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Troop Organization

Your duties as a troop leader or co-leader include basic logistical decisions, record keeping, and
a commitment to quality experience for girls.

Choosing When & Where to Meet

One of the first things you will do as a Troop Leader is to determine when and where to meet as

a Troop. Most Troops meet twice a month (for example, 1°* and 3" Tuesday after school, or the

2" and 4% Saturday of the month). You can ask the parents for times that would be best for

their daughters, however, if you have a big troop it can be hard to find a time that works for

everyone.! YRS @2dz ¢gAft ySSR (G2 O2Yy aARSdokdedzNI | Rdzf U
for them?

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

e Schools
e Community centers
e Libraries

e [20Ff oO0dzAAYySaamsaQ O2yFSNBYyOS NP2
e Police/fire station

e Places of worship

e City and community buildings

e Childcare facilities

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:

e Cost ¢ the space should be free.

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

e 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.

e Resources ¢ determine what types of furnishings (tables, chairs, etc.) come with
the room. A bonus would be a small space where you could store supplies.
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e Safety C ensure that the space is safe, secure, clean, properly ventilated, heated,
cooled, 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.
e Facilities ¢ ensure that lighting is adequate and that toilets are sanitary and
accessible.
e Communication-friendly ¢ be sure your cell phone works in the meeting space.
e Allergen-free ¢ be sure pet dander and other commonallergens g 2 Y Qi 06 2 (1 KS NJ
susceptible girls during troop meetings.
e Accessibility C be sure the space can accommodate girls with disabilities, as well
as adults who may be participating in your meetings.

If this is your first time asking for a Girl Scout meeting place, here are a few speaking points to
get you started:

LQY | utvaludieer, and run atroop of __ girls. We are all about
leadership--- the kind that girls use in their daily lives and the kind that makes our
community better. We will be doing lots of great things for the girls and for the
community, such as _and . We would love to hold our meetings here
because

Registering Your Girls

One of you responsibilities as a troop leader is to ensure that your girls and key adults are
registered Girl Scout members using the GSUSA Membership Registration Form.

A troop has a minimum compliment of 5 registered girls, and 2 registered adults.
The completeness and accuracy of the data on the registration forms is vital for record keeping
both at the troop and Service Unit level, as well as the council level where that data is recorded

in a national database and is used to trigger numerous reports throughout the year.

Your Service Unit Director and/or Service Unit Registrar will review the membership forms and
process with you.
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Troop Meeting Structure

Troop meetings usually have these basic components:
" Start-up
Opening
Business
Activities
Clean-up
Closing

Details for each of these is provided below. Younger girls need more structure than older girls,
so plan to be flexible if you are working with older girls. Much depends also on what you are
R2AY3 6A0GK @& aiddNdecding MEhEnXt allvays &eltHd beBtisuitable approach
given the planned activities. After you have met a few times you can choose to adapt the
format to suit your troop.

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. These activities should be designed so the
girls can do them alone or in pairs. If the meeting is right after school, the startup activity can
double as snack time. By having a startup activity the Leaders have a chance to greet the girls
and parents as they come in and also have time to finish getting things ready for the meeting.

Opening

The opening of the meeting provides the focus for the meeting and allows girls to participate in
getting the meeting started. Each troop decides how to open the meeting. Most troops open
with the Girl Scout Promise and Law and then may add one of the following:

e Asimple flag ceremony.

e Sing asong.

e Play a game, which is especially good if the meeting is right after school to help get out

some of the wiggles and giggles the girls may have.

Ceremonies, even when brief or humorous, make Girl Scout time special
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Business
The Troop business could include any of the following:
e Taking attendance.
e Collecting dues.
e Making announcements.
e Making decisions
e Planning for an upcoming event or trip.

At some meetings the business part will be short and at other meetings it may be a bit longer.
With younger Girl Scouts it is best to keep this section short. This is a good time for older girls to
lead according to their developmental capabilities.

Activities
This is where you do Girl Scout Program and will be based on the plan you have made with your
girls.

Snack
Snack is optional and is something that some troops decide to include in their meeting. If you
choose to include snacks, consider the health of a particular snack as well as possible food
allergies. Enlist your adult helpers to bring the snacks.

Clean-Up
Clean-up is when girls pick-up after the meeting. This might include putting chairs and tables
away or back in place, sweeping the floor, picking up garbage, wiping tables, or anything else
needing to be done at the end of the meeting.

Work with your girls to create a Kaper chart ¢ a Girl Scouting tradition for identifying chores and
assignments. There is no one way to design a Kaper Chart. It could be a matrix, a circle, showing

GFralta Ay ¢2NRaz akKz2¢gAy3d GlFal Ay LAOGIINBaX
+Sft ONR aSOGAz2ya GKIFG OFy 6S Y20SR | NRPdzy RO

creating a Kaper chart.

‘ * Remember Girl Scouts leave a place better than they found it! ‘
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Closing
The closing is when you are letting the girls know that the meeting is ending. Many troops use
the friendship circle and squeeze to end their meetings. In the friendship circle the girls stand
in a circle and put their right hand over their left and hold the hands of the girls standing next to
them. 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, the girls can twist out of
the circle lifting their arms and turning around out of the circle.

‘% Girl Responsibility at Troop Meetings

Each Troop member needs to do his/her part to ensure the meeting and activities are
successful. Responsibilities can be divided and assigned to individuals or to a small group. For
regular Troop meetings, girls can decide and plan opening and closing activities; bring/prepare
snacks and clean up; and teach songs or games. Older members can show and teach younger
members about Girl Scouting. They can also assist the Leaders in preparing materials for
activities. For other activities such as field trips, camp-outs, parent meetings, and multi-Troop
events, girls can be responsible for shopping, packing equipment, handing out programs,
cleaning up, gathering wood, etc. The list is endless. Grade level and maturity should always be
considered when assigning responsibilities to girls.
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Troop Government

All Girl Scout Troops should use a system of governing so all members will have the opportunity
to express their feelings and interests as well as share in the planning and coordination of Troop
activities. This is done in partnership with the adult Leaders/Advisors. Girls from the youngest
Daisy all the way through Ambassadors will gain confidence and leadership skills when given
the opportunity to participate in girl-adult planning.

Girl Scout Daisy/Brownie Girl Scout Circle/Ring

Daisies Through the circle, girls become part of a formal group decision-making process. This
is an organized time for girls to express their ideas and talk about activities they enjoy.

Girl Scout The Leader plays an active role in stimulating discussion and helping them plan. They

Brownies can vote to finalize their decisions.

Girl Scout Patrol System

Juniors In the patrol system, the Troop or group divides into small groups, with every member
playing a role. Patrols of four to six girls are recommended so that each girl gets a

Girl Scout chance to participate and express her opinions. Patrols may be organized by interests

Cadettes or by tasks ¢ performing activities that feed into a project. Each patrol takes
responsibility for some part of the total project. For example, one patrol can be

Girl Scout responsible for start-up, another for clean-up.

Seniors
Executive Board

Girl Scout In the executive board system (also called steering committee), there is one

Ambassadors leadership team for the whole Troop or group called an Executive Board. This system

often works well with smaller Troops and groups. The B2 I NRQ& Y I Ay NJ
help make plans and assign jobs based on interests and needs. The Executive Board
usually has a president, a vice president, a secretary, and a treasurer, and holds its

own meetings to discuss Troop or group matters. The number of officers can vary. The
length of time each girl serves on the Executive Board should be limited so that all
Troop or group members can participate during the year. The girls decide how to pass
their ideas and suggestions to the Executive Board throughout the year.

Town Meeting

Under the town meeting system, business is discussed and decisions are made at
meetings attended by all the girls. As in the two other systems, everyone gets the
chance to participate in decision-making and leadership. This system usually requires
a moderator who makes sure that everyone gets a chance to talk and that all ideas
are considered.
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Silver Star Award

The purpose of the Silver Star Award is to encourage troops to have a diversified and quality
program. It is an optional award.

To do this, the troop needs to begin planning during the first part of the troop year in order to
meet the necessary requirements defined on the worksheet below. It will take one troop year
to complete everything and to do it well. The program year begins October 1* and ends
September 30" Requirements cannot be carried from one year to the next. Each troop
activity, Service Unit activity, or event the troop takes part in can only be used to satisfy one
requirement.

Once the troop has met the necessary requirements, the troop leader completes the
application and submits it to their Service Unit Director for approval by September 30", Once
the application by the Service Unit Director is approved, the troop leader can purchase the
Silver Star Award and associated year patches.
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Silver Star Application
Girl Scouts of Silver Sage Council

Name:
Troop #: SU #:
Address:
Street City State Zip
Phone: ( ) Grade Level:

[0 This is the first time this troop has earned the Silver Star Award

[0 Thisis the second or more year this troop has earned the Silver Star Award

Signature of GirlRepresentative:

Troop Leader Signature:

Service Unit Director Signature:

Date:

After the Service Unit Director signs the application the troop can purchase their Silver Star
Awardandyear LJF 0 OKS& G DANI { O2 dzi JinBaikor{ddhdFa§dt) { I IS Q2
online at www.girlscouts-ssc.or/store.
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Silver Star Award Worksheet

To earn the Silver Star Award, complete 17 of the 21 requirements below. You must complete
all 14 starred activities.

Daisy Troops only need to complete 14 of the 21 requirements, including the 13 starred
activities (excluding question #2).

*1.

*2.

*3.

*4,

*5.

*6.

This Troop registered by the registration deadline of October 1°.
Date registered (or application into the Council Office):

This Troop has retained 70% of its girl members from the previous registration year.
(Does not apply to new Troops). The girls may register either in the same group or in
the Troop to which they bridge. To calculate retention rate, divide the number of girls
re-registered by the number of girls registered last year. (Girls who have moved do not
need to be included in the calculation).

OR
This Troop has increased its membership by adding two or more NEW members. This
does not include girls bridging from one level to another or transferring.

This requirement does not apply for Daisy Troops.

This Troop has at least two registered and background checked adult volunteers.

=

2.

Troop leaders have become familiar with the Girl Scout Leadership Experience by
attending a workshop/training or reading resources available on our website.

This Troop keeps parents/guardians informed through the use of a Troop newsletter or
other type of communication (calendar of events, telephone tree, etc.)

This Troop practices the following girl planning and Troop government:

Daisy or Brownie Circle
Town Meeting
Patrol System
Executive Board

Other
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*7.

*8.

*9.

*10.

11.

12.

13.

Describe Project:

This Troop participated in two Girl Scout ceremonies:

Court of Awards Girl Scout Bronze Award Rededication
Investiture Girl Scout Silver Award Flag Ceremony
Bridging YYPYYPDANI { O2dzu Qa dirldcgut Gold Award

This Troop can repeat the Girl Scout Promise and Law.

Troop leader and co-leader know the name or number of their Service Unit, Service Unit
DirectorQ@ame, Association Number, and name of Membership Representative:

Service Unit Number

Service Unit Director Phone

Association Number

Membership Representative Name Phone

This Troop is represented by a Leader/co-leader or a parent representative at all Service
Unit meetings and applicable trainings; for example, Cookie Program training.

This Troop has participated in the Girl Scouts Cookie Program.
This Troop participated in a Thinking Day (Feb 22) activity, understands the importance
of the World Association of Girl Guides and Girl Scouts, can name at least five members

of WAGGGS, and has made a contribution to the Juliette Low World Friendship Fund.

This Troop has participated in a Community Service Activity.

14.

This Troop attended a special event in the community or participated in a Council
sponsored program activity.

Describe Event:
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*15. This Troop has invited parents to at least one Troop get event or ceremony (such as,
bridging ceremony, thinking day etc.)

Describe Event:

16. This is a Troop that will be bridging and this Troop has completed the bridging
requirements, including a bridging ceremony with a Troop from the next grade level.

Date:
17. This Troop has invited a minimum of three people from outside the Troop to work with
the Troop during the year.
1.
2.
3.

*18. This Troop has invited an older girl to talk about her experience with Girl Scouting, her
Destinationtrip, Teen Advisory Committee involvement, or her Silver/Gold Award
project.

Name of Girl:

Topic Covered:

*19. This Troop has completed its Annual Troop Report with supporting documentation and
turned it into their Service Unit Treasurer or Director by June 15,

20. This Troop has completed and has a signed sponsorship agreement on file at the Council
headquarters.

*21. This Troop has completed outcome surveys at the beginning of the Troop year in the fall
and again at the end of the Troop year in the spring.

Date Silver Star Program was completed:
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Building Your Support Network

G! 3F22R f SI RS NArks @ith &tleMIR2 YW 16K 20 KAy Ta KI LILIS

-Annie, 17 G.S. Senior, N. Carolina

The Value of Support

Perhaps you decided to be a Girl Scout leader by yourself or with the intention of working with
a friend. Either way, it is important that throughout this journey of developing leadership in
yourself and others that you never let yourself feel alone! This section provides information
about the support available to you and ideas and best practices about how to bring these
resources together to create your very own Support Network!

Your Support Network will include:
e Council Support
Service Unit Support
Girl Scout Family & Friends Network
Troop Support Team
Troop Helpers
Troop Sponsors

As Girl Scouts of USA founder, Juliette Gordon Low, & | ATReXe ate some things you do alone

0dzi ISYSNIffe ALISI{Ay3IS (KS 2y ShaveFfddz 62N] 2V
mobilizing your friends and your community to share your passion in building girls of courage,

confidence, and character who make the world a better place!
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Service Unit Support

Girl Scouts of Silver Sage Council consists of volunteer service teams organized by geographical

areas called service units. Each team meets regularly throughout the year to facilitate service to

girls by supporting each other, planning local events and sharing information. The team usually

delegates duties according to the positions stated below. Your Service Unit will be your most
AYYSRAFGS adzZlJLlJ2NI 3INRdzLI® LG Aa ONRGAOIE G2 &2
Team attend Service Unit meetings to receive ongoing training and to network with other troop

leaders. If neither you nor a representative from your support team are able to attend a

meeting, contact your Service Unit Director to keep your troop up-to-date.

My S.U. Number: S.U. Director:
Phone: Email:
S.U. Meeting

Day of the Month/ Week

Time: Location:

Service Unit Team Positions

e Service Unit Director ¢ Oversees and coordinates the work of the Service Unit Team;
ensures communications within the Service Unit; provides overall guidance for the
effective delivery of the Girl Scout Movement and program; reports to the Membership
Representative.

e Service Unit Treasurer C Ensures the accurate financial records of the Service Unit Funds
and oversees the compliance of Council financial procedures by troops within the
Service Unit.

e Service Unit Registrar ¢ Oversees completion of membership registrations of both girls
and adults within the Service Unit and ensures accurate troop and Service Unit rosters.

e Service Unit Event Coordinator ¢ Oversees Service Unit program planning for girls;
works with volunteers to ensure events are following Girl Scout programming,
standards, Safety-wise and state health and safety laws.

e Service Unit Cookie Manager ¢ Implements the Cookie program strategies and
procedures and serves as support to Troop Cookie Managers and Troop Leaders.

e Troop Coaches ¢ Provides support to troop leaders on aspects of program delivery and
troop management.
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Your Troop Support Team

The Troop Support Team consists of adults from your community (friends, parents, etc.) who

want to commit to supporting the troop on a regular basis. Here is the typical set of core

support team positions:

X  Troop Treasurer

Troop Treasurers assist with money management. They will know how to complete a

Gaz2zySe 9FNYyAYy3a tNR2SOG ! LIWIX AOFGA2YEéS G¢NRB2LI

guidelines are for doing money-earning activities, as well as how to manage the troop

checking account.

X Troop Registrar

GSUSA membership registrations are renewed annually and leaders often need help

working with parents to process these. Troop Registrars will work with the troop leaders

and their Service Unit Registrar to guarantee registrations are submitted properly and

efficiently. They might also manage the Troop Roster.

X  Troop Cookie Manager

Troop Cookie Managers work with the troop leaders and the Service Unit Cookie Managers
to implement the Cookie program by planning and setting goals with the girls, ordering and
distributing cookies, scheduling and working cookie booths and managing paperwork. This
position requires a significant time commitment, and is sometimes managed by a team of

two. More details about this position will be available in October 2009.

In addition to the core support group who usually make a regular time commitment, other
adults can participate on an as-needed basis as a Troop Helper:

€ Transportation

Help is sometimes needed to transport girls to activities through the year.

€ Camping

The Girl Scout minimums for adult supervision are higher for camping trips, so

additional adults are required. And of course, Girl Scout camp is just as fun for adults!

# Smart Snacks!

Snack time at troop meetings is a great way for girls to learn healthy eating habits and

get a break at the same time! Troop leaders will decide with the Family & Friends

Network how to coordinate the scheduling of snacks.

Troop & Money Management
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& Celebration Time
Troop leaders will need extra help for planning celebration activities throughout the
year for Girl Scout holidays and traditional ceremonies.

€ Day trips and Events
Extra adult supervision is often needed for troop activities outside of regular troop
meetings.

& Sharing knowledge
Every member of the Girl Scout Family & Friends Network has expertise in some area
and can share their knowledge with the troop in a special presentation!

Support Team and Troop Helpers whose participation involves the following must complete a
volunteer application, pass a background check, and register as an adult Girl Scout:

e transporting girls

e meeting supervision minimums (adult-girl ratios)

e traveling overnight with the troop

e handling money

e having access to girl information (e.g., registration and other forms data)

Contact your Membership Representative if you have any questions about these extra
paperwork and process requirements for your support team and troop helper volunteers.

Your first big step to gathering your supporters and getting your troop organized is to hold a
Family & Friends Meeting. This meeting will help you to bring together potential girl scouts and
their families and introduce them to the purpose and benefits of Girl Scouting, and provide
information about your troop in particular. Another purpose of gathering friends and family
together is to build a partnership with them based on strong communication.
Parents/guardians/extended family will usually be enthusiastic and willing to support the troop
when you have clear, defined expectations and information for their participation.

You can use the announcement on the next page or create one of your own. The color version
of this announcement is available on the website www.girlscouts.org under Volunteers/Training
/201-Volunteer Essentials/Troop & Money Management.

The information in the following section will guide you through the preparation steps for a
Family & Friends Meeting, along with suggestions and materials for forming your troop support
network. Being prepared and impassioned will ensure your success in building a dedicated
support system!

oMobilizing others is a valuable leadership &kjlGIRLtopia Journeys
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Family & Friends Meeting

Family and Friends Meeting Checklist

4 consider to whom and where the meeting will be announced:

0 You may already have a group of girls interested in joining your troop but remember
that some people may want to support your troop even if they do not have a family
member involved. Consider local schools, neighbors, newspapers, community agencies
and businesses, etc. for places to announce your meeting

1 secure date, time and location:

0 If you already have a location in mind for troop meetings, try to hold the meeting there
to get everyone familiar with the setting

0 Make sure it is a space that will accommodate your needs

0 Choose a time and date that will be most convenient for your target community

& Distribute Announcements:

0 See Announcement flyer as a sample

0 Distribute two weeks in advance

o ' YRSNJ (1 KS ddctforSybudnSy wantNditell Bhém to bring money for
membership dues and guardian contact information

i Prepare agenda:

0 See Suggested Agenda
I Review Agenda and Family and Friends Handbook with co-leader(s)
i Prepare Needed Materials:

0 Copies of Girl Scout Family and Friends Handbook

0 Sign-up sheets, Troop Roster, and Troop Calendar

0 Uniform and Handbook Information

i Prepare Activity for Icebreaker/ Girls & Siblings:

0 See Interactive Activities

1 Refreshments (optional):

0 See Smart Snack! Ideas
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Suggested Family & Friends Meeting Agenda

Locate the Family & Friends Handbook provided in your troop leader materials. Make enough
copies for each family and build your own confidence with the information by reading through
the handbook and reviewing the talking points provided below prior to your meeting. A Service
Unit Team Member or Membership Representative may take the lead on presenting some of
the information for your first meeting. However, be prepared to explain most of the
information in your own words.

1. General Introductions
x Checlout the Interactive Activities ideas and choose an activity for an icebreaker.
x  Have your cdeader take thegrospectiveGil Scouts and their siblings asifte their
activity. This gives your deader a chance to meet with the girls and establish herself as
a leader, not just a "helper"”
x Pass outhe Family & Friends Handbooks and ask families to shargith each otherand
follow along as you go over the ammation. Askthem to keep it for future reference.

2. Overview of Girl Scouts
x  Invite members of the Famidgy/Friends Network to help you read the following sections
of the Handbook and use the talking points to provide them with additional information.
x  Girl Scout Mission & Promise and Law
¢ Recite the Promise & Law out loud as a grang inform them that the Proise
and Law is an outline for eveBirl Scoud €xpected behaor with her troop and
at home
Girl Scout History
x  Troops ¢ The Cornerstone of Girl Scouting
¢ Refer to 101 Training for other Pathways in which girls can participate in girl
scouting Families can find information on the opportunities available to their
girls on the GSUSA and GSSSC websites.
x  Grade Levels in Girl Scouting
e Explain that girls must achieve certain goals at each grade level in order to
bridge to the next level. Usually troops will have a bridging ceremony and
celebrationat the end of each yeamnd it is crucial that friends and family
actively participate todzLJLJ2 NI IANI 4Q | OKAS@SYSydao
x  The Girl ¢Adult Partnership
e Demonstrate how this partnership will develop in your troop depending on the
grade level.
x  The Girl Scout Family & Friends Network
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x  Safety Matters!
Refer back to this section when discussing bamkgt checks for th€roop Support
Team andTroop Helpers. Remind them that their support in communicating with you
and beng aware of safety precautiom®ncerning girl and adult participation is critical
in guaranteeing the safety of every Girl Scout.

x  Adult-to-Girl Ratio
Having the family know of this supervision safety precaution will ensure everyone is
accountable and that activities and events will run safely and smoothly.

3. Troop Support Team
x  Briefly read the headings for Troop Support Team and Troop Helpers and list the
positions and help needed. Allow them time to read the position descriptions and fill out
the attached Interest Sheet either at this time or at the end of reviewing the hakdboo
Remind them that they are not yet signing up for a position but merely indicating their
interest ¢ the leader and co-leader can contact them later to follow up.

4. Who Pays for What?

x  Give them a quick overview of each topic listed in this section andegethem to
keep this information for future reference.

x  Prior to the meeting, review the current pricing for Girl Scout Uniforms, Insignia and
Handbooksat the online store atvww.girlscoutsssc.org(Phifanelt Q& { K2 LJ0 ® 5 S OA R
what curriculum and uniforms your troop will be using and be prepared to provide the
Family and Friends with that information.

5. Communication and Expectations
x  Ask them tesilentlyread theFamily and Friends Network - Ways to Support the Troop.
x Let them know what your personal expectations are for their support. Do yaulithem
to sign their Girl Scoum an out of a meeting? Or do you just expect them to come
inside?
x  Express how you will communicate with them. Will you email thempicaind home
letters?

6. Girl Scouting Resources
x  The GSUSA and GSSSC websites are great resources for the Family and Friends and the
girls too! Some things they may find helpful on these sites are:
e GSUSA: Uniforms, insignia and curriculum.
e GSSSC: Council Eventd ¥ 2 NJ DA NI & Sand cémp ihfbryfafidnf || Qa { K2 LJ
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7. Information and Forms
X Smart Snack! Ideas
e This is a resource for Troop Helpers when they bring snacks for troop meetings.
Each family may have their own favorites to add to the list and shdhe
others.
X Our Girl Scout Troop
¢ Be prepared to provide all information needed for this sheet and encourage
them to keep this information in a safe place
X Troop Calendar
¢ This generic calendar is for your use in communicating with your Girl Scout
Family and-riends Network. Let them know if you will be distributing a calendar
each month and what information will be listed.
x  Forms
e Have them complete the following fos ON LOCATION and turn them into you
along with duesGirl and Adult membership Registrations, Girl Health History
Form andFamily & Friends Network Interest Sheet.

G52y Qi aSyR Al K2YS> @2dz 62y Qi 3IKdrieAld ol O1H ¢S
Hanousek, SU 75, past troop leader

Note: See Risk Management Paperwork & Procedures for &etdn this document to
understand what Membership Registrations and Health History forms are and what
other forms may need to be completed by your parents later in the year for special
activities.
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Interactive Activity Ideas

For Family & Friends Meeting

Active Introductions

Everyone stands in a circle. One person starts and they say their name and do an
action (jumping jack, sticks out tongue, etc. ). The person to the right of them has
to repeat that person's name and action and then make one for themselves. You
go around the whole circle this way, with everyone repeating all the names and
actions that came before them. When you get to the starting person, they do
everyone and the game ends.

Two Truths and A Fantasy

Each person takes turns saying three things about themselves; two which are
true and one that is fantasy and the group has to guess which one is the
fantasy. If you have a big group and want to save time, split into smaller groups.

o,

Artifact Game

Each person is told ahead of time to bring ten objects with some meaning to them.

When they arrive, give them a bag with a number on it, and ask them to carefully g‘//;
place their objects into it. Then make sure each person gets someone else's bag. ﬁ
Give participants ten minutes to write down ideas about what the person who owns : \
the objects is like, and to try to guess who they are. It is best if you don't do the e ,ﬁ *

guessing until after everyone has had their say.

For the Girls and Siblings

Contact your Service Unit for assistance in contacting a girl from an \0\ %’{;
older troop to come and introduce her new Girl Scout sisters and their C)}/ﬁ%}, - M’?
P'j
2

siblings to a Girl Scout tradition! She can teach them the Girl Scout sign M 23 s )
and handshake, the Friendship Circle and Friendship Squeeze, or read 2 ‘s ;%
her favorite Girl Scout story and sing some of her favorite Girl Scout ég; a‘x%

¥ B
songs. oy

While the Troop Leader is talking with the family and friends, the Co-leader can H
show the girls how to create their own Making Friends Paper Doll to remind S
them that we have individual characteristics (hair, eyes, skin) but we can all be ' ﬁ
sister girl scouts! Siblings can help their sister to create her doll.

Check out: www.makingfriends.com .
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Troop Sponsors

A Troop Sponsor is any group interested in supporting the needs of the troop while agreeing to
follow the policies of the Council and Girl Scouts of USA. Some of these groups may include a
business, a civic or social club, a church, a school or P.T.A. As you are spreading the word about
your new troop, sponsors may approach you to offer their service to the troop and members of
your support network will suggest sponsors as they come to know the troop needs. The lists
below provide suggestions for possible services that sponsors can provide and how your troop
can strengthen the relationship by serving their sponsors in return. As you read the list,
remember that many groups would not only be interested in partnering with your troop but are
looking for such an opportunity!

e What a Sponsor can do for the Troop:
0 Provide a meeting place
0 Provide printing and duplicating services
0 Provide financial assistance or supplies for troop events and programs
0 Help troop with a community service project

e What the Troop can do for their Sponsor:

Complete a service project

Provide a program or flag ceremony fora & LJ2 Yy &udilddl @eeting
Plant flowers or provide needed maintenance

Write thank-you cards, make a certificate, bring them GS cookies
Write a thank you shout-out in the local newspaper

Invite them to a meeting to participate in what the troop is doing

O OO0 O O0Oo

I3+ @S it GKS 2FyAG2NBR 0221AS8a Fid (K
Iy & K STessadfdbing, iSesviceliudiEDirector & Troop Leader
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(p))
(Vo))
<
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N

O
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e Sponsorship Agreement -- Once a Sponsor has been identified:
1. Notify your Service Unit Director and complete a Troop Sponsorship Agreement
form.
2. Review the agreement with your sponsor.
3. Finalize the form and send a copy to the council office.
4. Council will certify applicants and send a certificate of appreciation.

Gl tt @2dz 32001 R2 A& &1 FYyR (KS& 6Aff 3IASS Al

asking especially if they know your troop is really active in teYealzy” AGar@eHi#nousek, SU
75, past troop leader
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Recognition

Acknowledging and Appreciating Leadership Development

Along the journey of leadership development, we all need encouragement to overcome obstacles
and recognition for our progression.

Appreciating the Girl Scout Family

As you will soon discover, the support of the Girl Scout family will take many different and often
unexpected forms. Some may jump right in to offer their assistance from the beginning at the
Family and Friends Meeting and others may take advantage of opportunities offered to them
later in the Girl Scout year as they see a need for their expertise. No matter how or when they
offer their help, recognizing their involvement with a simple acknowledgement of work well
done will encourage them to continue their support. Make everyone feel welcome and
appreciated, even the siblings!

GDA @GS Y2 YAways hdwit tile@ikshbresent them to the parents and helpers. Also, teach
GKS 3IANI & G2 0(KIyl G§KS K Zadrié Baadusek SY B, patkrabp K SNJ |
leader

Appreciating Your Troop Support Team

As you work with the Troop Support Team, take note of the roles they play and be conscious of
what strengths they produce in that role. How do they interact with peers? In what ways have
they developed their leadership? Focus on their strengths and empower them to strengthen
their areas of weakness.

2123 G2 I LIWINBOAFGS ye2ySX

1. Give them a gift certificate, volunteer pins, or thank you notes signed by the troop and
present them at an award ceremony. Invite community leaders to your awards
ceremonies.

2. Recommend they participate in a special event or attend a Council or community
sponsored training.

3. Help them to help you through strong, positive communication and encouragement.

4. Keep your eyes open and be ready to give random words of gratitude in the company of
their peers.
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Troop Money Management

Every Girl Scout troop or 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.

Troop funds may be used to pay for the following types of expenses:
e Pins, badges, and patches
e Girl or Adult membership registration
e Leader materials
e Field trips & camping trips
e Materials for troop projects
Service project materials
Banking fees
Snacks
Any other expense directly related to troop activities
Leader training course fees
Background check fees

Primary Money Sources

Girl Scout troops/groups are funded primarily by money earned through council-sponsored
product sale activities (such as the Cookie sales), any dues your group may charge, start-up
funds (for new troops), and financial aid. Additional money-earning projects are a great way to
fund special activities ¢ these are discussed a little later in this document.

Start-Up Funds

New Troop startup funds up to S$25 are available to assist new, low-income troops in the initial
costs of running a troop. A new troop is defined as a first-year Daisy troop or any grade-level
troop where 75% of the girls are new to Girl Scouting.

Use the Request foNew Troop Startup Funflerm found in the Forms section at the end of this
document.
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Troop Dues

The girls in the troop, with the assistance of Leaders and families, decide if and how much they
wish to collect as dues based on their activity plans. Leaders and girls should review their
budget regularly and make any needed changes. Keep the girls informed of their financial status
throughout the year and at the end of the year when completing your annual troop financial
report for the Council. Troop Leaders should be sensitive both to the needs of the troop and to
SI OK 63 VN Fahbitith tb gaydae O

Girl Scout Cookie Program

The Girl Scout Cookie Program serves two functions: first and foremost to help girls develop a
wide range of skills ¢ leadership, money management, decision-making, planning, goal setting,
teamwork, and more. The second purpose is to generate income for the troop and the council.
An enthusiastic troop can earn a great deal of money by participating in the Cookie Program.
Adequate planning will ensure that this money is spent wisely on Girl Scout program and/or
service projects.

Registration Financial Assistance (Tribute Fund)

Girl Scouts of Silver Sage Council believes that no girl should be denied access to Girl Scouting

0SOFdzAS 2F Yy Ayl oAfAG@dzi8 CHzER&F28I ABAONBEHNSRA
financial support for registration.

When considering applying for registration financial assistance, you will be asked to first use

Cookie Bonuses, consider using funds from your Troop Treasury, and then consider requesting

assistance from your Service Unit Treasury. Assistance will only be granted when these three

sources have been considered prior to applying.

Use the FinancialAid Applicatiorform found in the Forms section at the end of this document.
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Opening Your Troop Bank Account

One of your first responsibilities as a troop leader is to open your troop bank account.

To start the process, please call or send an email to the council accountant Mark Walton at:
mwalton@girlscouts-ssc.org or 377-2011 x111.

The Accountant will need:
1. Your troop number
2. The names of your signers
3. Name and fax number of the bank you have chosen.

The Accountant will send a letter to your chosen bank that authorizes you to open an account
on behalf of Girl Scouts of Silver Sage Council. Once your account has been opened, provide
your Service Unit Director and/or Service Unit Treasurer with account details.

NOTE: Your checks must require two signatures. We recommend that you add three
signers on the account so that you have some flexibility. It is suggested that the signers
include the Troop Leader, Co-Leader, and a Service Unit Team member. Adults handling
money for the Troops must be registered members of Girl Scouting, must have
completed a successful background check with no money restrictions, and the check
signers cannot be related to each other.

NOTE: Troop accounts are not allowed to have debit or credit cards. The double-
signature rule is a safeguard, and debit/credit OF NR& R2y QU |ttt 26 FT2NI (F

NOTE: Troops cannot open a savings account.

Choosing a Bank

When selecting the bank for the Troop
account, you should choose one that is
convenient and will provide the best
service at the least expense to the Troop.

While most banks charge a service fee for
checking accounts, sometimes the manager
can waive the fee. This request should be

made in person.
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Money Management Requirements & Tips

Security

| I @S Y2NB GKIYy 2yS [FRdA G ({y26ftSR3IASHof
o Keep all deposit slips and receipts.

e Blank checks should not be signed in advance.

e Record checks carefully.

e Deposit money promptly.

e Keep detailed records of income and expenses.

e Balance bank statements promptly.

e Donoli 4 0 2 NdhErdnéy fotlany reason.

Troop money should be used to equally benefit the troop as a whole, not individuals. Keeping
records to show how much each girl or family earns or contributes is not appropriate. Girls
should be taught that they all must do their best to help the troop earn enough money to carry
out its plans (SafetyWise Standard 28).

Girls should not be singled out for praise or blame for how much money they earn for the

tNR2LIJP b2 Fff 3IANIT A& ogAfft LISNF2NN 2N I OKAS@GS

permission to participate in every money earning opportunity, whether due to illness or other
personal circumstances, the girl should not be penalized.

Reporting/Auditing

By June 15, each troop is required to submit an annual report that includes all bank statements
to their Service Unit Director/Service Unit Treasurer and Membership Representative.

Use the Troop Annual Repofbrm found at the end of this document.
If your troop/group will be completing projects over the summer months, please complete an

additional Troop Annual Report in September and send to your Service Unit Director and/or
Service Unit Treasurer.

¢CKS / 2dzy OAf Q& | K %&eks toGIktrngdp yeddunts dnd will FeFiew @S NJ K |
ySOSaalNE Fa LINIL 2F (GKS /2dzyOAf Qa | dzRA{
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Communication with Families

Parents/guardians have a right to know the status of troop funds. Set up a system (newsletter,
FAYEFYOALt NBLR NI I, ethlBakelsh theddInfhdndd Eoyutihawixroop Sichéy A y 3
is being used. Troop financial records and all bank statements should be open for parental

inspection at all times. Leaders should provide the parents with a copy of the Annual Troop

Report.

Parent/guardians also need to know that moneyinthe tN2 2 LJIQ& (G NBI ddzNE R2Sa Y
individual girls. Troop money cannot be divided among the girls for personal use. If a girl drops
out of the troop, she cannot take money with her.

Changing Signers

If you change signers on your troop account, notify your Service Unit Treasurer.

Disbanding Troops
If a Troop is not continuing or disbanding the following steps must be taken:

1. The Troop Leader will notify the Service Unit Director.

2. The Troop Leader will meet with the Service Unit Treasurer to complete the Troop
Disband Noticéorm. The Leader will bring with her a final Financial Report and detailed
cash records, which will include all bank statements for each month and bank account
information.

3. |If girls are continuing on to another Troop, the remaining troop funds are divided among
all of the girls who are continuing and a percentage of that money is sent to the new
Troop Leader with an explanation of what badges, pins, or patches they have earned
and what the girls are currently working on.

4. If there are no girls continuing, the money is held in a holding account at council for one
year. If after the year is up and no girls continue, the money is donated to the Financial
Aid fund.

5. Troop inventory, books, reports, badges, flags, and supplies must be turned over to the
Service Unit Director.
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Troop Budgeting

To accomplish your Girl Scout goals, the girls and the troop leaders will need to consider how to
financially plan for the year.

A budget is a plan for spending money based on the amount of money you have to spend or
plan to earn. Just as a budget is crucial to a smooth-running household, a troop budget is crucial
to a smooth-running troop.

Girls at any age level can learn about budgeting and its benefits. Girl Scout Troops should be

self- supporting as much as possible. If plans need to be changed because the tNB 2 LJnot O | y

I F F 2 NelRlerswill Bage a g§ood opportunity to help girls think of other ways to do the same
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Here are some steps to guide you in developing a budget with your girls:

e Brainstorm the goals ¢ What does the troop want to do for the year? What will cost
money?

e Discuss the expenses C Estimate the costs associated with every goal. Here are some
expenses to consider:

Telephone Equipment Food

Postage Pins, Patches Transportation
Copying/Printing Recognitions Medical Supplies
Leader Resources Lodging Insurance
Leader Training Celebrations Gas

Program Supplies Handbooks Car Rental

e Discuss the money sources 0 & 2 dzNJ & & Tyiikk 2b¥uBvehére the money will come
from (troop treasury, troop dues, cookie sales, etc.) YR O2 YL} NB &2 dzNJ dAyO
GSELSyasSas o

e Review your income/expense gap C If your income exceeds your expenses, you are
good to go! If not, review ways to cut costs or plan a money-earning project.
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If the troop account is not capable of funding large-scale activities such as camping or trips, ask
parents of the troop members to donate the food or supplies or to lend camping equipment.
Many parents already have many items needed and they would gladly share them with the
troop. If you need a first aid kit, ask the parents to donate specific items for the kit. Their
daughters directly benefit from these donations.

When girls are planning Girl Scout Gold Award projects, special service projects, or Destinations

that require funds beyond the troop/group treasury, they may develop proposals to request

financial or in-kind gifts from organizations or businesses. The Council must approve proposals

before individuals, businesses, corporations, or foundations are approached. Girls and an adult

must make presentations to potential funders.t £ S 8S NBOBASH a52yF GA2yasé
section later in this document for guidelines.

Keep in mind that Girl Scouts is all about the girl-adult partnership and the increasing
participation of girls as they progress through the grade levels. Here are a few grade-level
guidelines for girl involvement in money management. Troop Leaders are important role
models from whom girls learn sound bookkeeping procedures, reliability, and the value of
careful planning.

Daisy Girl Scouts
e Parents, guardians, or group sponsor contribute to the cost of group activities.
e Leader handles the money and keeps financial records.
e  Girls participate in the Cookie Program on a limited basis.

Brownie Girl Scouts
e Girls may pay dues; Leader handles money and keeps records.
e  Girls discuss cost of supplies needed for activities.
e Girls learn to set goals and participate in Council-sponsored product sale activities.
e Leader handles group budgeting.

Junior Girl Scouts
e Girls and Leader decide on amount of dues. Dues may be collected and recorded by a girl
serving as treasurer.
e  Girls budget for short-term needs on the basis of plans and income from dues.
e Girls set goals and participate in Council-sponsored product sales activities.
e Leader retains overall responsibility for long-term budget and records.

Cadette, Senior, and Ambassador Girl Scouts

e Girls estimate costs based on plans; girls determine amount of dues and money earning
projects.

e Cadette Girl Scouts carry out short-term plans in relation to budget and keep financial records
dzy RSNJ [ SI RSNRA RANBOGAZ2Yy®

e Senior and Ambassador Girl Scouts plan and administer long-term group budget, account for
funds, carry out money earning projects with advice from Leader as needed.

e Girls set goals and participate in Council-sponsored product sale activities.
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Fundraising

Money-Earning Projects

Troop money-earning projects are a great opportunity to fund special activities while at the
same time, incorporating money management and budgeting into the Girl Scout experience.
Fundraising projects give girls a glimpse of what finances are all about and teach valuable skills
such as: budgeting, goal setting, customer relations, good business practices, and public
relations. Girls thereby grow as confident leaders who understand the process and means to
make positive change within their community through fund raising.

SafetyWised € a2 dGaz2ySe& SIFENYyAy3a | OGAGA
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abilities of the girls and consistent with the goals and principles of Girl Scout
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Steps to initiating a money-earning project:

1.

vk wnN

Review the money-earning guidelines below.

Create a budget for the activity or event.

Review your troop treasury and determine the amount needed.

Decide on the money earning activity.

Submit an application to your Service Unit Treasurer or Membership Representative
(use the Application for Troop Money Eang Projecform in the Forms section at the
end of this document).

NOTE: Leaders should be aware that spending an inordinate amount of time on money earning
projects for one expensive trip or event can prevent girls from having other educational and fun
experiences.

NOTE: Keep in mind that the Cookie Program must be your primary fund raising activity.
Additional money earning projects will not be approved if your troop has not already
participated (or has plans to participate) in the cookie program.
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Donations

After determining the estimated expenses for a project, consider all sources of support. If you
determine that the solicitation of donations is critical to your success, keep in mind that you
must be able to clearly state the purpose of the project and how the donations will be used to
benefit girls. Girl Scout groups must obtain permission from their Membership Representative
before asking organizations, businesses, or individuals for financial or in-kind gifts (SafetyWise
page 29). The council approaches businesses and civic organizations for major donations and
support, so communication with your Membership Representative is critical to ensure success
and to avoid any conflict with council fund development activities.

Definition: An in-kind gift is a gift of goods and services. In-kind goods and services are typically
goods and services that your organization would have to otherwise buy if they hadn't been
donated.

Any contribution valued at $500 or more, cash or in-kind gifts, to a troop or Service Unit, must
be reported to the Membership Representative and are subject to Girl Scouts of Silver Sage
Council Board approval.

If a business/person would like a tax-deductible donation letter for cash donations, the cash

donation, with a letter stating that the donation is for Troop-use only, must go through council.

Sendthe checktoc2 dzy OAf GAUGUK (GKS AyauaNdHzOGA2yas atlaa ¢
here>>.

If a business/person would like a tax-deductible donation letter for In-kind donations, call your
Membership Representative and have the following information ready: Name of Business;
Contact Person at Business; Address; Business Phone Number; Donation Description; and Value
of Donation.

Family Partnership Campaign

The Family Partnership Campaign (usually held in conjunction with fall/spring

registration/membership drives) rebates 25 percent of all contributions back to the troop of

origin. However, parents/guardians can donate year-round to support their daughi S NR & { N2 2 LJ¢
Simply return the Girl Scout Membership Registration form with the check to GSSSC. Council

will send rebate checks quarterly.

When speaking with parents during the spring and fall meetings, discuss the value of
participating in the Family Partnership Campaign. Share highlights from the previous year or
discuss exciting plans for the upcoming year. The Family Partnership Campaign is a great way to
remind parents of the incredible impact that Girl Scouting can have in the life of their girl.
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Guidelines for Troop Money Earning

e Participation in a money earning activity is voluntary. Income from Troop/group money earning
activities must never become the property of individual members ¢ either girls or adults.
(Safety Wise Standard 29). Money earning activities should not exceed what the Troop needs
to support its activities.

e  Girl Scouts, in their role as Girl Scouts, may not raise or solicit money for other organizations.
However, girls may contribute a portion of their Troop treasury to organizations or projects they
consider worthwhile if they have funds that are not needed for other activities during the year
(for example, local or community service organizations, natural disasters, etc.). (SafetyWiseg
Standard 28.

e Money earning activities may not be conducted on the Internet. Safetywisesays (in a 2009
update): Girls or their families may not engage in selling Girl Scout Cookies or other products
approved for council-sponsored product sales on the Internet.

e Money earning activities should not compete with the Girl Scout Cookie Program.

e Funds acquired through money earning projects must be reported and accounted for in the
¢ NP ZinalKeial report.

Appropriate Activities for Money Earning

e Washing cars with adult supervision.

e  Window washing with adult supervision.

e Raking leaves or other lawn work without power equipment.

¢ Holding a garage sale.

e Recycling items.

e Painting house numbers on curbs with adult supervision and homeowner permission (observe
local ordinances).

e Collecting trash after community events (following all SafetyWiseguidelines).

e Hosting an event such as a games or badge workshop, fair, etc. (event marketing should state
that the event is a fundraiser and for what purpose).

e Running a concession stand at a Girl Scout event.

e Holding a cookout, spaghetti feed, barbeque, etc. for Girl Scout families.

e  Wrapping gifts.

e Making and selling craft items.

e Ushering or helping in other ways at special events in the community.

e Sponsoring dances, talent shows, fashion shows, haunted houses, or other forms of
entertainment.

e Group baby-sitting with adult supervision (such as at a Service Unit meeting, Council function, or
O2YYdzyAlé 2NHIYyATIGA2yQa S@OSyld 2N YSSiAy3uvo

e Putting on parties or story hours for children

e Hosting a face painting booth (follow health ordinances).
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Inappropriate Activities for Money Earning

Product demonstrations parties (SafetyWise Standard 29).

Raffles and drawings (SafetyWise Standard 29).

Games of chance (SafetyWise Standard 29).

Any activity or event that raises or solicits money for other organizations, including walkathons,
telethons, or similar activities (SafetyWise Standard 33).

Grant-writing.

lyed Y2ySe SENYyAy3a | OGAQGAGe Oo2lycRidetiviSeRtandayd
29).

Fireworks sales.

Sales of commercial products (SafetyWise Standard 29).

Solicitation of customers for a business (such as distributing flyers for a Girl Scout pizza night at

a local restaurant).

Advertising and Publicity for Money Earning Projects

Girl Scout Trademark

The Girl Scout trademark is a highly recognized symbol, which represents the fine reputation of our
Movement. Girl Scouts must take care in how and where our trademarks are used. For this reason, the
Girl Scout name and trademark may not be used on items for resale, or by persons or groups outside of
Girl Scouting without prior written approval of the Girl Scouts of USA.

Promoting Your Event
The type and timing of advertising for your event or money earning activity will differ. Decide which
works the best for you. Consider the following options below:
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Word of Mouth ¢ The most effective free advertising.

Coverage in Newspaper and Shoppers C A great way to reach a wide audience.

Advertising Flyers ¢ Make a few flyers and hand-deliver them to friends and family. Remember
to budget for the paper and copy expense.

Posters, Signs, and Banners - Make them clear and eye-catching. Also ¢ remember to obtain
permission to put signs on public property, and be sure to take them down immediately
following the event.
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