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Welcome to the Service Unit Team! 
Thank you for agreeing to serve as a Troop Consultant for your service unit.  Your role is important to the Girl Scout 
movement.  As a consultant, you will help leaders bring the Girl Scout Leadership Experience to life. 
So much happens behind the scenes in Girl Scouts.  Most girls have no idea how many adults it takes to keep our troops 
running smoothly.  Thank you for taking on a role that supports leaders in building a great experience for girls. 
Your position has 4 key components: 
 Promoting the Girl Scout Leadership Experience 
 Supporting new and experienced leaders 
 Reviewing and approving troop activities 
 Actively participating in Service Unit Team and Service Unit Leader Meetings 

There is a whole volunteer team around you—your service team. Your Service Unit Manager has appointed you to be part 
of the service unit team. As a team you help determine the success and sustainability of your service unit.  There is a 
whole staff behind you, too.  Your membership specialist is your direct liaison to Girl Scouts of Greater Los Angeles 
(GSGLA).    
This course manual is a resource for the Service Unit Troop Consultant.  The information in this course manual will help 
you engage volunteers, connect them to the service unit, and answer general troop and Girl Scout related questions. 
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SERVICE UNIT RESPONSIBILITIES AND FUNCTIONS 
 
 
 
 
 
 
 
 
 
 

 

 

 
 

 

The Service Unit is delegated the responsibility to organize and service Girl Scout troops/groups and 
girls within its boundaries.  This includes troop organization, recruitment, and placement of girls and 
adults.  This also includes supporting the volunteer on-boarding process, celebrating and recognizing 
volunteers, and annual reflection. 
The Service Unit provides ongoing assistance to existing troops and other pathways, which includes 
consulting service, recognition of adults, community contact, and inter-troop programs. 
The Service Unit serves as an important link between the Council and troops.  It is important to 
communicate to the Council what triumphs and challenges your Service Unit is experiencing and to pay 
careful attention to notices and information that come from GSGLA and GSUSA.  Participation in 
Council-wide meetings and events and administration of GSGLA annual product sales are also important 
Service Unit responsibilities. 

SERVICE UNIT FUNCTIONS 
I. ADMINISTRATION 
 Responsible for all aspects of Girl Scouting in a given geographic area 
 Supervise and support volunteer leadership and Service Unit Team members  
 Recommend volunteer leadership and Service Unit Team members for selection, 

appointment, and when needed, for reassignment  
 Call meetings of Leaders and Service Unit Team 
 Act as Liaison between Council and Service Unit 
 Approval of various troop/girl activities 
 Partnership with Mission Delivery 

  II. SERVICE UNIT 
 Recruitment 
 Meetings of volunteers 
 Coaching of volunteers 
 Peer group support and sharing 
 Securing parent and adult support 
 Establishing community contacts 
 Ongoing support to direct service volunteers 
 Inter-troop program 
 Recognition of adult volunteers
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    III.  TROOP ORGANIZATION 
 Recruit and support on-boarding of Troop Leaders, Co-Leaders/Assistant Leaders 

and other pathway volunteers 
 Assist in finding meeting places 
 Recruit and place girl members 
 Develop potential sponsors 
 Cultivate volunteer support 
 Membership registration (Online and Early Bird) 
 Reengage lapsed membership within Service Unit 

IV.    SERVICE TO GIRLS  
 Troop/Group and other pathway programs 
 Girl Scout Leadership Experience 
 Knowledge of Girl Scout program and standards 
 Participation in the Girl Scout organization through workshops and the Service Unit 

structure 
V.  SERVICE TO VOLUNTEERS 

 Provisions for interaction among Leaders 
 Coaching for troops/groups 
 Acquaint volunteers with existing and new resources 
 Identification of learning needs 
 Coordination of troop activities within Service Unit 

 VI. FINANCIAL COORDINATION 
 Oversees troop finances 
 Promotion and support of Council product sales activities 

VII. COMMUNICATIONS 
• Send all notification of meetings and activities 
• Keep accurate and complete records of all meetings and make such records 

available to the Service Unit 
• Handle all correspondence for Service Unit 

  VIII. GSGLA SUPPORT 
 Keep accurate dates for terms of office of Service Team members 
 SUM attends Quarterly Service Unit Manager meetings 
 Recommendations for appointment for various other Council positions, including 

Product Sales, Program, Girl Scout volunteers, and other community relations 
XI. APPROVAL REQUIRED BY SUM 

 Service Unit Events 
 Troop Camping 
 Troop Travel 
 Troops to participate in money-earning activities 
 Intent to charter a bus 
 Intent to conduct saddle animal activities 
 Year-End Financial reports 
 Troop Disband Notice 
 May designate requisite approvals to other Service Team members 
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SERVICE TEAM 
 
In the service unit there are essential responsibilities that must happen to ensure we are 
working towards the mission and goals of the Girl Scout organization.  These functions are 
carried out by a group of volunteers working together as the service unit team. While each team 
member has a specific job, a solid support system and shared responsibilities make the service 
unit function more smoothly. 
 
Before the service unit team can work to support girls and adults, each member must not only 
know and understand the role of the service team but also, the Girl Scout Leadership 
Experience and GSGLA Goals. 

 
The Service Unit Team is responsible for: 

 Extending membership – recruit volunteers and girls reflective of the diverse community 

o Service Unit Team members 

o Leaders and volunteers for a variety of pathways including troops and series 

o Girl membership at all grade levels 
o Supporting the on-boarding of volunteers 

o Assist girls’ and volunteers’ registration through eBiz 

 

 Providing direct support to girls and adults  

o Enrichment training 
o Service Unit networking and discussion groups 

o Support to all volunteers through a variety of communication methods including 
Service Unit Leader Meetings 

o Girl planned Service Unit events that promote a connection between troops in the 
Service Unit and enhance the troop experience 

o Participation in council and community events, including the Girl Scout Cookie Sale, 
Fall Product Sale, and Family Partnership 

o Volunteer recognition 

o Provide Service Unit events which incorporate the Girl Scout Leadership 
Experience 

o Within each of the functions of the Service Unit, support will be consistent, flexible, 
and provide ease of access to the Girl Scout experience 
 

 Community engagement 
o   Educate the community about the benefits of Girl Scouting 

o Ensure messages and activities of the Service Unit reflect the Girl Scout Leadership 
Experience and Council goals 
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PROVIDING A WELCOMING SERVICE UNIT LEADER MEETING 
 
 

Do you remember what it was like when you attended your first Service Unit Leader Meeting?  
Wouldn’t it have been easier if there was someone there you knew who could explain the ins 
and outs?  As a Service Unit Team member, you have the opportunity to get the leaders off to a 
good start and give them a positive experience. 

 
 

 
 

 
 

 
 

 
 
 
Don’t let your leaders be the volunteer who never came back!  Take Action with your team and 
brainstorm welcoming ideas to make every service unit leader meeting a positive experience!   
 
Here are some ideas to get you started: 
 Provide time in the  meeting for the different grade levels groups to meet and share 

information and concerns 
 Include a “fun thing” on the agenda (ie. learning a new song, playing a game, having a 

contest) 
 Regularly thank individuals and recognize special services or achievements 
 Have something at each meeting the leaders can take back to their troop
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COMMUNICATION  
 
It’s important to know how each volunteer wants communication from you.  Everyone is different ~ 
establishing how to communicate with each volunteer right from the beginning will prevent problems 
in the future. 
 
Do you know how each generation communicates? 

Generations Communications Messages that Motivate 

“The Greatest Generation” 
Prior to 1945 Formal - written Your experience is respected 

Boomers 
1946 - 1964 In person You are valued, you are needed 

Gen X 
1965 - 1980 

Direct and immediate 
E-mail 

Voice Mail 
Forget the rules.  Do it your way. 

Nexters – Gen Y 
1980 - 2000 

Text messaging 
Twitter 

Facebook 
You will work with other bright, 

creative people. 

Communicating by social media is becoming popular and is an acceptable way to communicate for 
adults as well as girls.   
 
The term “social media” refers to the tools that allow the sharing of information and creation of 
communities through online networks of people.  It is a method to have two way conversations 
online.   
 
Remember the Internet is an open forum and its benefits of easy access and sharing of information 
can also attract those who would use that information to cause harm.  To ensure the girls’ safety:  
 Girls must be 13 years and older and have parental permission to be involved in a project that 

involves creating/maintaining a troop Web page or social media profile; 
 All girls need to sign the “Internet Safety Pledge” before participating in any troop/service unit or 

organized online activity.  Girls and volunteers make great partners to ensure that Girl Scout 
environments and activities are safe.  Before girls explore the Internet, they need to sign the 
GSUSA Online Safety Pledge,”  http://www.girlscouts.org/program/basics/safety/;  

 Go over internet safety for girls by visiting Let Me Know (www.lmk.girlscouts.org), a site 
addressing internet safety for girls and young women (and many more resources); and   

 If you wish to post Girl Scouts’ names on a Web site, use first names only (no last names).  
Remember: do not identify the Girl Scouts pictured in any photos you post online!  Never 
identify the schools, addresses, phone number, or e-mail addresses of Girl Scouts. 

For more information regarding social media and computer safety, refer to the Girl Scout Safety 
Activity Checkpoint for “Computer/Online Use.” 
 
Consistent communication with volunteers is just one way to be successful.  Here are others: 
 Understand and support the Girl Scout mission, vision, and values 
 Promote the Girl Scout Leadership Experience 
 Provide timely and effective communication 
 Provide guidance; not directive 
 Be willing to invest time, energy, and personal know-how to assist the growth of another person 
 Be discreet and maintain confidences 

 
Ask Volunteers:  How would you like me to communicate with you? 

http://www.girlscouts.org/program/basics/safety/�
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PROMOTING THE GIRL SCOUT LEADERSHIP EXPERIENCE 
 

Everything we do is aimed at helping each girl develop her own unique leadership skills.  The 
Girl Scout program – what girls do in Girl Scouting – is based on the Girl Scout Leadership 
Experience, a national model that helps girls become leaders in their own lives and as they 
grow. 

The National Program Portfolio has two main parts – the National Leadership Journeys and The 
Girl’s Guide to Girl Scouting. Complemented by the Girl Scout Cookie program, Girl Scout travel 
and Girl Scout awards, the National Program Portfolio is designed to help girls develop as 
leaders and build confidence by learning new skills.  It also ensures that Girl Scouts at every 
level are sharing a powerful, national experience—girls together changing the world! 

 



Volunteer Position Description 
Service Unit Troop Consultant 
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Summary: 
The Troop Consultant is accountable for providing help and advice to new and experienced 
troop/group leaders, ensuring safety, quality, and balance program offerings are aligned 
with the GSLE. 

 
Term of Appointment: 
 The Troop Consultant position is appointed from October 1 through September 30 for a term 

of 1 year with re-appointment occurring annually. 
 
Appointed by/ Accountable to: 
  Service Unit Manager and Mission Delivery Specialist, Membership 
 
Duties and Responsibilities: 

• To the Service Unit 
• Acquaint and assist leaders with program activities, and materials to enhance and 

evaluate troop program to align with the Girl Scout Leadership Experience. 
• Help leaders plan for safety and age-appropriate progression in their activities. 
• Support, and motivate leaders through monthly contacts. 
• Provide leaders with support for completing required record keeping forms. 
• Encourage leaders to attend the monthly service unit leader meeting. 
• Ensure learning opportunities provided were utilized and provide 

recommendations for future learning opportunities. 
• Monitor and record troop activities by reviewing permission slips and monthly 

contacts. 
• To the Service Team 

• Keep service team up-to-date on the well-being of troops/groups. 
• Provide informal recognition of leadership teams and recommendations for formal 

recognitions to the service unit recognition committee. 
• Attend and participate in service unit team meetings and service unit leaders 

meetings. 
• Remain informed about and comply with the most current policies, procedures and 

guidelines of GSGLA and GSUSA including Volunteer Essentials and Safety Activity 
Checkpoints. 

 
Core Competencies: All GSGLA Volunteers will effectively demonstrate these behaviors: 

• Girl focused: Empower girls to choose and adapt activities, learn by doing, cooperate 
with others, and reflect on what they’ve accomplished (as well as on current issues that 
involve their interests and needs) while having fun. 

• Demonstrates personal integrity: Demonstrate dependability, honesty, and 
credibility. 

• Demonstrates adaptability: Adjust, modify own behavior, and remain flexible and 
tolerant in response to changing situations and environments. 

• Demonstrates effective oral communication: Express ideas and facts clearly and 
accurately. 

• Fosters diversity: Understand, respect, and embrace differences. 
• Demonstrates adequate computer skills: Access to e-mail and the Internet, plus 

knowledge of social media. 
• Additional requirements: 

• Must be in good standing with Girl Scouts of Greater Los Angeles (GSGLA), be a 
registered adult member of Girl Scouts of the United States of America (GSUSA), 
complete a Volunteer Application / Criminal Background Check and update these 
items every three years.  



Volunteer Position Description 
Service Unit Troop Consultant 
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• Believe in the purpose and philosophy of Girl Scouting, and adhere to the principles 
of the Girl Scout movement and the goals of GSUSA and GSGLA 

• Have a working knowledge of the goals, objectives and policies of GSGLA. Is 
accepting and willing to promote these items with a focus on One Mission, One Goal. 

• Is familiar with the appointed service area. 
• Performs tasks willingly and effectively; and is a team player. 
• Ability to communicate effectively under pressure while maintaining good working 

relationships with leaders and other volunteers. 
• Is willing to bring issues to the appropriate person and respect decisions made. 
• Has the commitment and the time needed to perform specified duties.  
• Takes additional training as needed. 

 
As a supportive partner with the Service Unit Team, I agree to fulfill my duties for the upcoming membership 
year.  
  
 
Volunteer - Print Name __________________________________________  
 
Signature _____________________________________________________________Date____________ 
 
 
Service Unit Manager - Print Name __________________________________________  
 
Signature _____________________________________________________________Date____________ 
 
 
Membership Specialist - Print Name __________________________________________  
 
Signature _____________________________________________________________Date____________ 
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BEST PRACTICES AS A SERVICE UNIT TROOP CONSULTANT 
 
You are there to support the volunteers and council.  You will pass on an extraordinary gift to your 
Service Unit ~ your time, knowledge, and experience.   
 
Share - your knowledge and past experiences with volunteers  

 Planning 
 Your love of Girl Scouting 

 Your leadership skills 

 
Encourage – volunteers when they have moments of doubt  
 Help problem solve 
 Be positive 

 Report unresolved issues to your service unit manager 
 

Guide - volunteers in promoting a high-quality Girl Scout program in a safe setting 

 Understanding and completing necessary forms 

 Engaging parents 

 Safety Activity Checkpoints 
 

Create – a friendly, welcoming atmosphere for the Service Unit 

 Monthly communication 

 Respond promptly when contacted 

 Share skills 
 

Challenge – volunteers to expand their knowledge to better help girls lead 

 Training opportunities 

 Meeting ideas 

 Level resources 
 

Inspire – volunteers to become successful in Girl Scouting  

 Informal recognition 

 Share progress 

 Recommend for formal recognitions  
 

Take Action – with your Service Unit team and Mission Delivery team 

 Plan yearly service unit calendar and budget   

 Recruit and retain girls and adults 

 Recognize deserving volunteers 
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YOUR SERVICE UNIT TEAM 
 

Service Unit Team Positions 
This is a suggested listing of service team positions.  Additional positions may be added to suit the needs 
of your Service Unit.   
 
• Service Unit Manager 

•   Manages the Service Unit 
•   Oversees service unit team and leaders 
•   Oversees service unit events and finances 

 Treasurer  
o Manages the service unit checking account 
o Assists troops with all financial matters 
o Facilitates Annual Troop/Group Finance reports (including collecting and reviewing with you ) 
o Maintains accounting for Independent Girl Scouts within the Service Unit 

 Registrar 
o Supports troop registration thru E-Biz 
o Analyzes monthly membership reports from council 

• Events Coordinator 
o Manages and approves events for the service unit  
o Assists troops in hosting events 

 Troop Consultant 
o Provides support to troop leaders 
o Reviews troop trips and activities 
o Approves overnight activities 
o Is familiar with Safety Activity Checkpoints 

 Recruiter 
o Coordinates recruitment events 
o Manages girl and adult placement 

 Product Chairs (Fall and Cookie) 
o Train and support troop product chairs and troop leaders 
o Manage products sales tasks per council guidelines 

 And other positions…Cookie Mentor 
With Your Service Unit Manager  
Create a take action plan to:  
 Create a welcoming environment – helps with leader retention 
 Work as a team – helps the service unit run smooth 
 Set goals – provides service unit direction 
 Establish a yearly calendar – everyone is able to plan activities   
 Solve Service Unit problems as a group – helps all team members develop problem solving skills 
 Develop an agenda for Service Unit Leader meetings and Service Unit Team meetings – using a 

team approach keeps everyone involved 
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SERVICE UNIT PLAN OF WORK 
 

The Service Unit Plan of Work is a guide for what the service unit team has accomplished in the 
past year and plans to accomplish in the upcoming membership year.  Your team planning should 
take place before August, so your plan is ready for the beginning of the new school year!  The Plan 
of Work should be tailored to your service unit needs and is a working tool to achieve goals and 
needs to be reviewed ongoing throughout the year.  The Plan of Work will include what you will be 
doing to meet the goal, when it will happen and who is responsible.  Your Service Unit Team will 
work with you and your Mission Delivery team to complete the Service Unit Plan of Work.  Items of 
priority include: 
 Service Unit membership goals 
 Girl Recruitment 
 Volunteer Support and Retention 
   Reaching out to lapsed girls and adults 
 Communication 
 Product Sales 
 Finances 
 Program 

As the team sets dates for Service Unit Leader meetings or events, be sure to consider GSGLA 
program training and dates, as well as, special Girl Scout dates/celebrations.  Leader meetings are 
key to implement and achieve the Service Unit goals and should be scheduled to meet the needs of 
your volunteers and Service Unit needs, if not meeting monthly, some type of communication piece 
should go out to the volunteers in your Service Unit. 

CONSULTING EXPERIENCED LEADERS 

Help experienced leaders with program resources, leadership challenges, and the evaluation of the 
quality of troop program.  

CHALLENGE leaders to… 
 Step back and let girls led 

o Girls leading troop meetings as age appropriate 
o Girls deciding activities 

 Plan for safety and progression in activities   

CONSULTING NEW LEADERS 

Remember what it was like to be new?  Help our new leaders get the best start.  Volunteers remain 
committed when they feel appreciated, when they see they are making a difference, when there is 
opportunity for personal growth, and when they have a sense of belonging and teamwork.   
 
CREATE a friendly, welcoming atmosphere… 

 Welcome them to the service unit  
 Give them your contact information 
 Explain you are here to help them:  

o Discuss how you will communicate with each other 
o Follow up with them monthly 
o Answer any questions they may have (let them know if you don’t have the answers, you 

will get back with them) 
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 With leader, determine troop needs and how to meet them 
 Share information on the importance of service unit leader meetings (invite them to come with 

you; tell them you will meet them there) 
 
SHARE your knowledge and experience… 
 Lots going on during the first year  - pace yourself 
 Stress the importance of registering every girl and adult  
 Review dates of products sales  
 Keep attendance and finance records 
 Emphasize the importance of having parents help in the behind the scenes tasks  
 Describe any service unit or council events that are planned, or being planned 

 
GUIDE in planning… 
 Explain they will receive information on MANY activities but don’t have to do them all 
 Discuss parent meeting agenda and attend if needed 

o Process for additional adults (all must be approved; on-line application and background 
check) 

o Registering girls and adults through eBiz 
o Agenda Items: 
 Paperwork (registration information; health history; product sale permission form; 

parent permission form) 
 Financial (troop dues; membership registration; family partnership; product sales) 
 Program materials (Journeys; Girls Guide to Girl Scouting; badges; upcoming events) 
 Meeting information (day, time, location; uniform; snack; expectations) 
 Parent support (emergency contact person; product sales chairs; drivers; etc.)    

 Troop meetings 
o Importance of 2 adult minimum 
o Location free, safe and big enough for the girls  
o Day and time (leader convenience)  
o Suggestion for troop dues (maybe suggest $2 per girl per meeting until troop is rolling) 

 First few troop meetings  



 

07/2013  16 of 46 

SUPPORTING LEADERS 
 
It is important to remember the service unit is more than just a monthly meeting, but rather a system of 
support.  Better leader support will result in a more successful experience for girls and adults.  As you 
consult your leaders, it is essential you share important information. 
 
As the Troop Consultant, you may be appointed by your Service Unit Manager (SUM) as the designee, to 
approve troop trips. During the course of this manual, it is assumed you, as Troop Consultant, have been 
appointed by your SUM as her designee to approve troop trips. The Service Unit Manager has ultimate 
responsibility for the service unit.  
 
COMMUNICATION 
 Contact assigned leaders to introduce yourself and give them your contact information.   
 Discuss the best way to communicate. (consultant keeps written notes on items discussed) 
 Be sure include ALL leaders of the troop when communicating 

 
TROOP SAFETY  
 Adult to girl ratio 

o Must be followed at all times 
o Check Volunteer Essentials for specific ratios 
o Troop parents and other adults may fill the adult to girl ratio 

 Importance of consultant notification and approval   
o Girl Scout insurance is not in effect if consultant has not been notified or given approval 
o Leaders are financially liable for all activities when consultant is not notified or given approval  

 Importance of membership registration 
o Non-registered girls/adults are not covered by Girl Scout Insurance 
o Leaders are financially liable for all activities for non-registered girls 

 Activities 
o It is recommended that approved adults (on-line application and background check) may drive, 

chaperone or work with girls  
o Check and follow Safety Activity Checkpoints for all activities 
o First aid kit is available 

 Council notification and approval (consultant receive permission slip; reviews for missing information 
such as 2 non-related adults, emergency contact, required training has been completed; follows-up 
with leader on missing information/questions/approval/notification; records troop activities) 
o Day trips  

 Require consultant’s notification 
 Age appropriate 

o Overnight trips (outdoor/overnight/travel trained adult attending and first aider attending) 
 Require consultant’s approval  
 Age appropriate 
 Additional insurance is needed for non-members 

o 3 or more overnight trips (outdoor/overnight/travel trained adult attending and first aider 
attending)  
• Requires approval by consultant, service unit manager, and mission delivery specialist 
 Additional insurance required 

 
PROGRAM  
 Introduce new program ideas and resources  

o Troop funds may be used to purchase 
o Check out the internet for ideas and resources 

 Assist with level change needs 
 Encourage ongoing education/training 
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ADULT DISPUTES 
 Are most often the responsibility of the service unit manager 
 Listen to any problems 
 Communicate with service unit manager on all issues 

 
PROBLEM SOLVING 
 Determine real problem 
 Possible reason 
 Possible solutions 
 Possible consequences 
 Agree on solutions and evaluate 

 
CONTRACTS 
 Includes required waivers, hold harmless, or release of liability. 

o In some instances, meeting locations require a release of liability 
o Contact local service center for needed release of liability  

 Parents of each girl must sign waivers 
 Council staff must sign contracts or any other legal documents 
 

TROOP PAPERWORK 
 Health History Form   

o All girls must have a current form  
o Must accompany the girl for every Girl Scout activity. (troop meetings, trips, drivers, etc.) 

 Parent Permission Form     
o A permission slip is needed for every Girl Scout activity that takes place away from the meeting 

location and time 
o Only girls who have a signed permission slip may attend the activity, even if parent is attending. 
o Parent permission is needed for discussing sensitive issues 
o Keep sign copies of permission slips for 1 year 

 Product Sale Permission Form 
o A must to participate in the product sale program 
o Leader keeps form on file  

 Troop Roster  
o Printed from eBiz – troop management 
o Distribute roster (parents, service team members, etc.)                

 Registration  
o Girls and adults must be registered before participating in Girl Scout activities, 
o All registration is through eBiz.  (exception is those requesting membership financial aid) 
o Fees go directly to GSUSA 
o Keep registrations forms for 1 year 

 Financial 
o Keep receipts 
o Record all money collected 
o Record all money spent 
o Money earning 

 Approval required 
 Must participate in both council sponsored product to be approved 

 Attendance 
o Troop meetings 
o Other activities 

 Awards 
o Journeys 
o Petals/Badges 
o Other awards 
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ENGAGING LEADERS 
 

When leaders are engaged, they are excited about Girl Scouts and want to provide a positive program 
for the girls.  Here are a few tips to engage leaders. 
 
Give a warm welcome!  Within one week of being assigned a leader, send out an email, handwritten 
note, or make a phone call, introducing yourself and offering to help as needed.  Although the leader is 
given your contact information, she/he may be intimidated to call.  Reaching out can get the consulting 
relationship off to a great start! 
 
Keep in touch!  Touch base with your leaders regularly, providing tips and offering assistance and ideas.  
Some consultants like to send a monthly email, based on the Girl Scout Calendar!  Sending out group 
emails can be a quick and easy way to reach out to all your leaders.  Assist leaders with challenges they 
may be facing. 
 
Connect with leaders! Ideally, we would love to have each leader attend the service unit leader 
meeting.  However, today’s volunteers cannot always attend a monthly meeting.  There are a variety of 
reasons that can prevent a leader from attending.  This doesn’t mean she is not part of the service unit or 
not interested in staying connected. Develop a plan to connect with those who don’t attend the leader 
meeting. 
 
Share the secrets of your success!  Share your favorite resources (favorite websites, books, games, 
songs, Volunteer Essentials) by compiling a list, and giving it to the leaders you are consulting.  Describe 
what your typical troop meeting looks like and the strategies you use to keep things running smoothly.  
 
Challenge leaders!  Assist leaders in understanding the basic concepts of Girl Scouting and the leader’s 
role.  Assist the leader with planning and implementing of the Girl Scout Leadership Experience (girl-led, 
learning by doing, and cooperative learning).    
 
Reminders! 
 Remember your job is not to take the place of the service team, but to direct your assigned leaders 

to the correct team member as needed. Make them aware that there are many people available to 
help. 

 You are a friend and a mentor to the leader.  Keep their confidences. 
 Be helpful but don’t do the job for them.  They will feel inadequate if you take over all the things that 

confuse or intimidate them. 
 If a real problem arises, “hold their hand” through solving it and contact the service unit manager if 

necessary, 
 Give them all the considerations you give your friends.  Express an interest in how things are going 

but don’t check up on them.   
 Don’t wait for them to call and ask for help or clarification.  They may not realize they need help until 

you ask. 
 Provide timely and effective feedback. 
 There is no such thing as a “DUMB QUESTION.”  Don’t hesitate to ask! 
 There are dozen of ways to do almost everything in Girl Scouting.  Each can be “right” as the 

others…so encourage leaders to relax and use common sense.  This is especially true if they are 
taking over leadership of a troop.  Don’t compare themselves to another leader.  Everyone brings 
their own special talents to the program. 

 Ask “open ended questions”   
o What do you want to happen? 
o What do you mean? 
o What problems are you having (finish this sentence with: parents; girls; meeting; etc.)? 
o What do you need help with? 
o How do you feel about…? (finish this sentence)           
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WHAT WOULD YOU SAY? 
 

As a consultant, you are going to get all kinds of questions.  From “where do we meet”, to “what are the 
rules for a money earning activity”, you need to know how to respond or at least where to go for the 
information.  Here are some of the most popular questions with discussion topics.  

1. I can’t get any parents to help and I can’t do it on my own. 
a. Let’s plan a parent meeting to form a troop committee. 
b. Look in Volunteer Essentials for some help and ideas. 
c. Be sure to listen carefully to hear how parents might be offering to help. 

2. My son is 18 years old and very responsible.  Can he drive on a field trip?  I can’t get any parents 
to help drive. 

a. There are a couple things to consider here.  Any driver must be 18 years or older and has 
a good driving record, a valid license, and a registered/insured vehicle. 

b. Girls never drive other girls. 
c. Males should never be alone with girls. A female adult, not related to the male, must be 

present. 
d. Remember to use the Health History & Automobile Information Form to identify parents 

who may be able to help with driving. 
3. How do I find a good location for my troop meetings? 

a. Safety is always the first concern.  A meeting place needs to provide a safe, clean, and 
secure environment that allows for the participation of all girls. 

b. Consider cost (should be free), size, availability and resources (furnishings, lighting, 
storage, etc.). 

c. Talk to other leaders in your service unit for ideas of meeting places in your town. 
4. Explain the health forms to me.  Why do I need them?  How do I use them? 

a. Each family should complete Health History & Automobile Information Form for their 
daughter.  This is to help the leader be aware of any health problems or allergies. 

b. The Health History and Automobile Transportation Form, along with the Parent Permission 
Form must accompany each girl (including in the automobile she is transported in during 
the activity) at every meeting and when activities take place outside of the schedule 
meeting place. 

5. My troop wants to go camping.  What do we have to do? 
a. To camp, you must have the proper training for the kind of camping or overnight you are 

planning. 
b. Inform your Consultant of the activity by forwarding a parent permission form at least 2 

weeks prior to the trip.  . 
c. Be sure to identify an emergency contact person who will not be with you and is available 

the entire time you are away. 
d. Secure a First Aid Certified person to attend with you. 
e. Have the proper girl/adult ratios. 
f. Overnight trips require your consultant’s signature.  

6. A girl in my troop never brings her dues.  Every week it’s a different excuse. 
a. Have a conversation with the parents to see if there is a reason for this.   
b. Are there other options? 

7. Our troop needs more money.  What do I need to do to hold a money-earning activity? 
a. Girl Scouts cannot sell commercial products (ie; Tupperware, candy bars, etc.). 
b. The troop could hold a bake sale, car wash, garage sale, recycling project, etc. 
c. Complete a Troop/Group Money Earning Application. 
d. At least 50% of the girls in the troop are required to participate in both Council-sponsored 

product sales programs to be eligible to participate in additional money-earning activities. 



 

07/2013  20 of 46 

TROOP FORMS 
 

Girl Registration Form –  
 Parent/Guardian completes yearly for their daughter. 
 Leader uses form to register girls online through eBiz.  If parent/guardian is registering her/his own 

child through eBiz, a copy of this form is forwarded to the leader. 
 Registration fees include Girl Scout Insurance.  

 
Adult Registration Form – 
• Adult completes yearly for themselves. 
• Leader uses form to register adults online through eBiz.  If adult is registering her/him self through 

eBiz, a copy of this for is forwarded to the leader. 
• Registration fees include Girl Scout Insurance. 

 
Health History – 
• Parent/Guardian completes yearly for their daughter. 
• Form accompanies each girl at every meeting and when activities take place outside of the 

scheduled meeting place. 
• Used in the event a girl requires medical treatment while participating in Girl Scout activities. 

 
Permission Slip – 
• Needed for any activity that takes place outside the normal meeting time and place, whether 

parent/guardian is attending the activity. 
• Gives details of the activity and obtains permission from the parent/guardian for the girl to attend the 

activity. 
• Day trips  

o Service Unit Manager or designee is NOTIFIED of day trips. 
o Notification is needed for insurance to be in effect. 

• Overnight trips 
o Service Unit Manager or designee APPROVES overnight trips. 
o Approval is needed at least 4 weeks prior to overnight. 

 When reviewing permission slips 
o Is the activity age appropriate and program related 
o Who are the adults attending 
o Is the emergency contact person listed and is someone other than the adults attending the 

activity; needs to be a person who is not attending the activity and will be home the entire time 
o Is a first aider needed; if so, is someone listed 
o If information is missing or you have questions, call the leader 

• When approving permission slips – follow the review process above 
o Is the activity age appropriate, program related, and are the girls ready 
o Have the adults going taken the appropriate training 
o Leaders need to give you the permission for approval, prior to giving to parents 
o Once activity is approved, give the leader the okay to give the parents the permission slip 

 
Product Sale Permission Slip –  
• Parent/Guardian signs at the time of registering their daughter  
• Gives permission for the girl to participate in the product sale program
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OTHER TROOP FORMS 

 
Behavior Contract – Use when leaders need ideas for handling situations with their girls 
 
Sensitive Issues Form – For parents/guardians to sign when troop will be discussing sensitive issues 
 
Troop Roster – For parents/guardians to be able to communicate with each; emergency contact needs a 
roster to know who will be attending the activity 
 
Dues and Attendance Record – Record all money collected and record attendance  
 
Detailed Cash Record – Record money collected and money spent 
 
Annual Troop Finance Report – To be filed annually 
  
Troop Money-earning Form –   money earning activities other than product sales 
 
Accident and Incident Report – Complete in case of an accident 
 
 
 

CONSULTANT FORMS 
 
Consultant Activity Form – Use this form to record permission slips and other items as needed  
 
Consultant Contact Journal – Record information when communicating with leader  
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RECOGNITIONS 
 
ADULTS 
There are many ways to recognize volunteers for their time and dedication.  Whether in the form of a 
simple “thank you” for a small job well done or a formal commendation for years of faithful service in a 
key position, acknowledgment is a signal to the recipient that she/he is noticed and appreciated. 
 
You can honor any Girl Scout leader, Service Unit Team member or adult volunteer by nominating 
her/him for an award or by making a special recognition of your own!  Recognitions usually take the 
form of pins, badges, certificates, or other tangible tokens.  They may be presented at a special 
Service Unit ceremony, Girl Scout meeting, or recognition event such as the GSGLA Recognitions 
Ceremony, held in conjunction with the annual meeting.    
 
It is important to let your leaders, Service Unit Team members, and other volunteers know the 
information about the awards and adult recognitions in a timely manner.  Nominations and requests for 
awards are due the second Friday in January.  Information about the awards is posted on the GSGLA 
website.   
 
A few of the awards are below. 
 
 
 
 
 
 
 
 

 
 

 
 
 
 
GIRLS 
The Bronze, Silver, and Gold Awards are the highest awards a girl can earn as a Girl Scout.  These 
are national awards with significant standards that must be met, representing a girl’s skills, leadership, 
creativity, values, and efforts contributed to make the world a better place.  Requirements for these 
awards can be found in the Girl’s Guide to Girl Scouting and on the GSGLA website.  Girls must rely 
on GSGLA forms and requirements. 
 
It’s important to let your leaders, Service Unit Team members, and other volunteers know about these 
awards and recognize the girls who have earned them.  Gold Awardees are recognized annually at a 
Council-wide event; recognitions for Silver and Bronze awardees can be done on a regional, Service 
Unit, or troop level. 
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TIPS AND TOOLS 
 
 
Sharing your knowledge and experience by answering questions and clarifying information helps leaders 
become successful in Girl Scouting and gain a sense of pride.  Here are some tools to share with the 
leaders. 
 

GSGLA WEBSITE 
 

There is a wealth of information accessible to all volunteers at a given time on the GSGLA website.—
http://girlscoutsla.org 
 Adult Learning 
 Become a Leader or Volunteer 
 Cool Tools 
 Family Partnership 
 Forms 
 On-line Event Calendar 
 Personify/eBiz 
 Pixie List – GSGLA classifieds 
 Registration Information 
 Safety Activity Checkpoints 
 Volunteer Essentials 
 Volunteer of The Month 

 
 

DISCIPLINE APPROACHES 
 

A common problem with girls in a group setting is misbehavior.  Leaders ask for guidance on handling 
behavioral situations.  The following are some tips for resolving behavior: 

 Work with the girls to create a troop/group agreement – they will better abide by what they help 
create 
o Girls, depending on age, create the troop/group agreement 
o Include consequences 
o Girls tend to be hard on themselves when creating consequences 
o Be sure all situations are addressed 
o Share troop/group  agreement with parents 

 Respond consistently 
o Try nonverbal cues to improve behavior 
o Use gentle verbal reminders 
o Redirect to the activity if not responding to the reminder 

 Explore the reason for the behavior 
o If for attention: respond with positive choices 
o If for power: give responsibility or choices 
o If for belonging: structure activities to help them feel a part of the group 

 Teach positive behaviors 
o Discuss and role play positive behaviors 
o Notice when behaviors are positive 
o Ratio should be 3 positives to 1 negative comment 

 If misbehavior continues 
o Remove from the activity 
o Discuss with parent/guardian  
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WORKING WITH LEADERS AND VOLUNTEERS 
 

One of the most important goals is to set the expectation of leaders/volunteers to be active and engaged 
participants.  Your key responsibility in this area is to work with the leaders/volunteers and to maintain 
frequent contact.  You should also encourage the leaders to develop a troop support committee – parents 
who have specific, assigned tasks, such as cookie mom, treasurer, program assistant, and driver.  It is 
very important that those relationships are built early on. 
 
Most leaders/volunteers are helpful and supportive and sincerely appreciate your time and effort on 
behalf of Girl Scouts.  And you almost always have the same goal, which is to make Girl Scouting an 
enriching experience for girls.   
 
Perhaps the most important tip for communicating with leaders/volunteers is to use “I” statements instead 
of “you” statements.  You want to clearly communicate what you observe or need and how they can help. 
 “You” statements may make a person feel defensive.  Here are examples of “you” statements: 

o “Your daughter just isn’t responsible.” 
o “You’re not doing your share.” 

 “I” statements tell someone what you need from her/him.  Here are examples of “I” statements: 
o “I’d like to help your daughter learn to take more responsibility.” 
o “I’d really appreciate your help with registration.” 

 
Here are some specific situations: 

 
 

If a parent or guardian…. You can say… 

Is uninvolved and asks how she can help but 
seems to have no idea of how to follow 
through or take leadership of even the 
smallest activity. 

“I do need your help.  Here are some written 
guidelines on how you could help me prepare 
for our camping trip.” 

Constantly talks about all the ways you could 
make the group better. 

“I need your leadership.  Project ideas you 
would like to develop and lead can fit in well with 
our plan.  Could you write out your suggestion 
so we can see how to fit it into the girls’ 
program?” 

Tells you things like, “Denise’s mother is on 
welfare, and Denise really doesn’t belong in 
this group.” 

“I appreciate your letting me know.  Girl 
Scouting is for all girls.  Denise probably needs 
our support more than many.  I could use your 
help to teach the girls to be sensitive to others’ 
feelings.” 

Shifts parental responsibilities to you and is 
so busy with her own life that she allows no 
time to help. 

“I love volunteering for Girl Scouts and want to 
make a difference.  Could you take a few 
moments from your busy schedule to let me 
know what you value about what we’re doing, I’d 
appreciate it.  It would keep me going for 
another year.” 



 

07/2013  40 of 46 

DISPUTE RESOLUTION TECHNIQUES 
In your role as service unit team member, you may sometimes be called to mediate a troop conflict.  You 
may be asked to address them as the first-line, or you may work as a team with your service unit 
manager.  Regardless, be sure your service unit manager is kept informed of all issues. 
General Considerations: 
 Maintain confidentiality at all times.  Do not discuss problems among other participants 
 Notify the service unit manager and keep her updated on the conflict. 
 Handle problems when you are not angry. 
 Be sensitive to situations that could become problems and handle them before they get out of hand. 
 Use “I” messages as much as possible. 
 Gather information and identify key issues without making accusations. 
 Focus on what the issues are, not who did what. 
 Do not accuse, find fault or call names. 
 If the conflict cannot resolved at the service unit level notify your mission delivery specialist, 

membership. 
Girl Conflicts: 
Whenever a group of girls get together, conflicts can occur.  Leaders find there are times when getting a 
group of girls to agree on an activity or trip seems to be an impossible task.  The following are some tips 
for resolving these types of conflicts: 
 Girls need to feel secure and accepted by the group.  When they do, conflicts occur less often. 
 When girls feel accepted, they are more likely to empathize with others and understand a different 

point of view. 
 When girls feel they are actively making decisions and setting the goals for their activities, then they 

are less likely to jeopardize those activities through misbehavior. 
Other types of conflicts: 
 Tattling – Once the practice of tattling is established, it can become an ever increasing problem. 

o Discuss with the troop – Why do we tattle? Who are we hurting? Who are we helping? How do 
you feel when you tattle? How do you feel when someone tattles on you?  What are the 
alternatives? 

o Discuss with the troop – Is Telling always tattling? Ask the girls to indicate if situations are 
telling or tattling. 

 Hurt feelings – Helping girls become sensitive to each other’s feelings. 
o Discuss with the troop – Ways we sometimes hurt other people (i.e.: laughing at them, talking 

behind their backs, not including them in the group). 
o Discuss with the troop – How they would feel if they were on the receiving end of these actions. 

When a problem does arise, use one of the following approaches: 
 Mediation – a third person just listens without deciding who is right or wrong.  Each person gets a 

chance to tell her story without any interruptions.  Then the mediator helps the girls think of several 
possible solutions to the problem, and help them choose one. 

 Time Out – Ask the girls to go to a quiet spot and give them a set time period in which you expect 
them to return with a solution.  If they cannot come up with one, then you might need to appoint a 
mediator. 

 Role Reversal – This is a form of role-playing in which the participants reverse their roles. This can 
increase empathy and problem-solving skills. 

 Contracts – For a continuing problem, help the girls make a contract.  Work out a compromise, 
decide on a solution, and write up a contract the participants sign.  Make sure the contract is 
realistic.  Remember, contracts can also always be renegotiated. 
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eBiz….. 
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WHAT YOU NEED FOR YOUR GIRLS TO…. 
 
Getting the girls out to explore their world and experience new activities is fundamental to Girl Scouting 
and developing leadership qualities in the girls, whether it is taking a hike, planting new flowers at the 
local assisted living facility, camping, or traveling to Sea World, Savannah, Georgia, or Our Chalet in 
Switzerland.  It is often confusing for leaders to know exactly what training they need, forms to fill out, or 
equipment to bring.  The GSGLA Adult Educators team has created a handy chart reduce the mystery! 
 
On the following page, you will find “What I Need for My Girls to Attend A….”  Please feel free to share it 
with the leaders and volunteers in your Service Unit.  It will be found in the workbook for each GSGLA 
Adult Education course and on our Council website.  On the website, it will have interactive links so 
adults can immediately download the proper form or register for the necessary class!  This chart will be 
updated periodically, so have your volunteers confirm all requirements in the online version. 
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WHAT I NEED FOR MY GIRLS TO ATTEND A… 
Activity *Forms/Equipment Approval/Notification/Insurance **Training/Certification Review 

Troop Meeting     

Volunteer 
Essentials  
 
Safety  
Activity 
Checkpoints 
(Adult-to-girl 
Ratio) 
 
 
Safety 
Management 
Guide 
 
 
 
 
 

Troop Meeting - Location 
Change  Notify - Parents  

Meeting Time Trip **Parent Permission Form Notify – Service Unit Manager/Designee  

Day Trip **Parent Permission Form 
Notify - Service Unit Manager/Designee 
***Insurance – needed for non-registered 
attendees 

***First Aider  

1-2 Night Indoor Over-
 night (including 
 federal holidays) 

**Parent Permission Form 
Approval – Service Unit Manager/Designee 
***Insurance – needed for non-registered 
attendees 

Indoor Overnight 
***First Aider   

1-2 Night Outdoor Over-
 night (including 
 federal holidays)  

**Parent Permission Form 
Approval – Service Unit Manager/Designee 
***Insurance – needed for non-registered 
attendees 

Indoor Overnight 
Camping Skills 
***First Aider   

2+ Nights Outdoor Over- 
 night (excluding 
 federal holidays) 

Extended/International Travel  App.  
**Parent Permission Form 
Additional Insurance 

Extended Approval – Council 6 weeks in 
advance  
***Insurance – needed for extended trips 

Indoor Overnight 
Camping Skills 
Domestic Travel 
***First Aider   

2+ Nights Indoor Over-
night (excluding 
federal holidays 

Extended/International Travel  App.  
**Parent Permission Form 
Additional Insurance 

Extended Approval – Council 6 weeks in 
advance  
***Insurance – needed for extended trips 

 Indoor Overnight 
Domestic Travel 
***First Aider 

International 
Extended/International Travel  App.  
**Parent Permission Form 
Additional Insurance 

International Approval – Council 18 mo. in 
advance 
***Insurance – needed for international trips 

Indoor Overnight 
International Travel 
***First Aider   

Group Money Earning **Parent Permission Form 
Money Earning Form 

Applications submitted online no less than 6 
weeks before the event. 
Service Unit Manager/Designee 

Special Events and 
Money-Earning 

Product Sales Product Program Agreement Form  Product Program Sale 
Troop Training 

Product Sales Boothing **Parent Permission Form 
Product Program Agreement Form Notify – Service Unit Manager/Designee  

*Health History and First Aid Kit are required for every Girl Scout activity. 
**Welcome Session and Council Orientation are required for all troop leaders, co-leaders, and assistant leaders. 
***Parent Permission Form is required for every activity or trip for every girl, whether parents attend or not. 
****Purchase additional insurance from council at least 4 -6 weeks in advance of activity. 
*****First Aider Level depends on remoteness of activity and danger involved.   
 
 
 

Access to EMS Minimum Level of First Aid Required 
30 min. or less Level 1 (Some health care providers may also serve) 
30 min. or more Level 2 (Some health care providers may also serve) 
Wilderness Wilderness First Aider or Wilderness First Responder 

Federal Holidays:  New Year’s Day; Martin Luther King Day; 
President’s Day; Memorial Day; Independence Day; Labor Day; 
Columbus Day; Veterans’ Day; Thanksgiving Day; Christmas Day.  


	Girl focused: Empower girls to choose and adapt activities, learn by doing, cooperate with others, and reflect on what they’ve accomplished (as well as on current issues that involve their interests and needs) while having fun.
	Demonstrates personal integrity: Demonstrate dependability, honesty, and credibility.
	Demonstrates adaptability: Adjust, modify own behavior, and remain flexible and tolerant in response to changing situations and environments.
	Demonstrates effective oral communication: Express ideas and facts clearly and accurately.
	Fosters diversity: Understand, respect, and embrace differences.
	Demonstrates adequate computer skills: Access to e-mail and the Internet, plus knowledge of social media.
	Additional requirements:
	Must be in good standing with Girl Scouts of Greater Los Angeles (GSGLA), be a registered adult member of Girl Scouts of the United States of America (GSUSA), complete a Volunteer Application / Criminal Background Check and update these items every th...
	Believe in the purpose and philosophy of Girl Scouting, and adhere to the principles of the Girl Scout movement and the goals of GSUSA and GSGLA
	Have a working knowledge of the goals, objectives and policies of GSGLA. Is accepting and willing to promote these items with a focus on One Mission, One Goal.
	Is familiar with the appointed service area.
	Performs tasks willingly and effectively; and is a team player.
	Ability to communicate effectively under pressure while maintaining good working relationships with leaders and other volunteers.
	Is willing to bring issues to the appropriate person and respect decisions made.
	Has the commitment and the time needed to perform specified duties.
	Takes additional training as needed.
	Create a welcoming environment – helps with leader retention
	Work as a team – helps the service unit run smooth
	Set goals – provides service unit direction
	Establish a yearly calendar – everyone is able to plan activities
	Develop an agenda for Service Unit Leader meetings and Service Unit Team meetings – using a team approach keeps everyone involved
	Remember what it was like to be new?  Help our new leaders get the best start.  Volunteers remain committed when they feel appreciated, when they see they are making a difference, when there is opportunity for personal growth, and when they have a sen...
	CREATE a friendly, welcoming atmosphere…
	Explain you are here to help them:
	Discuss how you will communicate with each other
	Follow up with them monthly
	Answer any questions they may have (let them know if you don’t have the answers, you will get back with them)
	With leader, determine troop needs and how to meet them
	Share information on the importance of service unit leader meetings (invite them to come with you; tell them you will meet them there)
	SHARE your knowledge and experience…
	Lots going on during the first year  - pace yourself
	Stress the importance of registering every girl and adult
	Review dates of products sales
	Keep attendance and finance records
	Emphasize the importance of having parents help in the behind the scenes tasks
	Describe any service unit or council events that are planned, or being planned
	GUIDE in planning…
	Explain they will receive information on MANY activities but don’t have to do them all
	Discuss parent meeting agenda and attend if needed
	Process for additional adults (all must be approved; on-line application and background check)
	Registering girls and adults through eBiz
	Agenda Items:
	Paperwork (registration information; health history; product sale permission form; parent permission form)
	Financial (troop dues; membership registration; family partnership; product sales)
	Program materials (Journeys; Girls Guide to Girl Scouting; badges; upcoming events)
	Meeting information (day, time, location; uniform; snack; expectations)
	Parent support (emergency contact person; product sales chairs; drivers; etc.)
	Troop meetings
	Importance of 2 adult minimum
	Location free, safe and big enough for the girls
	Day and time (leader convenience)
	Suggestion for troop dues (maybe suggest $2 per girl per meeting until troop is rolling)
	First few troop meetings
	SUPPORTING LEADERS
	It is important to remember the service unit is more than just a monthly meeting, but rather a system of support.  Better leader support will result in a more successful experience for girls and adults.  As you consult your leaders, it is essential yo...
	As the Troop Consultant, you may be appointed by your Service Unit Manager (SUM) as the designee, to approve troop trips. During the course of this manual, it is assumed you, as Troop Consultant, have been appointed by your SUM as her designee to appr...
	COMMUNICATION
	Contact assigned leaders to introduce yourself and give them your contact information.
	Discuss the best way to communicate. (consultant keeps written notes on items discussed)
	Be sure include ALL leaders of the troop when communicating
	TROOP SAFETY
	Adult to girl ratio
	Must be followed at all times
	Check Volunteer Essentials for specific ratios
	Troop parents and other adults may fill the adult to girl ratio
	Importance of consultant notification and approval
	Girl Scout insurance is not in effect if consultant has not been notified or given approval
	Leaders are financially liable for all activities when consultant is not notified or given approval
	Importance of membership registration
	Non-registered girls/adults are not covered by Girl Scout Insurance
	Leaders are financially liable for all activities for non-registered girls
	Activities
	It is recommended that approved adults (on-line application and background check) may drive, chaperone or work with girls
	Check and follow Safety Activity Checkpoints for all activities
	First aid kit is available
	Council notification and approval (consultant receive permission slip; reviews for missing information such as 2 non-related adults, emergency contact, required training has been completed; follows-up with leader on missing information/questions/appro...
	Day trips
	Require consultant’s notification
	Age appropriate
	Overnight trips (outdoor/overnight/travel trained adult attending and first aider attending)
	Require consultant’s approval
	Age appropriate
	Additional insurance is needed for non-members
	3 or more overnight trips (outdoor/overnight/travel trained adult attending and first aider attending)
	PROGRAM
	Introduce new program ideas and resources
	Troop funds may be used to purchase
	Check out the internet for ideas and resources
	Assist with level change needs
	Encourage ongoing education/training
	ADULT DISPUTES
	Are most often the responsibility of the service unit manager
	Listen to any problems
	Communicate with service unit manager on all issues
	PROBLEM SOLVING
	Determine real problem
	Possible reason
	Possible solutions
	Possible consequences
	Agree on solutions and evaluate
	CONTRACTS
	Includes required waivers, hold harmless, or release of liability.
	In some instances, meeting locations require a release of liability
	Contact local service center for needed release of liability
	Parents of each girl must sign waivers
	Council staff must sign contracts or any other legal documents
	TROOP PAPERWORK
	Health History Form
	All girls must have a current form
	Must accompany the girl for every Girl Scout activity. (troop meetings, trips, drivers, etc.)
	Parent Permission Form
	A permission slip is needed for every Girl Scout activity that takes place away from the meeting location and time
	Only girls who have a signed permission slip may attend the activity, even if parent is attending.
	Parent permission is needed for discussing sensitive issues
	Keep sign copies of permission slips for 1 year
	Product Sale Permission Form
	A must to participate in the product sale program
	Leader keeps form on file
	Troop Roster
	Printed from eBiz – troop management
	Distribute roster (parents, service team members, etc.)
	Registration
	Girls and adults must be registered before participating in Girl Scout activities,
	All registration is through eBiz.  (exception is those requesting membership financial aid)
	Fees go directly to GSUSA
	Keep registrations forms for 1 year
	Financial
	Keep receipts
	Record all money collected
	Record all money spent
	Money earning
	Approval required
	Must participate in both council sponsored product to be approved
	Attendance
	Troop meetings
	Other activities
	Awards
	Journeys
	Petals/Badges
	Other awards
	When leaders are engaged, they are excited about Girl Scouts and want to provide a positive program for the girls.  Here are a few tips to engage leaders.
	Give a warm welcome!  Within one week of being assigned a leader, send out an email, handwritten note, or make a phone call, introducing yourself and offering to help as needed.  Although the leader is given your contact information, she/he may be int...
	Keep in touch!  Touch base with your leaders regularly, providing tips and offering assistance and ideas.  Some consultants like to send a monthly email, based on the Girl Scout Calendar!  Sending out group emails can be a quick and easy way to reach ...
	Connect with leaders! Ideally, we would love to have each leader attend the service unit leader meeting.  However, today’s volunteers cannot always attend a monthly meeting.  There are a variety of reasons that can prevent a leader from attending.  Th...
	Share the secrets of your success!  Share your favorite resources (favorite websites, books, games, songs, Volunteer Essentials) by compiling a list, and giving it to the leaders you are consulting.  Describe what your typical troop meeting looks like...
	Challenge leaders!  Assist leaders in understanding the basic concepts of Girl Scouting and the leader’s role.  Assist the leader with planning and implementing of the Girl Scout Leadership Experience (girl-led, learning by doing, and cooperative lear...
	Remember your job is not to take the place of the service team, but to direct your assigned leaders to the correct team member as needed. Make them aware that there are many people available to help.
	You are a friend and a mentor to the leader.  Keep their confidences.
	Be helpful but don’t do the job for them.  They will feel inadequate if you take over all the things that confuse or intimidate them.
	If a real problem arises, “hold their hand” through solving it and contact the service unit manager if necessary,
	Give them all the considerations you give your friends.  Express an interest in how things are going but don’t check up on them.
	Don’t wait for them to call and ask for help or clarification.  They may not realize they need help until you ask.
	Provide timely and effective feedback.
	There is no such thing as a “DUMB QUESTION.”  Don’t hesitate to ask!
	There are dozen of ways to do almost everything in Girl Scouting.  Each can be “right” as the others…so encourage leaders to relax and use common sense.  This is especially true if they are taking over leadership of a troop.  Don’t compare themselves ...
	Ask “open ended questions”
	What do you want to happen?
	What do you mean?
	What problems are you having (finish this sentence with: parents; girls; meeting; etc.)?
	What do you need help with?
	How do you feel about…? (finish this sentence)

