zones under playground equipment absorb shock (materials such as
rubber-like material, sand, gravel; shredded wood products)?

If the property has a pool, is the pool access locked so that girls cannot enter the pool area unless
swimming activities are to be conducted?

Are pool chemicals stored, secured, and out of reach from children?

Interior of meeting place
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Avre there two or more separate, usable exits available?

Are exits ever blocked?

Are exits available clearly marked with emergency lighting?

Avre steps clear of trip and fall hazards?

Are handrails and railings on stairs present and secure?

Are floors and walking areas free of trip and fall hazards?

Is floor space adequate for the desired activities?

Avre toilets and sanitary facilities accessible?

Do girls or adults have special needs that require adaptations of facilities for their disabilities? If so,
refer to page 140 in the appendix of Safety-Wise for a helpful list.

Ave electrical outlets protected with covers?

Are extension cords tucked away so that they will not be walked on or trip someone?

Are barriers or warnings provided for hot surfaces like fireplaces, heaters, radiators, wood stoves, and
space heaters?

Avre fire extinguishers available?

Is first aid equipment readily available?
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e Istelephone available and operational?
e Are emergency phone numbers provided for fire, ambulance, police and poison control?

Physical hazards

e Are all chemical cleaning solutions kept out of reach and properly stored to prevent access by
children?

o Are all prescription medications kept out of reach and properly stored to prevent access by children?

e Are all weapons kept out of reach and properly stored to prevent access by children?

o Are all tools and power equipment kept out of reach and properly stored to prevent access by
children?

e Isareais free of biting and stinging insects?

e Is access restricted to recreational equipment such as ATVs, archery equipment, trampolines, and
other sports equipment unless as part of the planned and supervised activity?

Script for parent meeting

Welcome to Girl Scouts. (Introduce yourself and the other adults involved in the leadership team.) We look
forward to working with you and your daughter throughout the year.

I want to give you a brief overview of what to expect for yourself and your daughter as members of this Girl
Scout troop. The mission of Girl Scouting is to build girls of courage, confidence and character who make the
world a better place. The foundations of our program are the Girl Scout Promise and Law. (Have them posted
on the wall or give families a copy.) By using the ideals in the Promise and Law, we encourage the girls to
lead the troop through discovering talents and abilities in themselves as well as developing interest in the
world around them. They will connect with others both in the troop and in the community and take action to
improve the community through service. Our focus is on helping the girls develop leadership skills by
providing them the opportunity to practice group decision making, participate in hands-on learning activities,
and work together as a team. There are always lots of fun activities, field trips, and eventually camping trips
to enrich the experience. We have some ideas for the year we think will be fun. They include...

We would like to hear what you expect for your daughter(s) through the experience.

All of us are busy with many things in our lives, but we feel it is very important for us to show our girls
support by volunteering with Girl Scouts. We encourage every family in the troop to do the same. There are
many ways for you to be involved and support your daughter. Here’s a few ways you can help.

Cookie or Fall Product Program Manager
Transportation Chairperson

Record Keeper

Camping Volunteer

First Aid Volunteer

Give specific meeting information and then explain the registration forms and family contribution. Have
parents complete registration forms and pay annual membership dues.
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adult-to-girl ratios

allergies

badges

bridging

checking account
Cookie Manager
disabilities

events

Finances

Girl Scout Cadette
Girl Scout Cookies

Girl Scout Daisy

11
10, 13
13

12,13

4,11

13

8,15

5

Girl Scout Leadership Experience 3,8,9,15

Girl Scout Mission

Girl Scout Promise
journey

Membership dues
Money-Earning
parent/guardian meeting
pathway

Records Keeper
registration forms
snack

traditions
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7,8

8, 10

57,910, 11, 13
8

15

57,8,12

3,9

4,7,8,9
11

12
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Transportation 5

Transportation Coordinator 5
travel 13, 16
Troop meetings 10
Activities 11
Business 10
Clean-up 11
Closing 11
journey, using 9
Opening 10
Start-up 10
volunteer support team 4
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