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A primary responsibility of Girl Scout councils is to protect the health, safety, and security of girls and the overall 
health of the council. Identifying and managing risk will make your council stronger in so many ways. You’ll: 

 Protect everyone, but especially girls 

 Reduce losses and save resources 

 Safeguard your council’s reputation and public image, as well as that of the Girl Scout movement 

 Protect the environment 

 Enhance your council’s ability to prepare for various circumstances 

 Know exactly what your council’s insurance needs are 

Good risk management doesn’t have to be expensive or time consuming. It is as simple as answering these three 
questions for your particular department: 

 What can go wrong? 

 What can we do to prevent this from occurring? 

 If something does happen, how can it be mitigated? 

This guide considers those three questions in every aspect of your council’s operation, separated out into 
individual parts and chapters, as follows: 

Part I: Mission Delivery 

 Chapter 1: Program 

 Chapter 2: Camp, Properties, and Facilities 

 Chapter 3: Volunteerism 

 Chapter 4: Travel 

 Chapter 5: Council-Sponsored Product Sales 

Part II: Business Operations 

 Chapter 6: Communications and Crisis Management 

 Chapter 7: Interactive Marketing and Social Media 

 Chapter 8: Information Technology 

 Chapter 9: Council Retail Operations 

 Chapter 10: Fund Development 

 Chapter 11: Financial Oversight 

 Chapter 12: Human Resources 

 Chapter 13: Governance, Corporate Administration, and Policy 

Part III: Council-Wide Risk Management 

 Chapter 14: Implementing a Risk-Management Process at your Council 

Throughout, you'll be given basic operating standards, assistance in developing the beginnings of a sound risk-
management process, and specific tactics for each of your council’s departments. The chapters are meant to be 
read individually, without having to read the entire guide from start to finish. In each, you’ll find ideas to consider, 
recommendations for action, and resources to consult for more information.  
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Girl Scouts provides leadership development and experiences for girls through a rich variety of fun activities and 
adventures, while working to keep girls safe every step of the way. This chapter addresses how your council can 
mitigate risk while providing activities that safeguard the health, safety, and general well-being of girls at all grade 
levels.  

The safety and protection of girls is paramount to a fun, leadership-building experience for girls. To that end, it is 
essential that volunteers receive and understand the importance of the Girl Scout Safety Guidelines, which 
summarize the “Safety-Wise” chapter of Volunteer Essentials, a must-read for volunteers. Not one item in the 
short list of principles is difficult or overwhelming—many, in fact, feel like common sense—but these standards 
need to be distributed and discussed with volunteers nonetheless. Volunteers will know that safety is the top 
priority of Girl Scouting, and girls will benefit from the safe environment that allows them to be at their best, 
while developing critical leadership-building skills. 

Girl Scout groups are large enough to provide a cooperative learning environment and small enough to allow for 
development of individual girls. It is recommended that group sizes, when possible, are as follows: 

 Girl Scout Daisies: 5–12 girls 

 Girl Scout Brownies: 10–20 girls 

 Girl Scout Juniors: 10–25 girls 

 Girl Scout Cadettes: 5–25 girls 

 Girl Scout Seniors: 5–30 girls 

 Girl Scout Ambassadors: 5–30 girls 

Every group must have at least one lead adult volunteer and one or more co-volunteers. Because the female role 
model is so central to Girl Scouting, at least one volunteer must be an adult female, and to keep girls safe, the 
adult female must not be related (by marriage, partnership, or blood) to the other volunteers. Adult volunteers 
must also be at least 18 years old or the age of majority (if it is at least 18), as defined by your state(s).  

During all group meetings and activities, the lead volunteer, co-volunteer(s), and other responsible adults 
designated by the lead volunteer must be present, according to the recommended ratios of girls to volunteers in 
Figure 1-1. 

Here are some examples: For a group meeting with 17 Daisies, the group will need three non-related adult 
volunteers, at least one of whom is female. However, if 17 Cadettes attend a group meeting, only two non-related 
adult volunteers, at least one of which is female, are needed. 

It’s crucial that your council makes volunteers aware of these ratios and policies, as well as any additional 
supervision policies you may have.  

https://pearl.girlscouts.org/Resources/Girl%20Scout%20Safety%20Guidelines.doc
https://pearl.girlscouts.org/Resources/Volunteer_Essentials_2010.zip
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 Group meetings: 

Two non-related 

adults (at least 

one of whom is 

female) for this 

number of girls 

Group meetings: 

Plus one adult for 

each additional 

number of girls  

Events, travel, 

and camping: 

Two unrelated 

adults (at least 

one of whom is 

female) for each 

number of girls 

Events, travel, 

and camping: 

Plus one adult 

for each 

additional 

number of girls 

Girl Scout Daisies  

(K–grade 1) 
12 6 6 4 

Girl Scout Brownies  

(grades 2–3) 
20 8 12 6 

Girl Scout Juniors  

(grades 4–5) 
25 10 16 8 

Girl Scout Cadettes  

(grades 6–8) 
25 12 20 10 

Girl Scout Seniors 

(grades 9–10) 
30 15 24 12 

Girl Scout 

Ambassadors 

(grades 11–12) 

30 15 24 12 

Figure 1-1: Adult-Volunteer-to-Girl Ratios 

Documented permission from a girl’s parent or legal guardian for that girl to participate in Girl Scouting is on the 
annual membership registration form, as is a photo release. In addition, parents/guardians will need to provide 
health-history information and permission to treat girls in an emergency. Parents/guardians also must update 
girls’ health histories, as their health changes. 

Ensure that that volunteers and girls inform parents/guardians of: 

 The purpose of Girl Scouting 

 Meeting dates, times, and places 

 The type of activities planned 

When activities take place outside the normal time and place, involve overnight travel or camping, focus on 
sensitive or controversial topics, or engage in any activities not covered in Safety Activity Checkpoints, volunteers 
must advise each parent/guardian of the details of the activity and obtain additional permission for girls to 
participate. The rest of this chapter covers those types of activities in some detail. 

https://pearl.girlscouts.org/Resources/Safety_Activity_Checkpoints_2010.zip
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Parent/guardian permission may be in the traditional paper form, but increasingly, your council may turn to 
electronic permission, which allows a much quicker return on permission slips but also raises questions about 
electronic signatures and scanned documents. In most cases, you do not have to include any special language 
when using electronic signatures in lieu of a handwritten signature. This is because the federal Electronic 
Signatures in Global and National Commerce Act (E-SIGN Act) accords electronic records and electronic signatures 
the same legal status as written records and handwritten signatures. Electronic signatures include but are not 
limited to the following:  

 Submission of an online survey through a click 

 Submit buttons or checkboxes accompanied by language to the effect of, “by clicking the button/checking 
the box, I agree with these terms.” 

 A name typed by the sender at the end of an e-mail message  

 Faxed signatures or other electronic transmission of a document containing a handwritten signature  

 A code or PIN (such as those used with ATM and credit cards)  

However, please note the following: 

 E-signatures are effective only if they are in a form that is capable of being retained and accurately 
reproduced for later reference. This requirement can be satisfied by maintaining a log of collected e-
signatures or by including a field in a database that indicates that the user gave her or his e-signature for a 
particular purpose. 

 You’ll need to obtain parent/guardian permission each time an activity is outside the normal time and 
place, along with annual permission during registration. 

 State laws may have additional requirements that may have to be followed.  

All documentation (both electronic and hard copies) must be retained in an accessible way; kept secure; and 
protected against intentional and unintentional destruction, modification, and disclosure. Retain health histories 
and health exams according to the Guidelines for Council Records Retention. For cases involving serious illness or 
injury and hospitalization, retain records until the member has reached the age of majority in the state where 
your council operates or where the member lives, or the state where the incident occurred, plus seven years (or 
longer, if advised by your legal counsel), or until any litigation is settled. In cases involving allegations of abuse, 
keep records until the girl has reached the age of majority in the state, plus 18 years, or until any litigation is 
settled. 

Note: Confidentiality applies to health histories, which are discussed in more depth in the “Health Records” 
section of Chapter 2. Volunteers should keep girls’ health histories nearby at all times, but should not allow girls 
or parents to review them. Likewise, all volunteer health histories must be kept confidential: the health 
documentation of co-volunteers should never be privy to other volunteers. Guard the confidentiality of health 
histories with the same zealousness you would any other sensitive information. 

How parents decide to transport girls between their homes and Girl Scout meeting places is each parent’s 
individual decision and responsibility. For planned Girl Scout field trips and other activities—outside the normal 
time and place—in which a group will be transported in private vehicles: 

 Every driver must be an approved adult* volunteer and have a good driving record, a valid license, and a 

registered/insured vehicle.  

 Girls never drive other girls. 

https://pearl.girlscouts.org/Resources/Guidelines%20for%20Council%20Records%20Retention.pdf
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 If a group is traveling in one vehicle, there must be at least two unrelated, approved adult volunteers in 

the vehicle, one of whom is female, and the girl-volunteer ratios in Volunteer Essentials must be followed. 

 If a group is traveling in more than one vehicle, the entire group must consist of at least two unrelated, 

approved adult volunteers, one of whom is female, and the girl-volunteer ratios in Volunteer Essentials 

must be followed. Care should be taken so that a single car (with a single adult driver) is not separated 

from the group for an extended length of time. 

*“Adult” is defined by the age of majority in each state. 

See the “Transporting Girls” section in Chapter 4 for additional details on traveling with girls. 

On trips where male volunteers are part of the group, it is not appropriate for them to sleep in the same space as 
girl members. Men may participate only if separate sleeping quarters and bathrooms are available for their use. In 
some circumstances, such as a museum or mall overnight with hundreds of girls, this type of accommodation may 
not be possible. If this is the case, men do not supervise girls in the sleeping area of the event, and the adult-
volunteer-to-girl ratio is adjusted accordingly. Always avoid having men sleep in the same space as girls and 
women, but during family or parent-daughter overnights, one family unit may sleep in the same quarters in 
program areas.  

Also ensure the following:  

 Each participant has her own bed. Parent/guardian permission must be obtained if girls are to share a 
bed. 

 Girls and adults do not share a bed; however, some councils make exceptions for mothers and daughters. 

 It is not mandatory that an adult sleep in the sleeping area (tent, cabin, or designated area) with the girls, 
but if an adult female does share the sleeping area, there should always be two unrelated adult females 
present.  

See the “Trip Planning and Preparation” section in Chapter 2 for more on safe sleeping quarters at Girl Scout 
camps and other facilities. 

Much of what happens in Girl Scouts occurs during group meetings at regularly scheduled times and sites. One of 
your council’s biggest priorities, then, is to give volunteers guidelines for safe and appropriate meeting sites. (You 
can get started with the guidelines included in Volunteer Essentials.) Your council may even want to provide 
volunteers with a list of previously used and approved sites that are safe, user-friendly, and insured. 

Girls also like to participate in events, trips, and other activities that occur outside the normal meeting time and 
place. These can take many forms, such as a troop’s outdoor end-of-the-year celebration, a high-adventure-
themed series offering, or a STEM event. Most activities like these are covered by the Safety Activity Checkpoints. 
It’s important that your council makes sure that volunteers know about and are using the Safety Activity 
Checkpoints when planning and engaging in activities with girls. 

In an exciting, learning-by-doing environment like Girl Scouting, it’s only natural that girls will sometimes want to 
take part in activities not covered in Safety Activity Checkpoints. When activities involve unpredictable safety 
variables, they are not recommended as Girl Scout program activities. These include but are not limited to: 

https://pearl.girlscouts.org/Resources/Volunteer_Essentials_2010.zip
https://pearl.girlscouts.org/Resources/Safety_Activity_Checkpoints_2010.zip
https://pearl.girlscouts.org/Resources/Safety_Activity_Checkpoints_2010.zip
https://pearl.girlscouts.org/Resources/Safety_Activity_Checkpoints_2010.zip
https://pearl.girlscouts.org/Resources/Safety_Activity_Checkpoints_2010.zip
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 Hot air ballooning 

 Bungee jumping 

 Flying in small private planes, helicopters, or blimps 

 Go-carting  

 Hang gliding 

 Stunt skiing  

 Motor biking 

 Parachuting 

 Riding all-terrain vehicles 

 Riding motorized personal watercraft like jet-skis  

 Trampolining  

 Hunting 

 Simulated skydiving and zero-gravity rooms 

 Parasailing 

Marksmanship activities require council permission, and volunteers need to transport weapons separately from 
girls. The minimum age for girls using firearms in highly supervised activities is 12 years old. 

In addition, there are some activities in which girls and volunteers may not engage when representing Girl Scouts. 
These include: 

 Endorsement of commercial products or services 

 Solicitation of financial contributions for purposes other than Girl Scouting 

 Participation in political campaigns or legislative activities, unless the legislative activity has been council-
approved 

You’ll want to have a process for handling requests for activities not covered by Safety Activity Checkpoints. First, 
investigate whether the activity is similar to one for which Safety Activity Checkpoints already exist. Then consider 
whether the proposed activity requires any expert supervision or special certification. Finally, consult the GSUSA 
Risk Management & Insurance Department before approving any activity not covered in the checkpoints.  

Once you’ve decided that an activity is a go, use Safety Activity Checkpoints as the volunteers’ guidelines. Your 
council is encouraged to customize the information in the checkpoints to make each one a resource that’s specific 
to your geographic realities. Although you do not want to delete text in the checkpoints—unless specifically 
allowed to do so by your insurance broker and legal counsel—adding information, as necessary, will make the 
resource more complete for your volunteers. 

To that end, it’s also a good idea to compile a listing of council-approved facilities for popular activities like 
horseback riding or roller-skating. Your council can pre-approve these places based on criteria such as general 
safety oversight, personnel qualifications, and liability-insurance limits. That way, rather than ignore policies they 
might find burdensome or confusing, volunteers and staff have an easy way to comply with your council’s safety 
requirements.  

Note: Many councils are posting customized Safety Activity Checkpoints on their Web sites, providing easy access 
for volunteers. 

What Makes Someone “Qualified”? 

https://pearl.girlscouts.org/Resources/Safety_Activity_Checkpoints_2010.zip
https://pearl.girlscouts.org/Resources/Safety_Activity_Checkpoints_2010.zip
https://pearl.girlscouts.org/Resources/Safety_Activity_Checkpoints_2010.zip
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Here are some considerations your council may want to explore when determining whether someone is an 
expert in a given field: 

• Does the person have documented training and experience? Written evidence of competence in a 
leadership role for a particular activity may include records of previous leadership, records of previous 
training to instruct the activity, course completion certificates or cards, letters of reference, and/or a 
written evaluation of previous successful leadership.  

• What does she or he need to be able to do? This person has the knowledge and experience to make 
appropriate judgments concerning participants, equipment, facilities, safety considerations, supervision, 
and procedures for the activity.  

• How does your council ensure she or he can do it? Your council, or someone you designate, verifies the 
skills of those delivering specialized program activities. Consider the person’s: 

• Level of proficiency in the activity and how it is assessed 
• Ability to procure, assemble, maintain, and store equipment 
• Ability to handle hazardous equipment appropriately 
• Ability to create a safe space for girls to participate in the activity 
• Ability to give clear directions to both girls and adults 
• Ability to create an instructional plan in which girls are able to learn new skills, step-by-step 
• Ability to troubleshoot unexpected scenarios 
• Ability to understand council policies and operating procedures related to  the activity 
• Ability to give a safety orientation prior to the start of the activity 
• Ability to monitor the safety of participants 
• Ability to respond appropriately in emergency situations 

From time to time, because of inclement weather, failure to meet a minimum number of participants, or other 
unforeseen circumstances, you may need to cancel an activity. Because girls and/or volunteers may have paid to 
participate, your council’s cancellation policy needs to address questions of refunds, postponement, and how to 
deal with dissatisfied parents/guardians.  

Activities can take place in a variety of locations, which is why first-aid requirements are based on the remoteness 
of the activity—as noted in the Safety Activity Checkpoints for that activity. For example, it is possible to do a two-
mile hike that has cell phone reception and service along the entire route and EMS (Emergency Medical System) 
is, at maximum, 15 minutes away at all times. It is also possible to hike more remotely with no cell phone service 
at a place where EMS would take more than 15 minutes to arrive. Although you do not want to discourage adults 
and girls from exploring remote places, you want to ensure that a volunteer has the necessary medical experience 
(including evacuation techniques) to ensure group safety. The levels of first aid required for any activity take into 
account both how much danger is involved and how remote the area is from emergency medical services. In 
addition, first-aid course providers need to require participants to demonstrate their skills in the presence of a 
certified instructor, which may be difficult with online courses. See Table 1-2. 

Access to EMS  Minimum Level of First Aid Required 

Less than 15 minutes Level 1 

https://pearl.girlscouts.org/Resources/Safety_Activity_Checkpoints_2010.zip
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15–30 minutes Level 2 

More than 30 minutes Wilderness First Aid (WFA) or Wilderness First Responder (WFR)*  
Figure 1-2: First-Aid Requirements 

*Although a WFR is not required, it is strongly recommended when traveling with groups in areas that are greater than 30 minutes from 
EMS. 

Table 1-2 does reflect the limitations of some first-aid (level 2) trainings. It is important to understand the 
differences between an extended first-aid course, like the American Red Cross Sports Safety program, and a 
wilderness-rated course. Although standard and sport-safety first-aid training provides basic incident response, 
wilderness-rated courses include training on remote-assessment skills, as well as the emergency first-aid 
response, including evacuation techniques, to use when EMS is not readily available. 

According to Feeling Safe: What Girls Say, a Girl Scout Research Institute study, girls are looking for groups that 
allow connection. They want help with the issues they face, such as bullying and other conflicts (online and 
offline), peer pressure, dating, sexual harassment (again, online and offline), academic and athletic performance, 
eating disorders, alcohol and drug abuse, depression, and more. It is your council’s responsibility to ensure the 
health, safety, and well-being of girls when planning activities that deal with sensitive or controversial issues. 

Subjects that are of a highly personal nature or that are rooted in individual, cultural, or religious beliefs and 
values are often thought of as “sensitive.” It’s important to remember that what is considered a sensitive topic in 
some families, regions, or school districts is not so in others. Your council will need to decide which topics require 
additional preparation or parent/guardian notification and permission slips. This section deals with some ways to 
do that. 

Volunteers and staff may encounter all kinds of sensitive talk that naturally emerges when girls get together and 
feel safe, providing opportunities for volunteers to be good listeners. Some situations may warrant extra 
attention. As a council, use state and local laws in your area as a starting point to develop systems that support 
and inform all volunteers. Let them know about particular issues and local resources, experts, and community 
organizations that your council would like them to be aware of. Do the laws require them to report suspicions of 
child abuse or neglect? How should they react when a girl confides in them? How do they communicate concerns 
about girls they fear are bulimic, suicidal, or in abusive relationships? How should they respond to girls who come 
out about their sexuality or those who live in unsafe environments? How should they handle girl-driven 
conversations about unsafe sex or pregnancy? Think about the resources and referrals your council can offer, as 
well as practices and guidance on when to contact parents regarding these matters. Consider including your 
council’s basic approach to sensitive issues, including the appropriate steps for referring girls, in your customized 
version of Volunteer Essentials, in addition to the “Discussing Sensitive Topics” section in that guidebook. 

Remember that your council doesn’t have to do it all when it comes to these topics. On some issues, you might 
choose to take the lead in providing learning opportunities for girls. On others, your council might take on the role 
of facilitator or referral network to ensure that girls get the most expert help and information available.  

Council-established guidelines for council-sponsored activities or projects about these issues help your 
organization respond to girls’ needs without provoking controversy. Establish reporting procedures to address 
incidents or conflicts that may arise. Suggested steps include: 

1. Adopt a position statement on sensitive issues. This will give your council written support before 
addressing issues of a sensitive nature. Council leadership also should keep the board of directors aware 
of plans for programs on sensitive issues. 

https://pearl.girlscouts.org/Resources/Feeling%20Safe.zip
https://pearl.girlscouts.org/Resources/Volunteer_Essentials_2010.zip
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2. Develop procedures for implementation. These procedures will aid adult volunteers when presenting 
sensitive issues to girls. Also direct volunteers to the “Discussing Sensitive Topics” section of Volunteer 
Essentials. 

3. Offer learning opportunities for adult volunteers who will deliver the activity or project. Provide 
learning opportunities for all adults who may deal with sensitive issues in the process of delivering 
program to girls. Depending on the issue, social workers, clergy, psychologists, health-care professionals, 
or attorneys may lend guidance and advice.  

4. Plan the conversation. Your council should work with any groups that intend to cover sensitive topics. 
Information should always be age appropriate; local experts and educators in your area’s school district 
may be willing to help. GSUSA does not advocate or endorse one particular viewpoint on most sensitive 
issues. All positions should be respected, and alternative points of view should always be represented. 
Choose any prospective advisors and/or presenting partners on sensitive issues with thought to potential 
consequences. Create a plan for questions from all sides, as part of a media plan (see “Managing Day-to-
Day Communications” in Chapter 6). Vet any materials being displayed or handed out by presenters ahead 
of time to assure that it is appropriate for Girl Scouts.  

5. Conduct an evaluation at both the council and Girl Scout group level. How did everything go? What 
could be improved upon for next time? Were the objectives met? Questionnaires, discussions, or simple 
forms are possible means for evaluation. 

 Feeling Safe: What Girls Say 

 Girl Scout Safety Guidelines 

 Guidelines for Council Records Retention 

 Safety Activity Checkpoints 

 Volunteer Essentials 

https://pearl.girlscouts.org/Resources/Feeling%20Safe.zip
https://pearl.girlscouts.org/Resources/Girl%20Scout%20Safety%20Guidelines.doc
https://pearl.girlscouts.org/Resources/Guidelines%20for%20Council%20Records%20Retention.pdf
https://pearl.girlscouts.org/Resources/Safety_Activity_Checkpoints_2010.zip
https://pearl.girlscouts.org/Resources/Volunteer_Essentials_2010.zip
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Girl Scout camps and other council-owned properties host millions of girls, volunteers, visitors, guests, and council 
staff throughout the year. This chapter covers the physical aspects of Girl Scout program-delivery sites and the 
risk-management concerns specific to Girl Scout camp programming.  

Girl Scout camp includes day, weekend, and resident experiences that introduce and explore the out-of-doors. A 
defining characteristic of this pathway is that it is an outdoor, condensed experience.  

 Day camp includes girls who have, at a minimum, completed kindergarten; it typically meets for at least 
three consecutive days for four or more hours.  

 Weekend camp includes girls who have, at a minimum, completed kindergarten; it typically lasts for two 
or three days, with overnights. 

 Resident camp includes girls who have, at a minimum, completed kindergarten; it typically lasts three to 
fourteen days, with overnights. Campers live at the program site for the duration of the camp. Resident 
camp is typically delivered by seasonal, part-time staff during the summer season. 

The recommended adult-volunteer-to-girl ratios for camp and trip/travel camping are two non-related adults (at 
least one of whom is female) to every: 

 6 Girl Scout Daisies  

 12 Girl Scout Brownies 

 16 Girl Scout Juniors 

 20 Girl Scout Cadettes  

 24 Girl Scout Seniors 

 24 Girl Scout Ambassadors 

Plus one adult to each additional: 

 4 Girl Scout Daisies 

 6 Girl Scout Brownies 

 8 Girl Scout Juniors 

 10 Girl Scout Cadettes 

 12 Girl Scout Seniors 

 12 Girl Scout Ambassadors 

Keep in mind that some areas of the country have more stringent supervisory rules, so check with your council’s 
legal advisor and local regulatory authorities. Also see “Ensuring Safe Supervision” in Chapter 1 for more on safe 
supervision of girls and adult-volunteer-to-girl ratios. 
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Assuring that Volunteers Adhere to Safety Principles 

The safety and protection of girls is paramount to a fun, leadership-building experience for girls. To that 
end, it is essential that camp volunteers receive and understand the importance of the Girl Scout Safety 
Guidelines, which summarize the “Safety-Wise” chapter of Volunteer Essentials, another must-read for 
volunteers. Not one item in the short list of principles is difficult or overwhelming—many, in fact, feel like 
common sense—but these principles need to be distributed and discussed with volunteers nonetheless. 
Volunteers will know that safety is the top priority of Girl Scouting, and girls w ill benefit from the safe 
environment that allows them to be at their best, while developing critical leadership -building skills. 

Your council probably offers girls opportunities to hold leadership roles at camp. It’s essential to fill these roles 
with people who are at least two years older than the participants with whom they work, and make sure that 
adults are present as the girls in these roles lead activities or work with campers.  

Program aides, counselors-in-training, apprentices, and junior counselors should not be included in the adult-
volunteer-to-girl ratios. In addition, keep the following guidelines in mind: 

 To provide continuity, contract at least half the administrative staff and a quarter of resident camp 
program staff for the entire season.  

 Ensure that all staff members at a resident camp operating for more than two weeks are free from duties 
for at least 24 consecutive hours every seven days; staff at resident camps operating two weeks or less 
need to have at least 12 consecutive hours off every seven days. 

 Give resident camp staffers who work primarily with girls with physical or developmental disabilities 24 
consecutive hours off every seven days, or 48 consecutive hours off every two weeks. 

 Give all staff members who live at resident camp at least two hours free from working directly with girls 
every day. 

A big part of keeping girls and staff safe at camp is making sure you’ve placed qualified people in positions that 
draw on their strengths. Among other qualities, camp staff members—as well as staff provided by an outside 
contractor or who work at a leased site—understand girls’ needs and demonstrate maturity and calm under 
pressure 

Your council will develop its own position descriptions for any role you seek to fill. With an eye on risk 
management, be sure these descriptions consider the education, training, experience, and special qualifications 
necessary to keep girls safe.  

Be sure that, every year, your council camp administrator and on-site director of each camping opportunity 
complete some professional development related to the subject matter of the camping opportunity or 
management of a camp. 

In addition, offer orientation to on-site staff members prior to their arrival at the site, whether by mail, via e-mail, 
or online. Orientation includes, at a minimum: 

 A program-delivery staff manual produced by your council 

 A reading list of available resources 

https://pearl.girlscouts.org/Resources/Girl%20Scout%20Safety%20Guidelines.doc
https://pearl.girlscouts.org/Resources/Girl%20Scout%20Safety%20Guidelines.doc
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You’ll also want to arrange for program-delivery staff to take part in training before the camp begins. Check with 
your local regulatory bodies (such as your local department of health) regarding requirements for the content and 
duration of pre-camp training. The minimum suggested time for the training follows: 

 Resident camp lasting 14 days or more: Seven days, with a minimum of six on-site days 

 Resident camp lasting fewer than 14 days: Four days, with a minimum of two on-site days 

 Day camp lasting 14 days or more: Four days, with a minimum of two on-site days 

 Day camp lasting fewer than 14 days: Eighteen hours, with a minimum of six on-site hours 

Program-delivery staff who are not present on the program-delivery site for the entire season or duration of the 
event and are unable to attend the pre-camp training should have at least 14 hours of council-designed pre-camp 
training before starting their positions. In addition, day camp staff who have served at least two years at the same 
day camp on the same site may be exempt from a repeat of previous training; however, you will want those staff 
members to review child-development issues and safety and emergency procedures for the site. 

Pre-camp training for all staff includes information on health and safety measures, the Girl Scout Leadership 
Experience, equipment use, operations, and whatever else your council deems necessary.  

A record of all learning opportunities offered at the program-delivery site—including the information covered, the 
trainer’s name, and signed attendance sheets (or electronic equivalents)—are kept for a period as designated by 
law; check to make sure the site complies with federal, state, and local laws in this matter. In addition, arrange for 
all administrative staff members to receive training in your council’s crisis-team procedures and on-site crisis-
team procedures. 

Employees also have a personal responsibility for protecting themselves, their coworkers, and members from 
accidents. As such, ensure that they report hazardous conditions immediately and inform supervisors about any 
on-the-job accident. 

Girl Scout camps and other facilities couldn’t operate without transportation, which is why it’s important that all 
your council’s vehicles have current registration and insurance coverage. All council vehicles used to support 
program delivery and council business operations need to meet all applicable laws and regulations. In addition, 
inform anyone who drives people with disabilities about any additional safety measures or license requirements 
that apply. Also keep the following in mind:  

 Chartered buses, motor vehicles, motorboats, and other modes of transportation are operated only by 
qualified and appropriately licensed adults. 

 Commercial passenger vehicles meet all the federal safety regulations regarding public transportation of 
children and have a current vehicle license, a current vehicle registration, and a current state inspection. 

 Buses and vans meet federal, state, and local safety regulations that cover public transportation of 
children.  

Codes regarding allowance and requirements for operations of buses and vans vary by location; make sure to 
check the state and local codes that apply to your council. Also see “Transporting Girls” in Chapter 4 for more on 
traveling with girls. 

Retain vehicle records for as long as vehicles are owned, plus seven years, or until any litigation is settled. If 
you’ve contracted vehicles, keep records for the duration of the contract, plus seven years, or until any litigation is 
settled.  
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Equip all vehicles with emergency accessories (like flashlights and first-aid kits) and perform maintenance 
regularly (documented with written records or electronic versions). Be sure your council has a current signed 
agreement with lessors of non-owned vehicles that specifies responsibilities for operation and maintenance.  

Also ensure that all drivers of council-owned or -operated vehicles have the appropriate driver’s license required 
by law and have given your council their basic driver information (including, but not limited to, driver’s license 
number and auto-insurance details). 

Trailers and small watercraft—less than 26 feet in length—also need to meet all applicable laws and regulations, 
with documented regular maintenance. Small watercraft also require proper storage, especially in the off season. 
Equip each small water craft with: 

 PFDs (personal floatation devices) 

 Throwable PFDs 

 Air horns 

 Whistles 

 Lights if used after dark 

 Extra paddles and/or oars 

 Bailing devices 

 First-aid kits 

Certain vessels require additional safety equipment. Consult Safety Activity Checkpoints for specific types of 
boating. 

In order for sleepovers to remain fun for girls, your council needs to assure safe sleeping quarters. This section 
shows you how. (Also see “Sleeping Arrangements” in Chapter 1 for more information.)  

Sturdy sleeping quarters are well maintained, are well ventilated, and provide adequate space for movement and 
storage. Bunks are attached to walls, and there are adequate exits, fire-detection systems, and fire escapes. In 
addition, these quarters conform to the Americans with Disabilities Act guidelines.  

When using non-permanent sleeping quarters—such as tents, yurts, and teepees—be sure they provide:  

 Adequate fire exits  

 Cross-ventilation 

 Adequate space for each person 

 A mattress for each person sleeping on the floor 

 30 inches between mattresses 

 Fabric that is certified flame retardant by the manufacturer 

 Fabric that is free of tears, mold, and rot, with ties in good repair 

 A structure that is stable and level, with adequate footings, deckings, guide rails, rope tension, and steps 

https://pearl.girlscouts.org/Resources/Volunteer_Essentials_2010.zip
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Ensure that each tent/yurt/teepee unit makes accommodations for girls with disabilities and is at least 150 feet 
from a sufficient number of bathrooms. 

This section applies to all operations and facilities where food is prepared or served on a regular basis to 
participants at a Girl Scout activity, camp, event, or other gathering. The facilities discussed may be fixed, mobile, 
or temporary. 

Kitchens, dining facilities, and food-service areas need to comply with all applicable building and health codes. 
Food-service staff need to be licensed for operation of a commercial kitchen, where applicable. Facility permits 
and licenses are obtained, where applicable. In all cases, food-service facilities are kept clean and measures are 
taken to prevent accidents, fires, and vermin infestation. Proper space is allotted for washing and storing dishes, 
cookware, food, and supplies.  

 Similarly, dining facilities should be clean, easy to maneuver, protected from bugs and wildlife, and in 
compliance with local health codes.  

 Check with your local health regulatory body, which may have additional or different requirements for 
food and supply storage, lighting, water temperatures, ventilation, and fire suppression and extinguishing.  

For any Girl Scout activity exceeding five nights, have a nutritionist or equivalent professional review and approve 
(in writing) the menu. 

For the current camp season, plus three years, keep records of menus and food purchases (including item brands 
and quantities), the number of people served, and evaluations of the meals served—and keep for at least one 
season beyond their use to address concerns such as allergy and/or illness issues and complaints from parents. 
Keeping these records has the added benefit of helping new camp cooks know what their predecessors did. 

All food-service personnel adhere to city, county, and/or state food-service guidelines, which may include: 

 Dress 

 Hygiene 

 Equipment training 

 Age prohibitions (such as for using slicing equipment) 

 Safe use of cleaning compounds 

 Emergency procedures (such as fire, choking, etc.) 

Make sure that at least one staff member in the food-service operation is trained to administer first aid. 

Label plainly and mark as hazardous the contents of all poisonous substances, detergents, bleaches, cleaning 
compounds, or any other potentially injurious materials. Store these products only in their original, labeled 
containers to prevent contamination of food. Keep materials safety data sheets (MSDS) on file for all chemicals 
used. 

http://en.wikipedia.org/wiki/Material_safety_data_sheet
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Clean all food-preparation and serving areas after each use. If any food-service personnel has a skin infection, 
cold, or communicable disease, keep her or him out of all food-service areas until cleared by a health supervisor 
to return to work. Equip your hand-washing facilities with antibacterial soap or hand sanitizer and single-use 
towels or air dryers. Post signs reminding personnel to wash their hands and arms immediately after using toilet 
facilities and before commencing work, and at other times as necessary to prevent contamination of food. 

Be sure all methods for handling, storing, defrosting, preparing, and serving food and beverages meet local, state, 
and national health codes, including procedures that prevent food contamination during preparation and serving. 
Also ensure the following guidelines are followed: 

 All perishable foods are kept at a temperature of 40 degrees or lower, with thermometers located in a 
readily visible place in all refrigeration facilities, including ice chests.  

 A temperature chart is filled in daily at each refrigerator and freezer, and supervisors are informed if the 
temperatures of appliances rise above 40 degrees. 

 Prepared hot foods are maintained at a minimum of 140 degrees throughout the serving operation. 

 Frozen foods are kept at a temperature that will keep the food in the frozen state until ready for 
processing and preparation. No food that has been thawed is refrozen unless it has been cooked or 
processed before refreezing. 

 Food that has been served to any person or returned from any eating area is not served or used again. 

All dishes, silverware, and cooking equipment washed by machine follow this process: 

1. Scrape the utensils free of food particles. 
2. Wash by dishwasher in hot, sudsy water that is at least 180 degrees. 
3. Rinse in clear, hot water that is at least 180 degrees. 
4. Sanitize in an approved chemical sanitizer or rinse for 30 seconds in water that is at least 180 degrees. 

All dishes, silverware, and cooking equipment washed by hand follow this process: 

1. Scrape the utensils free of food particles. 
2. Wash in hot, sudsy water (minimum 110 degrees). 
3. Sanitize with a chemical solution (used as specified on the label and approved by appropriate health 

authorities). 
4.  Air-dry. 

Keep a record of both wash and rinse temperature readings on a daily schedule. If temperatures cannot be 
maintained, use an alternative method of sanitizing. 

All dishes and silverware are stored in dust-free, insect-resistant, and rodent-resistant storage areas between 
uses, according to local health codes. 

Cooking outdoors has been part of the Girl Scout experience since its inception. Here’s how to keep girls safe 
when cooking out-of-doors. 

Make sure a fire extinguisher or other form of extinguishing device—such as a bucket of sand, baking soda, a fire 
broom or rake, or an Indian pump—is readily available when using camping and/or backpacking stoves or open-
air barbecues. The cooking area should meet all local fire ordinances and prevailing fire bans.  
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Keep all garbage that contains food wastes (and is temporarily stored in the kitchen and dining areas) in leak-
proof, rodent-resistant, nonabsorbent containers. Cover with tight-fitting lids when not in continuous use. Follow 
a garbage-disposal process that meets the requirements of your local health and sanitation agency. 

When contracting with a food-service company, use a written contract that states what each party will provide. 
Minimum standards should include general liability and automobile liability, with limits at least equal to those 
carried by your council, $1,000,000 each occurrence/$2,000,000 aggregate and evidence of workers’ 
compensation coverage. In addition, be sure your council is named as an additional insured (see the “Additional 
Insured” section of Chapter 14) for the duration of the contract, and a certificate of insurance from the company 
is on file at your council office.  

All day camp and overnight sites should have a designated health-service area.  

At sites used for stays of three nights or more, the health-service area needs to provide: 

 An examination area 

 Heating or cooling systems, where applicable 

 A shower with hot and cold running water 

 One bed for every 50 participants and staff  

 Accessibility by ambulance or emergency vehicle 

 A refrigerator 

 A telephone 

 A light or luminescent sign that is visible from the outside in the dark 

Keep a vehicle designated for emergencies available and ready at all times, capable of transport. Keep available 
first-aid supplies and equipment that is appropriate to the types of accidents and injuries that may occur at the 
program-delivery site or administrative facility.  

Make sure emergency services can be contacted from all program-delivery sites and facilities. Also, create a 
health-care plan for each site/facility, and review it every year. This plan specifies health-care procedures and 
staff responsibilities for instances like emergencies, containing contagious diseases, and more. Use your council’s 
existing crisis-communication plan in the event of accident, emergency, or other significant incident involving the 
health, safety, or security of participants or staff (including trips leaving the program-delivery site). See “Managing 
Crisis Communications” in Chapter 6 for details on crisis communication. 

Consult your local regulatory health agency for guidance on what type of health information and/or health history 
girls need to submit before taking part in camp. 

Keep a health log of all health-care procedures carried out on the program-delivery site. The industry standard 
format, which is required by many local health departments, is to use a book that cannot have pages inserted (a 
bound ledger is ideal), with page numbers and lined pages, all notations in ink, and no lines skipped. Some health 
departments accept computerized records, but only when it is possible to see if and when records have been 
altered. Consult your state and local laws to ensure compliance.  
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OSHA regulations require camps to keep separate records for campers and staff. Have your council’s medical and 
legal counsel review any system used. Be sure the following information is recorded in the log: 

 Date, time, and name of injured or ill person  

 Description of injury, illness, or complaint 

 Description of care rendered 

 Signature of person administering first aid or referring the participant for medical care 

 Signature of the health supervisor 

Keep medical records for the period of time designated by the statute of limitations where your council operates 
or for a period of time advised by legal counsel or federal regulations. Records include: 

 Health-care logs 

 All health histories (annual updated records of girls’ past and present health status, completed by parents 
or guardians) 

 All health-examination forms (records of medical checkups given by licensed physicians, physicians’ 
assistants, nurse practitioners, or registered nurses within 24 months preceding girls’ participation in 
camp) 

 Permission-to-treat forms (medical power of attorney) 

 Participant-agreement forms  

 Reports of all incidents occurring during the event 

 Reports of exposure incidents (blood-borne pathogens) 

For cases involving serious illness or injury and hospitalization, retain records until the member has reached the 
age of majority in the state where your council operates or where the member lives, or the state where the 
incident occurred, plus seven years (or longer, if advised by your legal counsel), or until any litigation is settled. 
See the Guidelines for Council Records Retention for further details. 

Be sure all volunteer health histories are treated confidentially. Although volunteers should keep girls’ health 
histories handy at all times, the health documentation of co-volunteers should never be privy to other volunteers. 
Guard the confidentiality of all adult health histories with the same zealousness you would any other sensitive 
information. 

See the “HIPAA” section of Chapter 12 for more on compliance with the Health Information Portability and 
Accountability Act (HIPAA) of 1996.  

All drugs, prescription and nonprescription (including those requiring refrigeration and drugs used for livestock on 
the site), are stored in a controlled manner and dispensed only as instructed, in writing, by a health-care 
professional or the girl’s parent or guardian.  

Complete a health screening for all participants and staff within 24 hours of arrival for activities of three or more 
nights. The screening should be performed by an adult who follows the written directions in the camp’s health-
care plan. Screenings verify health information; check for observable evidence of illness, injury, or communicable 
disease; and review and collect any medications to be dispensed during each staffer’s and camper’s stay at camp. 

Be sure each group leaving the program-delivery site includes at least one adult currently certified in first aid and 
CPR, who is able to administer medication, keep a health log, and perform other mobile medical tasks.  

 

https://pearl.girlscouts.org/Resources/Guidelines%20for%20Council%20Records%20Retention.pdf
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Brief your program-delivery-site staff on serving people with special medical needs. In addition, train your staff to 
recognize and report to the health-care supervisor any signs or symptoms of depression, suicidal tendencies and 
behavior, substance dependence, mental illness, and eating disorders among participants and staff.  

Aquatic sites, including swimming and boating facilities and water parks, carry their own set of risks, but all can be 
managed effectively. 

The design, construction, and maintenance of all boat docks, slips, and mooring areas must meet the safety 
requirements and regulations of local, state, and federal authorities, and the U.S. Coast Guard, where applicable. 
Be sure small craft and all waterfront equipment comply with U.S. Coast Guard and other regulations, where 
applicable. Warning signs should indicate water depths on the edges, sides, and ends of piers, floats, and 
platforms for those who are visually impaired and hearing impaired. 

Keep the swimming area as free as possible from hazards. In natural bodies of water, physically separate and 
clearly mark all aquatic activity areas (swimming and boating). If they are not clearly marked, activities should not 
take place at the same time.  

For beach and other waterfront areas: 

 Girls are instructed to avoid strong currents, sharp drop-offs, quicksand bottoms, rough surf, and other 
potentially dangerous conditions. 

 As best as can be determined, keep the water free of dangerous marine life. 

 The bottom is relatively free of debris, sharp stones, and shells. 

 Separate swimming, diving, and small-craft areas and ensure they are clearly marked, roped off, or both. 

Clearly define swimming areas for various classifications of swimmers by ropes, buoys, or booms in natural bodies 
of water, and by markings and ropes in pools. Signs and/or barriers should control access to docks, watercraft, 
and equipment. 

Use the buddy system: Divide girls into teams of two, and instruct each girl that she is responsible for staying with 
her buddy at all times, warning her buddy of danger, giving her buddy immediate assistance if safe to do so, and 
seeking help when the situation warrants it. 

Keep track of girls’ whereabouts. In a controlled waterfront, use a checkboard system to indicate which girls are in 
the water and in which swimming area. In crowded areas, a color system is used for identification (for example, 
non-swimmers, novice swimmers, and skilled swimmers each have a wristband or other marker of a different 
color). 

Respect basic swimming rules and safety precautions: 

 Girls do not dive into above-ground pools, shallow areas, etc. 

 Girls swim in supervised areas only. 

 Girls swim only during daylight hours or in a well-lit pool at night. 

 Girls do not swim immediately after eating, when overheated, or when tired. 

 Girls swim at a safe distance from any diving board. 
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 Electrical appliances are not used in or near swimming areas. 
 Bottles, glass, and sharp objects are not allowed in swimming area. 

The design, construction, and maintenance of waterfront areas, swimming and diving areas, swimming pools, and 
decks comply with the ANSI/NSPI-1 2003 American National Standard for Public Swimming Pools.  

The ANSPI/NSPI standard does not include ordinary maintenance. Only those items that are renovated will adhere 
to this standard.  

Pools must be fenced to the height, location, and material specified by local building requirements, and a pool’s 
entry and exit must consist of steps, recessed steps, ladders, ramps, stairs, lifts, or a combination. At least one 
entry/exit must be located at the shallowest point, and at least one at the deepest point. 

Ensure that drain covers meet current federal and state code requirements and that pool rules are posted where 
everyone can see them. Drain covers need to comply with ANSI/APSP-7 2006 American National Standard for 
Suction Entrapment Avoidance in Swimming Pools, Wading Pools, Spas, Hot Tubs, and Catch Basins. When using a 
pool at night, be sure it’s equipped with underwater lighting fixtures that provide complete illumination to all 
underwater areas of the pool, and deck-area lighting to identify hazards on the deck. If a pool is not used at night, 
a posted sign should state, “Use of pool after dusk is not allowed.” 

Put diagrams illustrating rescue-breathing procedures and what to do in a choking emergency at all waterfront 
areas. In addition, put physical barriers in place and lock them whenever possible to help control access by 
participants and staff. Your council should have a plan for each area.  

Pools at sites not owned by councils, if used for program delivery, should comply with the standards outlined 
earlier in this section. 

Post “No diving” signs in areas where diving isn’t allowed, keeping in mind that diving is never allowed in 
aboveground pools. 

Allow only feet-first diving, unless the participant is part of a designated diving class with a trained instructor. 
Diving areas and diving boards must conform to the National Spa and Pool Institute (NSPI)’s ANSI/NSPI-1 2003 
Standard for Public Swimming Pools. 

Local building codes may indicate how slides may be installed and the depth of the water they feed into; 
otherwise slides used at pools, decks, and waterfront docks must be installed to meet National Spa and Pool 
Institute standards. 

Ensure that all PFDs are safe for use as evidenced by: 

 U.S. Coast Guard-approval decals 

 Proper size and fit for each user 

 Buoyancy, as tested annually, sufficient to support the designated weight 

 A safety check given prior to use 
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Be sure a U.S. Coast Guard–approved PFD is worn by each person at all times when using small craft, regardless of 
swimming ability. Every PFD should be in serviceable condition and appropriate for the type of water on which the 
small craft is used, and each wearable PFD (Type I, II, III, V, and hybrid) should be of the appropriate size (within 
the weight range and chest size marked on the PFD) for the person who wears it. PFDs used for trips should have 
a whistle attached for signaling purposes. 

Exception: On commercial or ticketed passenger-carrying vessels with rails or equivalent protection, it is not 
necessary for everyone to wear a PFD at all times. However, ensure that everyone knows where PFDs are stored 
on board and how to use them. 

Create a manual for operation of the pool for on-site staff to ensure the pool’s: 

 Cleanliness 

 Appropriate pH level 

 Water-testing schedule and documentation are complete 

 Proper upkeep 

 Operating instructions are followed 

Post all rules and regulations of the aquatic area in a highly visible position, review them with participants during 
their first visit to the aquatic area, and ensure they are practiced by participants and staff. Make sure staffers 
know they are expected to adhere to all swimming and boating rules during free time and during session breaks 
when campers are not present. 

At each program-delivery site where a pool is used, ensure that at least one staff member serves as a pool 
operator (an adult who is trained in the mechanical, structural, and chemical maintenance of the pool). Pool-
maintenance staff members are licensed as pool operators by the state, where applicable. 

At each aquatic area, be sure one or more people hold current certification in first aid, including CPR appropriate 
to the age levels of the participants to be served, and that written emergency procedures for aquatic incidents are 
rehearsed, reviewed annually, and revised as necessary. Lifeguards must meet the certification requirements 
outlined in the Safety Activity Checkpoints for swimming: 

 For swimming activities in public pools, hotel and cruise-ship pools, and backyard pools, lifeguards are at 
least 16 years old and have American Red Cross Lifeguard Training certification or the equivalent.  

 For swimming activities in lakes, slow-moving streams, and rivers, one adult lifeguard (certified in 
American Red Cross Lifeguard Training plus Waterfront Lifeguard course or the equivalent) is present for 
every 10 swimmers, plus one watcher.  

 When girls are wading in water more than knee-deep, an adult with American Red Cross Basic Water 
Rescue certification or with documented experience in basic water rescue skills is present.  

https://pearl.girlscouts.org/Resources/Safety_Activity_Checkpoints_2010.zip
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Swimming Lifeguards and Watchers Ratios 
 

Number of 
Swimmers 

Lifeguards Watchers 

1–10 1 adult 1* 

11–25 1 adult 2* 

26–35 2 persons, at least 1 is an adult; 
others may be 16 years of age or 
older. 

3* 

36–50 2 persons, at least 1 is an adult; 
others may be 16 years of age or 
older. 

4* 

*Some states allow watchers to be under the age of 18, but in all states, they must be at least 16 years of age. 

These numbers are a minimum. The ratio of lifeguards and watchers to swimmers may need to be increased 
depending on the number of girls in one area, swimming level and ability, girls with disabilities, age level and 
ability to follow instructions, type of swimming activity (instruction, recreation), type of swimming area, weather 
and water conditions, and rescue equipment available. At aquatic lessons, ensure there is an adult present who 
possesses qualifications specific to the activity. 

The waterfront/aquatic director should meet the following qualifications: 

 Certification 

 Training 

 Lifeguard training from a nationally recognized body, or 

 Swim instructor certification from a nationally recognized certifying body, or 

 Instructor rating from a nationally recognized boating or watercraft organization, or 

 Equivalent certification 

 Experience (previous experience in management or supervisory position of at least six weeks’ duration at 
a similar aquatic areas) 

 Current certification in first aid and CPR 

All boating and swimming activities must take place under the direction of a qualified waterfront/aquatic director. 
Weekend camp experiences do not require a waterfront director, but all rules are still applicable and the lifeguard 
and watcher ratios must still be observed when water activities are incorporated.  

For other instructional activities, you’ll need a current instructor rating from nationally recognized certification 
programs, or documented experience indicating knowledge and skill in teaching the activity. This is covered in 
greater detail in the “What Makes Someone ‘Qualified’?” sidebar in Chapter 1.  

During all instructional activities, the entire activity is appropriately guarded. 

 If the currently certified instructor is in the water with the participants, a watcher or watchers must be 
out of the water to provide support. 

 If noncertified instructional assistants are used, they must possess rescue skills appropriate to the activity 
and function under the direction of a currently certified instructor. 
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The number of people holding current lifeguarding certification or its equivalent who supervise a given small-craft 
activity is determined by the Safety Activity Checkpoints. For canoeing, one instructor or qualified adult is 
currently certified with certification(s) appropriate for the activity, or equivalent certification, or documented 
experience and skill in teaching and/or supervision specific to canoeing. 

Few activities are more popular among Girl Scouts than horseback riding, a sport that mandates an increased 
awareness of safety for girls and instructors as well as the animals involved.  

Beginning-level participants ride in a fenced-in ring, which is large enough for the number of horses used and 
small enough for the instructor to exercise voice control. Stables, sheds, outbuildings or barns used for housing 
horses have aisles at least 8 inches wide, with at least 9-inch ceilings (high enough to avoid contact with a rearing 
horse’s head). They are cleaned daily, well ventilated, and well maintained. 

Each camp should also have a written emergency-management plan in case of fires and other incidents in the 
stable, riding, and pasture areas.  

It’s important to store all medications for horses under lock and key. Dispose of all medical waste according to the 
site health and safety plans. Document all first aid and medication administered to horses. Remove sick, injured, 
or unsettled horses according to your site’s procedure. Finally, supervise handling areas at all times when 
participants and horses are present. 

Also develop a regular maintenance schedule so that riding areas are maintained in a clean and uncluttered 
manner; store tools used for maintenance properly and keep them in good working condition. 

Inspect, at least annually: 

 Wiring 

 Structural stability 

 Fire and smoke detectors 

 Location of combustibles 

 Location and maintenance of electric appliances 

 Location and maintenance of gas-powered machinery 

Horses must acclimate to the facility and its surroundings before the camp season starts. At that time, each horse 
should be evaluated for its general health and appropriateness for potential riders and assigned a riding level. 

When horses are leased, the lease agreement should contain provisions for replacement of unsatisfactory horses 
and sick horses within a specified time and assign responsibility for veterinary services, special feeding 
requirements, and loss. Keep a certificate of insurance for leased and non-leased horses on file at your council 
office and ensure that your council is named as additional insured (see the “Additional Insured” section of Chapter 
14) for the duration of the contract. 

Vaccinate and deworm horses and have their teeth inspected on a regular basis. Establish procedures for proper 
hoof care and horse maintenance. Keep documentation of all medical treatment and health maintenance on file 
at the work site.  

https://pearl.girlscouts.org/Resources/Safety_Activity_Checkpoints_2010.zip
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Feed each horse according to a written and posted schedule that is checked daily. Also observe horses for any 
changes in weight and make adjustments in food quantities. Feed may include grain supplements, salt, 
supplemental minerals, hay, and pasture. 

Establish a work schedule for all horses. A maximum number of continuous hours of work is set, depending on the 
type of work: no more than six hours a day for ring work and no more than eight hours a day for trail riding. 
Establish rest periods throughout the working day. Have the riding director manage the work schedule and review 
it, as necessary. 

Instructors and riding directors should have the qualifications and experiences listed in the horseback riding 
Safety Activity Checkpoints. In addition, it’s recommended that riding directors have: 

 Experience in stable management 

 Ability to demonstrate proper riding form 

 Qualifications in either Western saddle or English saddle, depending on the seat taught 

 Experience managing a horse program (including instruction) and the ability to anticipate, prevent, and 
handle hazards 

 Knowledge of safety management for a horsemanship program 

Staff involved with horseback-riding activities and those in the stable area need to wear long pants and shoes or 
boots at all times, and wear helmets when working directly with horses. 

After minimal instruction, beginning riders can participate in trail rides and instruction beyond the riding ring. 

Only participating riders and staff should be in the riding ring or handling areas. Be sure that instructors make a 
daily safety check of the following: 

 Condition of the track 

 Stable area 

 Riding area 

 Handling area 

 Horse health, including physical condition and temperament 

Before starting riding lessons, have riding staff evaluate each rider for ability, attitude, and proper attire. Staff 
should also evaluate horses for behavior, physical condition, and condition of the tack. Participants ride only the 
horses that are properly fitted.  

In addition, trail-riding and dressage skills require special attention (see the two following sections for 
information). Before girls engage in any other riding activities—such as such as jumping, cavalletti, vaulting, and 
riding horses in parades—consult your council’s insurance broker. 

Trail riding includes all riding outside the ring, all-day rides, overnights, and trail rides with pack horses. In addition 
to what is outlined in the Safety Activity Checkpoints for horseback riding, the following guidelines apply: 

 All trails and bridle paths are inspected for obstructions, branches, etc. prior to use by riders. 

 Any structures that the horse must go through or travel over must be strong enough to hold the horse’s 
weight and, where applicable, have guardrails. 

https://pearl.girlscouts.org/Resources/Safety_Activity_Checkpoints_2010.zip
https://pearl.girlscouts.org/Resources/Safety_Activity_Checkpoints_2010.zip
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 Emergency procedures are established for the following: 

 Injury of a participant or staff member on the trail 

 Injury to a horse 

 Equipment breakdown 

 Unexpected hazards on the trail 

 Runaway horse 

 Situations in which participants become separated from the group 

Before taking trail rides, participants: 

 Demonstrate satisfactory elementary riding skills (walking and trotting) 

 Demonstrate they are in good physical shape 

 Know how to control the horse 

 Learn basic knots used for horseback riding 

 Know hand signals for trail riding 

 Learn packing skills, if applicable  

 Learn how to tail 

In addition, before taking trail rides, the staff members (instructors) leading the ride must review procedures for 
hobbling and staking a horse in case of an emergency, and must carry equipment to hobble and stake horses. 

Use guidelines from the United States Pony Club and the American Saddlebred Horse Association when 
developing a dressage program.  

Sports facilities, challenge courses, and various specialty equipment need to be managed as well, as discussed in 
the following sections. 

Sports sites and facilities may include an outdoor area, specialized facility, or building used for the purpose of 
participation in a sport, teaching or practicing the skills of a sport, or competition in a sport. The design, 
construction, and maintenance of all sports facilities needs to meet local and state building codes and the safety 
guidelines of the American Alliance for Health, Physical Education, Recreation, and Dance. 

When the sports facility, challenge course, or site (used only by Girl Scouts) is not in use, post the area as off-limits 
to groups and individuals. For example, a sign might read, “The use of this area without instructors is not 
permitted.” When sites are used simultaneously by Girl Scouts and other groups, no sign is necessary, but Girl 
Scout participants are advised not to use the site unless accompanied by an instructor. 

The safest and most beneficial adventure challenge programs are those that take into consideration the learning 
objectives, ages, and needs of the participating population. There may be site and geographical challenges, so it’s 
important to select a location that is off-limits to trespassers and vandals.  

Challenge courses must be constructed and inspected by qualified experts. In general, utility pole-base challenge 
courses are preferred; tree-based ropes courses are restricted to the number of trees and the spans between 
them and require annual inspections by an arborist and equipment adjustment to compensate for tree growth. 

http://www.ponyclub.org/
http://www.asha.net/
http://www.aahperd.org/
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A minimum 15:2 learner-to-facilitator ratio is industry standard. The Safety Activity Checkpoints for challenge 
courses requires that the instructor-to-participant ratio meets or exceeds minimum standards, as identified by the 
original manufacturer or installer of the challenge course and/or is in compliance with current industry standards. 
At least two instructors must also be present. Instructors must have documented experience, indicating 
competence in equipment maintenance, safety and rescue techniques, proper use of the course, and hands-on 
training. Ensure that instructors have provided written documentation of the completed training and there is a 
regular process of review and update for all instructors. Instructors should be skilled in selecting appropriate 
activities, teaching and supervising spotting and belaying techniques, and modifying tasks to provide an 
appropriate experience for the grade levels and skill levels in the group. Before use, instructors inspect all 
equipment, course components, and landing areas in the activity area. 

Ensure that all apparatuses and/or protective gear provided are appropriate to the skill level and size of the 
participants and are adjusted to meet the needs of the participants. Prepare a regular maintenance schedule that 
includes annual safety inspections for all apparatuses, equipment, and protective equipment, and keep a written 
record of all inspections and maintenance. Remove all apparatuses, equipment, or protective equipment that is 
defective, or from which parts are missing, until repairs can be made. 

Have the sports instructor check equipment, including protective gear supplied by participants (such as baseball 
gloves, archery bows, or shin guards) for at least (but not limited to): 

 Excessive wear and tear 

 Certifying seal (where applicable) 

 Missing parts and pieces 

 Fit of equipment to the individual 

 Appropriateness of equipment for the activity 

All instructors and additional volunteers must have skill proficiency in the activity being taught, as well as teaching 
knowledge and experience appropriate to the age group and skill level being served. Keep written documentation 
of skill proficiency and teaching experience on file in the site office until completion of the event. 

Ensure that an adult with current first-aid certification, including CPR appropriate to the age level served, is 
present at the activity. The Association for Challenge Course Technology (ACCT) and Association for Experiential 
Education (AEE) have basic guidelines that are widely accepted in the industry. 

Your council should have a long-range property plan for all the sites and facilities it owns or leases. This plan: 

 Identifies administrative and program-delivery sites, buildings, and facilities that meet your council’s 
needs and that can be financed and maintained 

 Is adopted by your council’s board of directors, which allocates a supporting capital budget 

 Includes safety policies and procedures and information on maintenance 

 Is reviewed during each planning cycle 

Staff members responsible for property management will be the ones to implement the plan. In addition, every 
location your council owns or leases needs a site-specific, written, property-management system. The system 
includes:  

 Operating and capital budgets 

 Administrative procedures 

https://pearl.girlscouts.org/Resources/Safety_Activity_Checkpoints_2010.zip
http://acctinfo.org/
http://www.aee.org/
http://www.aee.org/
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 Safety and risk-management plans 

 A plan for environmental protection and preservation 

 An inventory of buildings and materials 

 A baseline infrastructure inspection (including, but not limited to, electrical, plumbing, heating, 
ventilation, and air-conditioning systems, insulation, and so on) 

 A property portfolio including: 

 A boundary survey 

 A deed 

 A topographic survey map 

 Aerial photographs 

 Contracts 

 A Soil Conservation Service survey 

 Schematic drawings of the electrical, sewage, and water systems, utility lines, and valves 

 An ongoing maintenance plan 

All sites and facilities used for Girl Scout activities and business operations must conform to the guidelines in this 
chapter, the Safety Activity Checkpoints, and applicable local, state, and federal laws and regulations. Remember 
that your council carries the responsibility of gaining state and local government approval for operation of its 
owned and/or operated sites.  

When a Girl Scout group uses a site not owned or operated by your council, there must still be adequate 
supervision, age-appropriate activities, and council approval. On a non-owned site, a contract needs to state that 
the site owner meets all applicable laws and regulations. Prepare a written agreement with the site owner that 
specifies responsibilities regarding local codes and use of the site, facilities, equipment, and services. The staff 
person responsible for administration and supervision of the activity taking place at a non-council-owned site, as 
well as the program-delivery site director, should have contact information in case of maintenance or utility 
problems or emergencies. Have the contract reviewed by your legal representative to ensure your council is not 
assuming any additional liability from the site owner. Be sure to obtain a certificate of insurance from the site 
owner that names your council as additional insured (see the “Additional Insured” section of Chapter 14) under 
her or his policy for the duration of the contract. 

Your council must provide clean, safe, and sanitary conditions at all your sites through a systematic maintenance 
routine. Be sure boilers and pressure tanks are inspected by a trained and authorized person, and that all tanks 
and boilers are equipped with tested and operable safety valves.  

Water at council-owned and operated sites must meet the Safe Water Drinking Act’s requirements for human 
consumption. Local authorities and regulations will dictate the frequency of water tests and the recommended 
distances between the water supply and pit, chemical, or composting toilets; septic tanks; and leaching fields.  

All living and activity areas must have access to potable water. If potable water isn’t provided on site, post 
procedures for purifying water near the water source. Provide water-purification equipment (and instructions on 
how to use it) to all groups using the site. In addition, keep a sufficient supply of drinking water for emergency use 
on site and take measures to conserve and reduce water consumption. Ensure that water used during trips, travel, 
or wilderness camping is from a tested and approved water supply and/or is purified. 

https://pearl.girlscouts.org/Resources/Safety_Activity_Checkpoints_2010.zip
http://www.epa.gov/safewater/sdwa/
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Dispose of sewage and wastewater in a public sewage system or in a manner approved by local health authorities. 
All plumbing must meet local and state standards for health, building, and plumbing codes. 

Collect garbage and trash through a system approved by local health authorities. Disposal areas must be clean, 
safe, and sanitary, with garbage stored in fly-tight, rodent-resistant containers until it can be removed for 
disposal. Whenever practical, recycle glass, metal, paper, and plastics. Remove toxic and medical waste according 
to your council procedures, which should follow local authorities’ recommendations. 

Toilets and showers must meet standards for health, construction, maintenance, and cleanliness. Though local 
regulations vary, it is suggested that camps provide the following: 

 For stays of three nights or fewer: one toilet and showerhead for every 15 people 

 For stays of more than three nights: one toilet and showerhead for every 30 people 

Consult local regulatory bodies for required maximum water temperature, numbers of toilets and showers in 
relation to the size of the camp population, and accessibility for people with disabilities.  

Smoking is prohibited in fabric tents, living quarters, training rooms, dining areas, and food-service facilities. 
Beyond that, get your local fire safety officials involved in the protection of all council-operated sites and facilities, 
making arrangements with officials that include: 

 An annual preplanning visit by the officials 

 Dates of operation of events on the site 

 Fire-prevention procedures 

 Notification, evacuation, and practice fire-drill procedures for all sites  

 Alerts to staff and participants when procedures change 

 Inspection of fire-fighting equipment 

 Map locating facilities and all fire-fighting equipment on the site, including fire hydrants, hoses, 
extinguishers, and fire tools, as well as location of hazardous material storage areas 

 Location of compressed propane gas tanks 

 Water sources (pools, lakes, storage tanks) 

Your council’s written fire-protection plan must apply to all operations of your council and include:  

 An audible and visible alarm system, with a backup system 

 Fire extinguishers located throughout the facilities 

 Posted evacuation plans 

 Procedure for evacuation of the facility, including documentation (practice evacuations on a regular basis 
for all staff and participants) 

 Regular, documented inspection of all fire-safety equipment and facilities 

 Lighted exit signs 

 Numbering and labeling of cabins and tents in each unit 
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Make sure storage and handling of propane gas tanks are overseen by someone experienced in their 
management. Regular maintenance should include line and valve maintenance, resistance to corrosion, a 
perimeter clear of weeds and debris, and sufficient separation from program areas.  

Also inspect the following areas every year: 

 Smoke detectors and other detection devices, such as methane 

 Fireplaces and chimneys 

 Areas where flammable materials are present or where fuel is stored and used 

 Kitchen hoods 

 Fire-suppression equipment, including sprinkler and alarm systems, which should be located in: 

 Housing units 

 All council-operated vehicles 

 Outdoor cooking, barbecue, and fire-circle areas 

 Kitchen and dining areas 

 Small, motorized craft 

 Arts-and-crafts areas 

 Interiors of occupied buildings 

 Maintenance areas and facilities 

 Open fire areas 

 Cooking areas 

 Cook stoves, including barbecue grills 

 Portable lanterns 

 Electrical systems 

 Propane tanks 

 Emergency lighting systems 

Keep a written record of all inspections, their results, actions needed, and actions taken. Be sure that fire-
suppression equipment meets applicable codes and requirements. 

Protect buildings used for sleeping with appropriate smoke detectors, and be sure that buildings with heating 
elements, fireplaces, stoves, electricity, and gas have smoke and carbon dioxide detectors. Fire protection 
equipment should be located throughout the sites and facilities, with the equipment in good repair, inspected 
regularly, and meeting fire codes or the life-safety codes of the state, the National Fire Protection Association 
(NPFA 101 Life Safety Code), or an equivalent group that provides periodic inspections. 

Ensure that water supplies for fire-protection purposes meet the requirements of your local fire authority. 
Annually inspect all sprinkler systems, fire-suppression systems, standpipes, hose installations, and automatic fire 
protection systems over cooking appliances. Keep them in operable condition, and have them serviced by 
qualified repair people. Keep a record of inspections.  

Keep all flammable, poisonous, or explosive materials—such as cleaning agents, gasoline, kerosene, weed killers, 
and chlorination chemicals—in protective storage.  

Store materials in covered, safe containers with contents labeled according to the appropriate regulations. 
Materials safety data sheets (MSDS) must be available and kept in a central, accessible file on each program-
delivery site where materials are located. 

All fireplace openings must have an approved screen or glass device to prevent the spread of fire. Have chimney 
sweeps clean chimney flues on a regular basis, and keep a record of these cleanings.  

http://www.nfpa.org/
http://www.nfpa.org/aboutthecodes/AboutTheCodes.asp?DocNum=101
http://en.wikipedia.org/wiki/Material_safety_data_sheet


32 

Don’t use electrical, kerosene, wood, gasoline, coal, and oil heaters in tents or tent-like structures. When used 
elsewhere, they must meet applicable laws and regulations. Post operation instructions and emergency directions 
near the heaters. Train staff in the operation of portable heaters, but do not allow participants (adults or girls) to 
operate them. 

Develop a written safety-management plan that covers all potential emergencies and factors that may affect the 
health and safety of people involved in business operations, activities, training, meetings, and social events. 

The use of some sites during periods of unusual hazard, such as hunting season, is not recommended. Regardless 
of the season, keep records permanently at your council office(s) for events like accidents and death, toxic 
chemical spills, damaging fires, storms, and natural disasters. Check the Guidelines for Council Records Retention 
for details. 

Be sure to inventory all expendable supplies (such as food, cleaning solvents, paper goods, and the like). You want 
your records to show the location of supplies, opening and closing inventories, the transfer of supplies to other 
areas of your council, the total number of individual items, the condition of supplies and replacement needs, and 
identification numbers, where applicable. Where appropriate, post materials safety data sheets (MSDS) so that 
they are highly visible. 

As a general rule, do not use chemicals that are dangerous to people and the environment. In addition, educate 
anyone using program sites or administrative facilities about minimizing their environmental impact. Wherever 
possible, use biological controls recommended by your local county extension service and state conservation 
office. 

Council Equipment  

From computers and other business machines to electrical devices, dollies, and other equipment, no 
employee, volunteer, or participant should operate council-owned or -leased equipment or machinery 
without the authority and training to do so. 

Post the operating procedures for council-owned or -leased equipment on or near the equipment. Where 
applicable, place a materials safety data sheet (MSDS) on file at the work location for all potentially caustic 
or toxic materials used. Use hand tools and power tools according to standards set by the Occupational 
Safety and Health Act (OSHA). In addition, keep copies of operation and maintenance manuals (or electronic 
versions) on file at your council office. Supply appropriate protective equipment that has been inspected for 
excessive wear and tear.  

Note: Don’t loan council-owned equipment and tools to outside contractors performing work, whether on 
or off council premises. 

Your council must have a written security plan for all of its sites and facilities and review it annually. As part of this 
plan, make annual arrangements with law-enforcement officials for the protection of all the sites and facilities 
your council operates. Those arrangements include: 

 Dates of operation 

 Notification of patrol routes 

 Jurisdiction of local law enforcement 

https://pearl.girlscouts.org/Resources/Guidelines%20for%20Council%20Records%20Retention.pdf
http://en.wikipedia.org/wiki/Material_safety_data_sheet
http://en.wikipedia.org/wiki/Material_safety_data_sheet
http://www.osha.gov/
http://www.osha.gov/
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 A list of personnel and contact numbers 

 A list of departure and arrival days and other days when traffic may be heavy 

 Inspection of boundary lines and other security factors  

Development of new sites and facilities need to meet prevailing laws and regulations, including construction 
documentation from licensed architects/engineers and minimum design standards. Buildings should be designed, 
constructed, and maintained in safe condition and comply with applicable building codes. 

All new buildings, construction, and site amenities by law meet the standards of the Americans with Disabilities 
Act. They also conform to applicable fire and health regulations and building codes.  

 American Alliance for Health, Physical Education, Recreation, and Dance 

 American Camp Association 

 American Saddlebred Horse Association  

 American Society for Testing and Materials  

 Americans with Disabilities Act 

 American Vaulting Association  

 Certified Horsemanship Association 

 Girl Scout Safety Guidelines 

 Materials safety data sheets  

 National Fire Protection Association  

 National Spa and Pool Institute  

 OSHA 

 Guidelines for Council Records Retention 

 Safety Activity Checkpoints   

 United States Pony Club  

 Volunteer Essentials  

 

http://www.ada.gov/stdspdf.htm
http://www.ada.gov/stdspdf.htm
http://www.aahperd.org/
http://www.acacamps.org/
http://www.asha.net/
http://www.astm.org/
http://www.ada.gov/stdspdf.htm
http://www.americanvaulting.org/
http://www.cha-ahse.org/
https://pearl.girlscouts.org/Resources/Girl%20Scout%20Safety%20Guidelines.doc
http://en.wikipedia.org/wiki/Material_safety_data_sheet
http://www.nfpa.org/
http://www.nspi.co.za/
http://www.osha.gov/
https://pearl.girlscouts.org/Resources/Guidelines%20for%20Council%20Records%20Retention.pdf
https://pearl.girlscouts.org/Resources/Safety_Activity_Checkpoints_2010.zip
http://www.ponyclub.org/
https://pearl.girlscouts.org/Resources/Volunteer_Essentials_2010.zip
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Where would Girl Scouting be without our nearly one million hard-working volunteers? They deliver program to 
girls and fill crucial behind-the-scenes roles, keeping councils like yours going strong. Having risk-management 
policies and procedures as part of your council’s volunteer-management practices helps guard against personal 
harm, property loss, and liability for everyone involved. 

Your council’s volunteer-management system is a strong component of its overall risk-management plan and 
includes a network of policies, procedures, practices, and tools that provide risk-management benefits, including:  

 Established standards for volunteer behavior  

 A consistent set of operating standards  

 Information on which to base your orientation and learning opportunities  

 Defense in the event of an adverse legal action  

A streamlined, comprehensive volunteer-management system helps define volunteer and staff responsibilities 
and accountabilities, minimizing risk.  

All volunteers and employed staff who onboard and manage others need to be knowledgeable about all 
volunteer-management policies and processes.  

Girl Scout volunteer recruitment must be a non-discriminatory process. Select each volunteer on the basis of her 
or his ability to perform in the proposed position, on volunteer and council needs, and on the prospective 
volunteer’s ability and willingness to attend training and meet the qualifications for membership with GSUSA. No 
qualified adult volunteer will face discrimination based on such factors as disability or on age; an exception is 
made when the position description clearly states that a volunteer must meet a minimum age requirement. In 
addition, Girl Scouts does not discriminate against volunteers on the basis of:  

 Race 

 Color 

 Religion 

 Sex 

 National origin 

 Citizenship 

 Age 

 Genetic information 

 Any characteristics whose protection may vary by state, such as sexual orientation 

Although Girl Scouts does not discriminate on the basis of sex, it is necessary to note that men may not volunteer 
at or attend overnight events where there are not separate sleeping quarters for males. This is done to keep girls 
safe.  

Be sure staff and volunteers involved in recruiting volunteers provide candidates with consistent information 
about the application and placement processes, available opportunities, and Girl Scout and council culture. 
Develop and distribute your recruitment material, including online postings, in accordance with council and 
GSUSA guidelines.  
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Ideally, the recruitment process attracts qualified volunteers who are matched to appropriate positions, so having 
carefully designed volunteer roles is the best way to start. To minimize risk, be sure that each role is necessary, 
benefits your council, is appropriate for a volunteer to perform, and is fully developed and described by a position 
description. Managing Girl Scout Volunteers outlines a process for developing effective position descriptions. 

One of the first steps in your contact with potential volunteers is gathering information about them—both general 
and sensitive/confidential. 

Use the guidelines in Managing Girl Scout Volunteers to develop your council’s volunteer-application process and 
documents. Make sure to gather fully completed application documents, because getting as much accurate, 
current, and position-specific data as possible about volunteer applicants is an important step in ensuring that 
girls’ safety remains your council’s utmost responsibility.  

Volunteer applications capture the following information: 

 Personal and contact information 

 Background-check authorization and consent for release of information 

Applications can also capture: 

 References and reference contact information 

 Driver’s license information 

 Employment and volunteer experience 

 Educational history 

 Other relevant skills 

Technology now allows for instantaneous communications between your council and potential volunteers. This 
allows a much quicker return on essential documents but also raises questions about electronic signatures and 
scanned documents. In most cases, you will not have to include any special language when using electronic 
signatures in lieu of a handwritten signature. This is because the federal Electronic Signatures in Global and 
National Commerce Act (E-SIGN Act) accords electronic records and electronic signatures the same legal effect as 
written records and handwritten signatures. Electronic signatures include but are not limited to the following:  

 Submission of an online survey through a click  

 Submit buttons or check-boxes accompanied by language to the effect of, “by clicking the 
button/checking the box, I agree with these terms.”  

 A name typed by the sender at the end of an e-mail message  

 Faxed signatures or other electronic transmission of a document containing a handwritten signature  

 A code or PIN (such as those used with ATM and credit cards)  

However, please note the following: 

 E-signatures are effective only if they are in a form that is capable of being retained and accurately 
reproduced for later reference. This requirement can be satisfied by maintaining a log of collected e-
signatures or by including a field in a database that indicates that the user gave her or his e-signature for a 
particular purpose. GSUSA guidelines are to retain electronic signatures for as long as an individual is a 

https://pearl.girlscouts.org/projects/2010/01ed2c82-1d13-48c1-abba-4da2ff011902/Files/Managing%20Girl%20Scout%20Volunteers--V1.docx
https://pearl.girlscouts.org/projects/2010/01ed2c82-1d13-48c1-abba-4da2ff011902/Files/Managing%20Girl%20Scout%20Volunteers--V1.docx


36 

member, plus two years (in addition to the current year), or until any litigation is settled. See the 
Guidelines for Council Records Retention for additional details. 

 If a statute or law—such as the Fair Credit Reporting Act (FCRA)—requires that information relating to a 
transaction be provided or made available to a consumer in writing, that requirement can only be 
satisfied under E-SIGN if certain disclosures are made to the consumer, and the consumer consents to 
receive such documents electronically. Therefore, if your council would like to obtain electronic consent 
to conduct a background check, first obtain a separate consent to provide disclosures electronically. Once 
this consent is obtained, the council may then obtain the consent and authorization required under the 
FCRA.  

 State laws may have additional requirements that may have to be followed.  

Please consult your council's legal representative for further guidance. 

In addition, because information is available through social networks, search engines, and other technology, 
utilize these free mechanisms when evaluating the appropriateness of a volunteer’s application. 

All documentation, both electronic and hard copies, must be retained (see the Guidelines for Council Records 
Retention) and kept secure; this includes password protection and limited staff access to files. All council records 
regarding volunteer screening results and decisions about placement or disqualification must also be kept safe. 
Keep these records for as long as the volunteer is performing the role that requires a background check, plus 
seven years, or until any litigation is settled. Protect electronic and printed information against intentional and 
unintentional destruction, modification, and disclosure.  

A few tips for keeping confidential and other sensitive information protected include the following: 

 Limiting access to authorized personnel and others on a need-to-know basis 

 Backing up electronic data 

 Using anti-virus software and safeguards such as spyware, antivirus software, and firewalls 

 Storing paper records—if any—in a secure location  

Confidentiality also applies to volunteer health histories. Although volunteers should keep girls’ health histories 
handy at all times, the health documentation of co-volunteers should never be privy to other volunteers. Guard 
the confidentiality of all adult health histories with the same zealousness you would any other sensitive 
information. 

Volunteer screening is the process of authenticating the information a volunteer applicant submits to your council. 
Criminal background checking, one type of volunteer screening, is the process of looking into the history of an 
individual to determine whether she or he has a criminal record. The Blue Book of Basic Documents standard, 
approved by the board in January 2010, reads as follows: 

The council maintains a comprehensive volunteer-management system that includes the following: 

 Volunteer application, placement, and evaluation processes 

 Volunteer screening process that meets state and local requirements 

 Volunteer training process 

 Volunteer grievance process 
 

GSUSA’s volunteer-management system, described in Managing Girl Scout Volunteers, supports this standard and 
highlights other necessary components related to the screening and selection of volunteers, such as position-
description development, the volunteer application, reference checking, and interviewing.  

https://pearl.girlscouts.org/Resources/Guidelines%20for%20Council%20Records%20Retention.pdf
https://pearl.girlscouts.org/Resources/Guidelines%20for%20Council%20Records%20Retention.pdf
https://pearl.girlscouts.org/Resources/Guidelines%20for%20Council%20Records%20Retention.pdf
https://pearl.girlscouts.org/Resources/BlueBook6%2022%2010.pdf
https://pearl.girlscouts.org/projects/2010/01ed2c82-1d13-48c1-abba-4da2ff011902/Files/Managing%20Girl%20Scout%20Volunteers--V1.docx


37 

Note: Appointment of volunteers happens only after screening is complete, and volunteers receive the 
appropriate level of screening for their roles.  

Ultimately, your council is responsible for establishing your own policies and procedures and for complying with 
local, state, and federal regulations. Your legal counsel can help assure that your policies and procedures are 
aligned with recommended guidelines.  

The state and local laws that affect your council may not require criminal background screening. GSUSA does, 
however, recommend that all councils put a criminal background-screening process in place as follows: 

 Conduct criminal background screening, including a check of sex-offender registries, for volunteers 
working directly with girls. Volunteers fulfilling the adult requirement of the adult-volunteer-to-girl ratios 
by grade level as detailed in the “Adult-Volunteer-to-Girl Ratios” section of Chapter 1 of this guide are the 
volunteers to screen.  

 Conduct criminal background screening and credit reports for administrative volunteers who handle large 
amounts of money (for example, the cookie manager). 

 Repeat the screening process every three years.  

If a volunteer has been vetted by another local agency whose screening policy aligns with your council’s, and you 
can access the original screening document, using the results of the prior screening is a possibility to explore.  

GSUSA has negotiated partnerships with two respected background-screening companies—IntelliCorp and 
LexisNexis—to ensure that councils get the best possible pricing and services. Through our partnership with these 
companies, your council can order background-screening and criminal searches for volunteers at reduced rates 
with online service 24 hours/7 days a week. Both companies comply with the Fair Credit Reporting Act.  

 IntelliCorp: IntelliCorp is a nationwide provider of background checks and employment and volunteer 
screening, and since 1996 has been the architect of the country’s most comprehensive and reliable data 
repository of criminal records and other public information. IntelliCorp’s online system, into which staff or 
potential volunteers can enter data confidentially, gives you instant access to billions of public records—
data needed to make the best possible choices. IntelliCorp’s Criminal SuperSearch contains criminal and 
sex offender data for all 50 states. For information, contact IntelliCorp Records, Inc. at 216-450-5268.  

 LexisNexis: LexisNexis Volunteer Screening offers low-cost volunteer background screening to youth-
serving and other nonprofit organizations, helping to protect the safety of others and the reputation of 
nonprofit organizations by mitigating the risk associated with placing volunteers. Screening more than 4 
million potential employees and volunteers since 2002, LexisNexis has identified more than 200,000 
individuals with criminal convictions, including more than 3,000 registered sex offenders. For information, 
contact LexisNexis Screening Solutions at 310-374-3507.  

Use the following recommendations when evaluating and determining the release, termination, or non-
appointment of a volunteer based on a pending or past crime or other questionable behavior:  

 Consider the relationship between the incident and the type of service the individual will provide. 

 Review the individual’s employment or volunteer history. 

 Determine the likelihood that the incident will prevent the individual from performing her or his 
responsibilities in a manner consistent with the safety and welfare of girls. 

 Consider the age of the individual at the time of the incident. 

 Consider the amount of time elapsed since the incident occurred. 
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Pay close attention to any convictions that include:  

 Sex offense  

 Child abuse/any offense involving a minor  

 Animal abuse/cruelty  

 Theft or larceny  

 Pornography  

Please keep in mind that background screening is a valuable tool, but it is not perfect. The information you gather 
about an individual is only as current as the date on which you obtain it, and there is always the possibility of 
errors or omissions in the information. 

Make every attempt to place volunteers in positions that meet both their needs and yours. In situations where 
this is not possible, the needs of your council take precedence. Volunteers are notified in writing of acceptance 
to—or disqualification from—the volunteer position. Placement letters include any applicable assignment 
restrictions, such as limited financial or driving duties. Guidelines for and samples of these letters can be found in 
Managing Girl Scout Volunteers.  

Mutual acceptance of position accountabilities, expectations, and time commitments (as identified in the position 
description) are made through a signed volunteer agreement. If individuals aren’t placed in the positions for 
which they applied, they can be recommended for other positions and/or can request another assignment. 
Although it is at your council’s discretion, it is recommended that each volunteers is appointed to a maximum of a 
one-year term. 

All volunteers sign an agreement that clearly lists the responsibilities of both the position and of Girl Scouts, and 
both parties acknowledge it by signing—and then retaining—a copy. Refer to Managing Girl Scout Volunteers for 
information on how to create volunteer agreements. 

Upon acceptance of their positions, volunteers complete the GSUSA Registration Form and pay the membership 
fee. Membership includes a photo release, allowing your council to use volunteers’ images for marketing 
purposes, and also provides basic insurance coverage. If not registered as a member, coverage does not apply. 

Adults who do not register as Girl Scout members can sign a liability waiver. This release, created by your council, 
discharges your council from any liability or claim that volunteers may make against your council, with respect to 
bodily injury, personal injury, illness, death, or property damage resulting from their activities with your council, 
or otherwise. Your council’s legal counsel can advise you on creating waivers and related documentation. See 
Chapter 14 in this guide for additional information. 

It is your council’s responsibility to: 

 Give volunteers the link to the Online Volunteer Orientation, and set up a process by which each 
volunteer’s completed learning logs are reviewed by coaches or mentors. 

 Customize GSUSA’s national volunteer handbook, Volunteer Essentials, with your local information. It is 
important that you not delete content in Volunteer Essentials, but you are welcome to add to, move, and 
format the content in any way you wish. After customizing, save Volunteer Essentials as a PDF or ePUB 
document and distribute to volunteers electronically (perhaps by adding it to your council’s Web site) or 
as a printed document. 

https://pearl.girlscouts.org/projects/2010/01ed2c82-1d13-48c1-abba-4da2ff011902/Files/Managing%20Girl%20Scout%20Volunteers--V1.docx
https://pearl.girlscouts.org/projects/2010/01ed2c82-1d13-48c1-abba-4da2ff011902/Files/Managing%20Girl%20Scout%20Volunteers--V1.docx
http://training.girlscouts.org/
https://pearl.girlscouts.org/Resources/Volunteer_Essentials_2010.zip
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 Customize the Safety Activity Checkpoints, which guide volunteers as they accompany girls on activities—
from horseback riding to scuba diving to Girl Scout Cookie sales. After customizing the Safety Activity 
Checkpoints with your specific council information (such as approved horseback-riding sites), you can 
create a PDF and/or add the content to your Web site.  

 Distribute to volunteers the Girl Scout Safety Guidelines, a one-page list of standards that every adult in 
Girl Scouting agrees to follow at all times, and that you can include in your Web content, in face-to-face 
learning sessions, at service-unit meetings, in e-mail communication, in newsletters, and the like. This 
short list of safety principles reiterates that safety is the top priority of Girl Scouting, and does so in easy-
to-digest principles that replace the 35 numbered program standards that used to appear in Safety-Wise. 

 Create additional learning opportunities, using those offered by GSUSA and/or those created by your 
council. These learning opportunities might be face-to-face sessions, online opportunities, or publications, 
depending on what works best for the material you’re sharing, geographic realities, and the roles 
volunteers play. 

Supporting volunteers is the ongoing coaching, mentoring, and assistance you give them throughout their tenure 
with Girl Scouts. Managing Girl Scout Volunteers offers a great deal of information on this topic. 

Your council is responsible for preparing and supporting Girl Scout volunteers in your area, which means that you 
need a process for orienting your volunteers to Girl Scouting and to their roles and responsibilities, including 
making them aware of the process by which their grievances may be addressed. Thorough and ongoing 
supervision also helps maintain a low level of risk that volunteer disputes will escalate. If your council is aware of 
issues its volunteers are facing, there’s a much better chance that potentially risky situations will be dealt with 
before they become problematic. 

Your council can create policies and procedures that provide a safe avenue for: 

 Volunteer-reported problems (whistle-blowing) 

 Inquiry into incidents 

 Guidelines for making decisions 

 A notification process for everyone involved 

 An appeals process 

 Documentation of all of the above 

If a volunteer appointment doesn’t work out, either your council or the volunteer may initiate release from the 
position. If your council initiates the release, the volunteer-management staff proceeds with the necessary actions 
according to council policies and procedures, ensures proper documentation, and notifies the volunteer with a 
release or termination letter that:  

 Is respectful in tone 

 Informs the volunteer of your council’s decision based on close review and discussion  

 Explains the reason for the release-of-termination decision (attach related documents if necessary)  

 Thanks the volunteer for her or his service  

Release from the position does not cancel membership with Girl Scouts of the USA unless your council determines 
that the volunteer is unable to meet the membership requirements. See Managing Girl Scout Volunteers for 
information about how to develop a volunteer-appeal procedures at your council.  

 

https://pearl.girlscouts.org/Resources/Safety_Activity_Checkpoints_2010.zip
https://pearl.girlscouts.org/Resources/Girl%20Scout%20Safety%20Guidelines.doc
https://pearl.girlscouts.org/projects/2010/01ed2c82-1d13-48c1-abba-4da2ff011902/Files/Managing%20Girl%20Scout%20Volunteers--V1.docx
https://pearl.girlscouts.org/projects/2010/01ed2c82-1d13-48c1-abba-4da2ff011902/Files/Managing%20Girl%20Scout%20Volunteers--V1.docx
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 Girl Scout Safety Guidelines 

 Managing Girl Scout Volunteers 

 Online Volunteer Orientation 

 Guidelines for Council Records Retention 

 Volunteer Essentials 

https://pearl.girlscouts.org/Resources/Girl%20Scout%20Safety%20Guidelines.doc
https://pearl.girlscouts.org/projects/2010/01ed2c82-1d13-48c1-abba-4da2ff011902/Files/Managing%20Girl%20Scout%20Volunteers--V1.docx
http://training.girlscouts.org/
https://pearl.girlscouts.org/Resources/Guidelines%20for%20Council%20Records%20Retention.pdf
https://pearl.girlscouts.org/Resources/Volunteer_Essentials_2010.zip
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Girl Scout travel offers opportunities for girls to have fun, experience adventure, and immerse themselves in the 
Girl Scout Leadership Experience. Just like any other Girl Scout activity, travel presents a certain amount of risk. 
Risk management does not guarantee a seamless trip, but it can improve decision making, help avoid surprises, 
and improve the group’s experience. No need to be intimidated; in most cases, risk management about girl travel 
is common sense. Keep it simple by integrating risk-management awareness into everything you do and building 
upon what’s already in place. 

Imagine a group of Girl Scouts and adults on an international trip (although this plan can be adapted for any Girl 
Scout travel—local, regional, or national). What risks might they encounter? A risk-management scenario 
regarding travel documents might look like this: 

1. Identify risk and those responsible. For example, travelers’ passports are lost or stolen. 
2. Analyze the likelihood and consequence. High, because the group is walking in a crowded marketplace. A 

lost passport would take a long time to replace. 
3. Analyze and accommodate risks. Educate girls on risk-management techniques like leaving passports 

locked in hotel safe. Trip volunteers carry copies of all documents.  
4. Analyze priorities. What’s more important: Protecting important documents or carrying documents for 

identification? 
5. Plan. Include emergency plan procedures. Carry copies and know the location of the embassy and 

replacement procedures.  
6. Implement plan. Trip volunteers collect and secure all documents. 
7. Track and manage. Trip volunteers recheck documents at appropriate intervals. 

Your council can use the following checklist to determine your criteria for assessing groups’ trip readiness. The 
factors listed may also help your council approve plans, evaluate trips, and make recommendations. 

 The trip has a clear purpose, which was developed by and is understood by the girls and adults.  

 The trip incorporates the Girl Scout Leadership Experience processes (girl-led, learning by doing, and 
cooperative learning) by supporting girls to work successfully in groups and accept the responsibilities of 
working together to make realistic, detailed plans well in advance.  

 The trip meets at least one of the 15 leadership outcomes.  

 Groups wishing to travel obtain council permission for trips by checking with your council on travel-
planning procedures.  

 It is your council’s responsibility to be clear on what those procedures are and whether any special 
training is necessary so that adults and girls know and follow council policies when traveling—including 
procedures for handling emergencies.  

  

https://pearl.girlscouts.org/Resources/Transforming%20Leadership.zip
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 The traveling group participates in all required council workshops and submits all forms, including 
permission forms, by the deadlines established by your council.  

 The appropriate people at your council are informed of any changes in plans. 

 The proper number of approved adult volunteers who accept the responsibilities for the trip have been 
recruited. (See the “Adult-Volunteer-to-Girl Ratios” in Chapter 1 of this guide.) 

 Girls and adults learn in advance as much as possible about the area where they will travel, including the 
people, language, culture, customs, food, and activities they will be experiencing. One of the best ways to 
increase comfort is for girls and volunteers to know what they are getting into and know how to be 
culturally respectful travelers. 

 Travel arrangements are made in advance. Girls and adults work together to make realistic, detailed 
plans. Time is provided for eating, sleeping, rest and relaxation, recreation, and personal needs. Mileage 
to be covered each day is reasonable for the terrain expected. Plans consider both drivers and passengers. 

 Reservations for overnight accommodations are confirmed in writing and, whenever possible, all stopping 
places are planned in advance. Sufficient space is reserved so that each girl has her own bed. Separate 
sleeping and bathroom facilities are provided for adult males. Ensure the following: 

 Parent/guardian permission must be obtained if girls are to share a bed. 

 Girls and adults should not share a bed; however, some councils make exceptions for mothers and 
daughters. 

 It is not mandatory that an adult sleep in the sleeping area (tent, cabin, or designated area) with the 
girls. If an adult female does share the sleeping area, there should always be two unrelated adult 
females present. 

 When planning activities, review the program standards listed in Safety Activity Checkpoints for each 
activity and refer to “Making Program Activity Decisions” in Chapter 1 of this guide. 

 Make sure groups are familiar with your council’s policy on hold harmless waivers and release forms (see 
the “Transferring Risk” and “Avoiding Loss” sections of Chapter 14 for details). If you require your staff to 
review these forms, make sure this is communicated to groups so they have ample time to add this 
requirement into their planning. 

 Groups working with other vendors or organizations must get proof that the organization/vendor has at 
least $1 million in general liability insurance (demonstrated by a valid certificate of insurance). 

 Special equipment required (tents, bicycles, and so on) is checked and ready well before the departure 
date.  

 The entire itinerary is known to adults, parents, your council, and the emergency contact at home.  

 Parents and/or guardians understand all plans and actively consent to the girls’ participation. 

 Girls and adults create a detailed, realistic budget, remembering to include such items as transportation, 
food, tips, insurance, recreation, admission fees, taxes, and emergency funds. 

 Money-earning projects are carried out with the permission of your council and in accordance with Girl 
Scout policies. 

 Personal and group expenses are defined. The amount of personal money needed and how those funds 
will be handled are determined in advance.  

 Group travel funds are kept in a bank before the trip and managed safely during the trip.  

https://pearl.girlscouts.org/Resources/Safety_Activity_Checkpoints_2010.zip
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 One person is responsible for group funds and will keep a daily account of expenditures. Plan in advance 
how the group will handle record keeping for non-receipt purchases.  

 All of the group’s cash, credit or debit cards, and/or traveler’s checks should not be held by just one 
person at any time during the trip.  

 Decisions are made in advance about how to pay bills that occur before the trip, en route, and afterward.  

 For overseas trips, most hospitals and doctors require cash or credit-card payments.  

 Girls and adults know what clothing and equipment to take and how to use and pack the equipment.  

 When the group travels in uniform, all travelers have a Girl Scout uniform and wear it correctly. Girls and 
adults are encouraged to be in uniform at World Centers and at other Girl Guide/Girl Scout activities or 
events.  

 Girls understand their responsibilities as travelers. Everyone is briefed on appropriate conduct and safety 
precautions in public places, restrooms, escalators, and elevators, as well as on stairs and while in transit.  

 Groups staying in hotels are prepared to take special precautions to protect their own safety and know 
what to do in case of fire.  

 Girls and adults are prepared for new experiences and are open to appreciating local customs and foods. 
When traveling internationally, groups learn about local customs and behaviors in advance so that they 
are culturally sensitive travelers. 

 Individual limits on luggage and equipment are set and adhered to. Each person is able to carry her own 
individually identified belongings except when a special consideration, such as a disability, warrants 
alternative plans. All valuables are left at home. 

 Both the Travel Appendix of Volunteer Essentials and the “Safety-Wise” chapter of that resource are used 
when preparing for any trip.  

 Required health examinations and immunizations are completed, and parents/guardians have a means of 
updating these health histories when girls’ health situations change. An adult has possession of health 
records, permission forms, insurance forms and medical waivers, necessary medications, eyeglass and 
contact lens prescriptions, and/or extra eyeglasses. Retain records according to the Guidelines for Council 
Records Retention. 

 Everyone is physically and mentally able to undertake the trip. Reasonable accommodations are made for 
girls with disabilities. 

 For trips of more than two nights, insurance coverage is obtained for the entire trip through your council, 
under one of the optional accident or accident-and-sickness plans available. For international trips, 
comprehensive foreign travel insurance and travel assistance is available through GSUSA. Consult Mutual 
of Omaha’s Girl Scout Web page for more information.  

 An adult at home has agreed to serve as a contact for routine check-ins and emergencies. 

 Written itineraries, including telephone numbers and addresses, are prepared for girls, their families, your 
council office, and the contact at home. On international trips, the written itineraries include locations of 
the U.S. embassy and consulate.  

 Everyone understands procedures for handling accidents, illnesses, and emergencies. 

 Volunteers for specialized trips, such as canoeing or backpacking, have taken water-safety and leadership 
training for the activity.  

 For trips of a day or more, at least one currently certified first-aider (level-1) is present.  

  

https://pearl.girlscouts.org/Resources/Volunteer_Essentials_2010.zip
https://pearl.girlscouts.org/Resources/Guidelines%20for%20Council%20Records%20Retention.pdf
https://pearl.girlscouts.org/Resources/Guidelines%20for%20Council%20Records%20Retention.pdf
http://www.mutualofomaha.com/girl_scouts_of_the_usa/index.html
http://www.mutualofomaha.com/girl_scouts_of_the_usa/index.html
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In addition, your council makes sure to cover the following areas:  

 Volunteers can sign agreements and contracts to rent transportation, but they must work from a list of 
recommended vendors and notify the council when such an agreement has been signed. See the “Basic 
Principles of Contracts and Other Agreements” section in Chapter 14 for further details. 

 Even when there is no cost, such as when a school-bus company donates transportation, a written 
agreement for the arrangement must be signed. 

 Council policies and guidelines make certain that both the travelers and your council are properly 
protected by general liability and automobile liability insurance in the event of an accident. 

 If a trip takes Girl Scouts, volunteers, and/or council staff outside of the United States, check with your 
insurance carrier to ensure adequate coverage. 

Assuring that Volunteers Adhere to Safety Principles 

The safety and protection of girls is paramount to a fun, leadership-building experience for girls while 
traveling. To that end, it is essential that travel volunteers receive and understand the importance of the 
Girl Scout Safety Guidelines, which summarize the “Safety-Wise” chapter of Volunteer Essentials, another 
must-read for volunteers. Not one item in the short list of principles is difficult or overwhelming —many, in 
fact, feel like common sense—but these principles must be distributed and discussed with volunteers 
nonetheless. Volunteers will know that safety is the top priority of Girl Scouting, and girls will benefit from 
the safe environment that allows them to be at their best, while developing critical leadership -building 
skills. 

How parents decide to transport girls between their homes and Girl Scout meeting places is each parent’s 
individual decision and responsibility. 

For planned Girl Scout field trips and other activities—outside the normal time and place—in which a group will 
be transported in private vehicles: 

 Every driver must be an approved adult* volunteer and have a good driving record, a valid license, and a 

registered/insured vehicle.  

 Girls never drive other girls. 

 If a group is traveling in one vehicle, there must be at least two unrelated, approved adult volunteers in 

the vehicle, one of whom is female, and the girl-volunteer ratios in Volunteer Essentials must be followed. 

 If a group is traveling in more than one vehicle, the entire group must consist of at least two unrelated, 

approved adult volunteers, one of whom is female, and the girl-volunteer ratios in Volunteer Essentials 

must be followed. Care should be taken so that a single car (with a single adult driver) is not separated 

from the group for an extended length of time. 

*“Adult” is defined by the age of majority in each state. 

When you contract with others to provide transportation for Girl Scout travel, your council must ensure that the 
owner/operator is properly licensed, registered, and insured for liability, and that the vehicle is well maintained. 
Your council obtains a certificate of insurance from the owner/operator, with evidence of general liability and 

https://pearl.girlscouts.org/Resources/Girl%20Scout%20Safety%20Guidelines.doc
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automobile liability with limits of liability not less than $1,000,000 per occurrence/$2,000,000 aggregate and 
evidence of workers’ compensation insurance. The certificate will also show evidence that your council has been 
added as additional insured (see the “Additional Insured” section of Chapter 14) for the duration of the contract. 
In addition, drivers are notified that their driving records may be checked. (Retain such records for as long as the 
person driving the girls is a member, plus seven years, or until any litigation is settled.) All vehicles used to 
transport girls (such as rental cars, private vehicles, charter buses, and so on) must be insured. 

Whenever possible, choose public transportation (trains, commercial airlines, bus lines, and ship lines). These 
common carriers are preferable to chartered forms of travel, which often do not have set standards for 
equipment, personnel, and insurance.  

If public transportation is not possible, private vehicles are suitable for Girl Scout travel only if each passenger is in 
a legal seat, everyone wears seat belts at all times, and drivers adhere to state laws regarding booster seats and 
requirements for children in rear seats. Every driver must be an approved adult volunteer and have a good driving 
record, a valid license, and a registered/insured vehicle. In case of an accident, the vehicle owner’s insurance is 
the primary applicable insurance.  

If chartering a form of transportation is necessary, use the following guidelines to help ensure everyone’s safety. 

Your council should develop a list of responsible transportation providers and give this list to travel volunteers 
during the planning stage. All vehicles traveling on public roads are equipped with: 

 First-aid kits 

 Emergency-warning reflectors 

 Fire extinguishers 

 A cell phone or some other kind of communication device 

When your council leases or rents buses and plans to purchase insurance from the rental agency, check with your 
council’s insurance broker to determine the minimum amount of insurance required by state or local statutes, 
keeping in mind that some trips will involve interstate travel. In addition, make certain that the owner/operator’s 
insurance is valid and obtain a certificate of insurance if the vehicle is used for Girl Scout purposes, as opposed to 
private or personal use. Retain records for as long as the person is a Girl Scout member, plus seven years, or until 
any litigation is settled. 

Trip volunteers will need to contact your council to determine the amount of liability insurance needed. Your 
council also should obtain: 

 A certificate of insurance with evidence of general liability and automobile liability for the vehicle 

 Evidence of collision/comprehensive insurance for the vehicle 

 Evidence of workers’ compensation insurance for the driver 

 Relief-driver availability 

 Seating and storage capacities, as well as bathroom availability for long trips 

 Emergency equipment 

 Documentation of safety-check procedures, including frequency 
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Read rental agreements carefully, noting the type and amount of insurance carried by the rental agency and the 
minimum age of drivers, in order to avoid surprises. Also note who is responsible for damage to or loss of the 
vehicle. Councils ensure that their automobile coverage will be effective, if needed.  

Only vehicles designed to carry passengers can transport Girl Scouts. Flatbed or panel trucks without seats, buses 
reconditioned by hand, or any vehicle that cannot be registered should not transport passengers.  

When using recreational vehicles—such as snowmobiles—you’ll want to ensure that the owner’s liability 
insurance is appropriate, the vehicles are properly maintained, and the vehicles are driven by experienced 
operators over courses free of obstacles.  

Passengers must wear seatbelts and must sit in seats designed by the manufacturer for that purpose. Cargo 
should be stowed so that sudden stops or impact won’t result in injury. People shouldn’t be transported in fifth-
wheel camper/trailers, in campers that fit onto pickup flatbeds, or in the body of any trailer. 

Commercial airlines with regular schedules are also appropriate for Girl Scout group travel. A travel agent and 
trusted online travel sites can help a group determine the best routes and rates.  

Because of poor accident records and non-uniform safety standards, travel via private plane is not recommended. 
Chartering planes for Girl Scout travel involves legal and financial responsibilities, which means that additional, 
specialized liability insurance must be purchased. Generally, the financial impracticality of chartering a plane 
makes it not recommended for Girl Scout council travel. 

Chartering boats longer than 16 feet, with or without a crew, is not recommended. All vessels carrying Girl Scouts 
must be registered or documented according to federal regulations and state statute, inspected according to U.S. 
Coast Guard or state regulation, and piloted by operators licensed as required by federal regulations or state 
statute. The vessels must not be overloaded, and cargo must be stowed securely. 

Plan 1 accident insurance covers every registered Girl Scout during normal, supervised program activities, except 
those that last more than two consecutive nights. Plan 2 accident insurance is needed for trips of more than two 
nights, unless those nights occur during a U.S. federal holiday weekend recognized by your insurance company 
(usually, New Year’s Day, Martin Luther King Jr. Day, Presidents’ Day, Memorial Day, Independence Day, Labor 
Day, Columbus Day, Veterans’ Day, Thanksgiving Day, and Christmas Day). Insurance can be purchased through 
your insurance provider.  

http://www.mutualofomaha.com/girl_scouts_of_the_usa/index.html
http://www.mutualofomaha.com/girl_scouts_of_the_usa/index.html
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Trips abroad require from one to three years of preparation; the average planning time is 18 months. Planning a 
trip to another country presents girls with an opportunity to demonstrate to your council their ability to plan, 
organize, budget, earn money, accept responsibility, observe emergency and safety measures, work together as a 
group, and evaluate their experiences through reflection after taking shorter trips closer to home. 

International trips are available to Girl Scout Cadettes, Seniors, and Ambassadors who have successfully 
participated in a progression of overnight trips with Girl Scouting. Adult volunteers should ensure that girls are 
mature enough to participate in the trip. Factors to consider are adaptability, good decision-making, previous 
cross-cultural experience, group dynamics, team capability, language skills (where applicable), and specific skills 
and interests related to the trip. WAGGGS World Centers may have additional guidelines regarding age 
requirements. 

Obtaining necessary forms and documents is an important part of planning a travel experience. When travelling, 
advise girls and volunteers to carry all documents in a secure place. 

Trip volunteers bring:  

 Citizenship documents, such as passports, or copies of documentation of each traveler’s legal status to 
reenter the United States. Check the U.S. State Department for individual countries’ entry requirements 
(such as a visa)  

 A copy of the group itinerary with all contact numbers 

 A card for making international phone calls 

 Personal medications to be administered in case of emergency, such as bee-sting kits and asthma inhalers 
(girls need a doctor’s note to keep the medication with them at all times)  

 Two individually signed and notarized Permission to Travel with Minor and Authorization for Medical 
Treatment for Minors forms for each girl signed by both parents (or guardians). If a single parent or 
guardian has custody, attach documentation stating that the minor is in the sole custody of the signer of 
the Permission to Travel with Minor and Permission to Authorize Treatment for Minor forms.  

 Health histories (for every member of the group), insurance information, and emergency contact 
information 

 Copies of reservations/confirmations for transport, lodging, activities, and so on.  

Each girl carries: 

 Citizenship documents, such as her passport, or documentation of her legal status to reenter the United 
States. Check the U.S. State Department for requirements for individual countries’ entry requirements 
(such as a visa). 

 A copy of her health history and insurance information 

 A copy of the group’s itinerary, with all contact numbers  

 A card for making international phone calls 

 Personal medications to be administered in case of emergency, such as a bee-sting kit or asthma inhaler 
(Girls’ health histories indicate which medications they are allowed to take on their own, which need to 
be monitored by a volunteer, and which over-the-counter medications they are allowed to take in case of 
illness or emergency. Girls also need a doctor’s note to keep medication with them at all times.) 

 

http://www.girlscouts.org/program/gs_central/forms/
https://pearl.girlscouts.org/communities/2010/565f160e-f8b4-45ce-9426-e2cd336bed59/Files/Authorization%20for%20Medical%20Treatment%20for%20Minors.doc
https://pearl.girlscouts.org/communities/2010/565f160e-f8b4-45ce-9426-e2cd336bed59/Files/Authorization%20for%20Medical%20Treatment%20for%20Minors.doc
https://pearl.girlscouts.org/communities/2010/565f160e-f8b4-45ce-9426-e2cd336bed59/Files/Minor%20Health%20History%20and%20Medical%20Form.doc
https://pearl.girlscouts.org/communities/2010/565f160e-f8b4-45ce-9426-e2cd336bed59/Files/Minor%20Health%20History%20and%20Medical%20Form.doc
https://pearl.girlscouts.org/communities/2010/565f160e-f8b4-45ce-9426-e2cd336bed59/Files/Minor%20Health%20History%20and%20Medical%20Form.doc
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The World Association of Girl Guides and Girl Scouts (WAGGGS) owns and operates four world centers. Girls 
planning to visit these centers need to complete several steps before their trip: 

 International Intent to Travel Forms: All troop/groups traveling internationally who would like to receive 
a letter of introduction must notify your council and submit an International Intent to Travel form to 
GSUSA three to six months before departure. Volunteers also need to submit intent-to-travel forms to 
your council for permission to travel.  

 Letter of Introduction: The blue WAGGGS Card of Introduction is no longer required for international 
travel. However, if a group plans to stay in an international community for at least three days and is 
willing to collaborate on a take-action project with local Girl Guides or Girl Scouts, a letter of introduction 
to the WAGGGS Member Organization can be sent on the group’s behalf. (Submit an International Intent 
to Travel form to indicate that the group would like a letter of introduction.) The letter of introduction 
facilitates contact with Girl Guides in the countries to be visited, but it does not entitle travelers to 
request hospitality or services. Such requests are inappropriate.  

 Reservations: Contact the world centers directly to make reservations. 

 Our Cabaña: Cuernavaca, México 

 Pax Lodge: Hempstead, England  

 Our Chalet: Adelboden, Switzerland  

 Sangam: Pune, India  

Trips to Canada or Mexico introduce girls to international travel and allow them to practice being good 
ambassadors. Councils generally have guidelines for groups planning day trips or overnights across the border. Be 
aware that the Western Hemisphere Travel Initiative (WHTI) requires U.S. travelers to present a passport or other 
document that denotes identity and citizenship when entering the United States from Canada or Mexico.  

GSUSA and Girl Guides of Canada-Guides du Canada (GGC) have established procedures for across-the-border 
visits of more than 48 hours. Volunteers request council approval to travel to Canada to visit and/or camp with 
Canadian Girl Guides at least three months prior to the proposed trip. If your council approves the trip, volunteers 
then contact the Canadian International Commissioner, requesting permission to visit and/or camp with Canadian 
Girl Guides. All U.S. travelers to Canada must now carry passports with them. For more information, contact 
Canadian International Commissioner, Girl Guides of Canada-Guides du Canada; mail: 50 Merton St, Toronto, ON 
M4S 1A3; phone: 416-487-5281; fax: 416-487-5570; e-mail: international@GirlGuides.ca. 

The GGC International Commissioner will ensure that contact is made with the appropriate volunteer in the part 
of the country the group wishes to visit and will determine what part, if any, of the request can be met. The 
Canadian volunteer will also supply trip volunteers with contact information for a Canadian point person. Girls and 
volunteers should bear in mind that, at times, the numbers of Girl Scouts requesting camping privileges do not 
make it possible for GGC to fulfill every request. 

Girls at the Cadette level and above may take part in destinations, a nationwide travel program in which Girl 
Scouts travel either within the U.S. or to another country, for anywhere from two days to three weeks. Councils 
and event sponsors host destinations trips. Your council is encouraged to be part of girls’ destination experiences 
from the very beginning to the very end, making sure that Girl Scouts taking part in destinations have a partner at 
your council to assist them with any questions they may have.  

http://www.wagggsworld.org/en/home
http://www.girlscouts.org/program/gs_central/forms/
http://www.girlscouts.org/program/gs_central/forms/
http://www.girlscouts.org/program/gs_central/forms/
http://www.ourcabana.org/
file:///C:/Documents%20and%20Settings/kscheuer/Application%20Data/Microsoft/Word/paxlodge.org/
http://www.ourchalet.ch/en/home
file:///C:/Documents%20and%20Settings/kscheuer/Application%20Data/Microsoft/Word/sangam.wagggsworld.org
http://www.getyouhome.gov/html/lang_eng/index.html
mailto:international@GirlGuides.ca
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Councils sponsoring destinations need to have specific risk-management and insurance plans dealing with the 
destinations. Many of the same areas listed on the “Council Checklist for Travel Readiness” (earlier in this chapter) 
also apply here; other areas to consider include: 

 If two or more councils sponsor an event, all councils involved contact their insurance brokers to ensure 
coverage for the event. This may be taken care of by their respective policies, or they may need to take 
out a separate policy just for the event. 

 Use of the Girl Scouts name and/or servicemark on event merchandise (T-shirts, hats, pins, and so on) is 
prohibited unless those items are purchased through GSUSA-approved suppliers and the design is 
approved through GSUSA, or unless purchased from GSUSA’s catalog or online shop. 

 If the girls participating in your event will be housed on a college campus, your council has the right to ask 
the administration of that school, under the Campus Security Act, to provide you with a report listing the 
numbers and types of safety incidents that have occurred. 

The amounts and types of insurance needed for a destination depend on what, where, by whom, and for whom 
activities are performed. The following recommendations are starting points for councils planning to sponsor 
destinations with nationwide participation.  

For Girl Scout destinations with no outside contractors: 

 Councils have general liability of at least $1 million per occurrence/$2 million total and excess liability of 
at least $2 million. 

 Coverage includes products and completed operations.  

 Automobile liability coverage exists for passenger vehicles regardless of whether or not they are owned 
by your council and regardless of drivers. Coverage is at least $3 million when combined with the excess 
liability. Use of buses, minivans, and/or large capacity vehicles necessitates higher limits.  

 For those offering home hospitality to and transporting destinations participants, automobile liability 
coverage is needed at the state-required level. In those states where auto liability coverage is not 
required, home-hospitality automobile owners who transport participants still have auto liability 
coverage. The recommended amount is $100,000 per person, $300,000 per occurrence for bodily injury, 
and $25,000 for property damage. The limits are greater if more than five people are in one vehicle. 
Councils should require proof of individual policies and driving records. Retain records for as long as the 
person driving is a member, plus seven years, or until any litigation is settled.  

 Workers’ compensation and employers’ liability are required for paid staff. This includes anyone receiving 
honoraria or stipends. Also, ask your insurance broker whether your state requires voluntary 
compensation. 

Girl Scout destinations with outside contractors follow all the recommendations for those with no outside 
contractors, plus: 

 Liability insurance of at least $1 million is needed for nonhazardous transportation in buses and vans. 
However, $10 million is preferred for buses and vans with more than 14 passengers.  

 Products and completed operations liability of at least $2 million are needed for food vendors. (Excess 
liability insurance will allow you to reach this limit.) 

 Individual program providers involved in the destination need professional liability coverage; the amount 
and type is determined by the service they provide. Service providers’ insurance coverage is needed as 
follows:  

 Ferry/boat: $10 million coverage (some jurisdictions don’t require that “common carriers” carry 
insurance). 

 Lodging: $10 million general liability (council staff or the lead trip volunteer checks fire exits and 
emergency-evacuation procedures and conducts fire drills). 
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 Miscellaneous: At least $10 million in situations where rides and potentially hazardous activities take 
place, such as at theme parks. Small museums may not have this level of coverage, but most large 
museums do. Check with your local insurance broker about the advisability of working with providers 
that carry less than the recommended amounts of coverage.  

 When vendors providing key program components are financially weak, councils have two alternatives. 
One is a holdback, in which you only pay half of the fee before the event (usually enough to cover 
materials). The second, especially if the vendor requires full payment in advance, is to require that the 
vendor take out a performance bond. This ensures that, if the vendor is unable to provide the service, the 
bonding company will either refund the money or see that the service is provided. 

In addition, all councils sponsoring destinations will want to secure a certificate of insurance specifically listing all 
activities that are being done  

Finally, all councils sponsoring destinations must take out Mutual of Omaha Plan 3 Accident and Sickness 
insurance that covers all participants, including girls and event staff, and that is effective the day before 
participants leave their homes and the day after they return. This allows for travel flexibility. 

 Council Event Workbook 

 Council Guide for Girl Participation  

 destinations Tips for Councils 

 Explore It! Your Guide to Girl Scout destinations  

 Girl Scout Safety Guidelines 

 Girl Scouts of the USA forms (permission to travel with minor, health histories, and so on)  

 Global Travel Toolkit 

 Health History Form 

 Mutual of Omaha  

 Our Cabaña 

 Our Chalet 

 Guidelines for Council Records Retention 

 Pax Lodge 

 Sangam 

 Trip Plan Template 

 U.S. State Department 

 Western Hemisphere Travel Initiative (WHTI) 

 World Association of Girl Guides and Girl Scouts 

http://www.mutualofomaha.com/girl_scouts_of_the_usa/index.html
http://www.mutualofomaha.com/girl_scouts_of_the_usa/index.html
https://pearl.girlscouts.org/Resources/2010_Girl_Scouts_destinations_workbook.doc
https://pearl.girlscouts.org/Resources/2010_Council_Guide_girl_Participation.doc
https://pearl.girlscouts.org/Resources/destinations_tips_for_councils_1.pdf
https://pearl.girlscouts.org/Resources/destinations_exploreitguide.pdf
https://pearl.girlscouts.org/Resources/Girl%20Scout%20Safety%20Guidelines.doc
http://www.girlscouts.org/program/gs_central/forms/
http://www.girlscouts.org/who_we_are/global/travel_toolkit.asp
https://pearl.girlscouts.org/communities/2010/565f160e-f8b4-45ce-9426-e2cd336bed59/Files/Minor%20Health%20History%20and%20Medical%20Form.doc
http://www.mutualofomaha.com/girl_scouts_of_the_usa/index.html
http://www.ourcabana.org/
http://www.ourchalet.ch/en/home
https://pearl.girlscouts.org/Resources/Guidelines%20for%20Council%20Records%20Retention.pdf
file:///C:/Documents%20and%20Settings/kscheuer/Application%20Data/Microsoft/Word/paxlodge.org/
file:///C:/Documents%20and%20Settings/kscheuer/Application%20Data/Microsoft/Word/sangam.wagggsworld.org
https://pearl.girlscouts.org/communities/2010/565f160e-f8b4-45ce-9426-e2cd336bed59/Files/Travel%20Plan%20for%20Extended%20Trips.doc
http://www.state.gov/
http://www.getyouhome.gov/html/lang_eng/index.html
http://www.wagggsworld.org/en/home
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For more than 80 years, a product-sales program has helped Girl Scouts learn essential skills, such as setting goals, 
making decisions, managing money, working with people, and making ethical business decisions. Today, Girl Scout 
product sales—overseen by GSUSA and administered by councils through GSUSA-licensed vendors—both provide 
a vehicle for girls to gain a recognized skill set and make up an average of more than 60 percent of their councils’ 
annual net revenue. Cookie sales are a critical part of the Girl Scout Leadership Experience.  

Girl Scout product sales involve an amazing number of volunteers, staff, and girls, along with parents and the 
community. Girl Scout Cookies are not only a rich tradition but also the single largest interaction with the public 
that our organization shares on a national stage. Because product sales are such a wide-reaching program activity 
of Girl Scouts—and because cookie sales drive council revenue—it’s important that your council mitigate risk as 
much as possible. 

Guidelines for your council to follow in conducting cookie sales can be found in the “Safely Selling Girl Scout 
Cookies and Other Products” chapter of Volunteer Essentials. Make sure that girls and volunteers are aware of the 
following basic safety tips for all product sales: 

 Get parent/guardian permission. Each girl participating in the product sale has documented permission 
from a parent/guardian.  

 Volunteers use Safety Activity Checkpoints. Special checkpoints are provided for Girl Scout product sales. 

 Show that they’re Girl Scouts. Girls wear the Girl Scout membership pin and/or Girl Scout clothing to 
identify them as Girl Scouts.  

 Buddy up. The buddy system makes selling Girl Scout products safe and fun. 

 Partner with adults. Adults accompany Girl Scout Daisies, Brownies, and Juniors when they are taking 
orders, selling, and delivering products. Cadettes, Seniors, and Ambassadors are supervised by adults 
when selling door-to-door, but adults need not stay by the girls’ sides; to stay safe, girls use the buddy 
system. Adults are present at cookie booths in any public place at all times. 

 Be streetwise. Girls become familiar with the areas and neighborhoods in which they’d like to sell. 

 Plan ahead. Girls always have a plan for safeguarding money—they avoid walking around with large 
amounts of it or keeping it at home or school. Girls give proceeds to supervising adults, who deposit the 
money as soon as possible.  

 Do not enter. Girls never enter someone’s home or vehicle while selling or making deliveries. They also 
avoid selling to people in vehicles or going into alleys. 

 Sell in the daytime. Girls sell only during daylight hours, unless accompanied by adults. 

 Protect privacy. Girls’ names, addresses, or e-mail addresses are never given out to customers. Instead, 
customers contact girls via a group contact number or an e-mail address overseen by an adult. Likewise, 
girls never record credit card numbers. 

 Be safe on the road. Girls always follow safe pedestrian practices, especially when crossing at 
intersections or walking along roadways. They are aware of traffic when unloading product and 
passengers from vehicles. 

 Be ’Net-wise. Girls take the Girl Scouts of the USA Internet Safety Pledge before going online and follow 
the specific guidelines related to marketing online. Girl Scouts cannot sell products or collect money 
online.  

https://pearl.girlscouts.org/Resources/Volunteer_Essentials_2010.zip
https://pearl.girlscouts.org/Resources/Safety_Activity_Checkpoints_2010.zip
http://www.girlscouts.org/internet_safety_pledge.asp
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Assuring that Volunteers Adhere to Safety Principles 

The safety and protection of girls is paramount to a fun, leadership-building experience for girls while selling 
Girl Scout Cookies and other products. To that end, it is essential that volunteers receive and understand 
the importance of the Girl Scout Safety Guidelines, which summarize the “Safety-Wise” chapter of Volunteer 
Essentials, another must-read for volunteers. Not one item in the short list of principles is difficult or 
overwhelming—many, in fact, feel like common sense—but these principles must be distributed and 
discussed with volunteers nonetheless. Volunteers will know that  safety is the top priority of Girl Scouting, 
and girls will benefit from the safe environment that allows them to be at their best, while developing 
critical leadership-building skills. 

It is important to be transparent with girls, their parents, and the community about the role that product sales 
play in supporting the work of your Girl Scout council. All the revenue generated from product sale activities stays 
with your council to supply essential services to girls. This includes providing program resources and 
communication support, providing learning opportunities for adult volunteers, and conducting special events. It 
also includes those proceeds (known to many as “troop profit”) that a council allocates back to groups to fund 
their activities and to accomplish the goals girls set as part of the Girl Scout Leadership Experience.  

GSUSA plays a key role in product sales by selecting and licensing vendors and providing technical, 
communications, and crisis-management assistance. GSUSA also provides guidelines for the use of Girl Scout 
trademarks and logos, interprets GSUSA policies and standards, provides learning opportunities, and forges links 
with other organizations. The Girl Scout merchandising department assists councils and the general public with 
questions and concerns related to the cookie sale, as does the GSUSA call center.  

GSUSA’s product-sale responsibilities also include:  

 Licensing vendors  

 Providing vendors with contracted guidelines for use of Girl Scout copyrighted materials and trademarks 

 Overseeing package design  

 Monitoring contract compliance and royalty payments  

 Reviewing promotional and educational materials prepared by vendors for use with councils to ensure 
that they conform to Girl Scout program standards, values, and brand messaging 

 Overseeing all product-related concerns that result in, or from, media inquiries 

GSUSA does not sell cookies, nuts, or magazines, nor does it assist in negotiating contracts between councils and 
vendors. And GSUSA does not manage local council sales. These responsibilities, and the risks associated with 
them, are the responsibilities of each council. 

Licensed vendors who contract with Girl Scout councils throughout the country are a committed group of 
professionals who work closely with councils to ensure that the best possible product gets to customers. Vendors 
renew their licensing agreements with GSUSA every one to three years and maintain customer contracts with 
councils based on the provisions of those licensing agreements. They also pay royalties, based on gross sales, 
directly to GSUSA. 

https://pearl.girlscouts.org/Resources/Girl%20Scout%20Safety%20Guidelines.doc
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As the supplier of the product, vendors assume a large percentage of risk related to the product sales. In assessing 
and controlling for risk (among other things), vendors: 

 Fulfill the requirements of the federal, state, and municipal laws and regulations regarding product safety 
and distribution. 

 Submit to inspection of sanitary conditions, quality-control procedures, and metal-detecting devices and 
systems on a regular basis by local, state, and federal authorities, including the U.S. Food and Drug 
Administration. 

 Code all product containers and cases and maintain records to show where and to whom the cookies 
were shipped. Retain such records for seven years, or until any claim or litigation is settled.  

 Retain 12 boxes of each code from each product run for later testing, if necessary. 

 Notify GSUSA within 24 hours about any product complaint that is of a serious nature and/or that involves 
the safety of the product or its fitness for human consumption. 

Vendors also provide: 

 The freshest and highest-quality product possible to councils 

 A general and continuing guarantee of compliance with U.S. Food & Drug Administration requirements 

 Maximum security and protection for the product during the time the product is manufactured, packaged, 
and shipped to councils 

Vendors ensure that: 

 Procedures are in place to inspect all incoming raw materials; suppliers are required to provide 
certificates of analysis. 

 Metal-detecting devices are located at several stages in the manufacturing and packaging of Girl Scout 
Cookies. 

 All food products are packaged in tamper-proof packaging. All cases of product are sent from the plant 
sealed and coded.  

 Prior to any product being transported from the vendors, truck trailers are inspected, locked, sealed, and 
given a traceable identification number. 

The responsibility for ensuring that product-sale activities provide valuable learning experiences for girls rests 
with your volunteers and staff delivering the program. It is the role of your council to ensure that GSUSA program 
goals, safety guidelines, and program standards are met. Of primary importance:  

 The safety of girls is the number-one concern when managing a product sale.  

 Only one cookie sale is allowed each year, and two product-sale activities total per year.  

 Girl participation is voluntary, and parent/guardian permission is required.  

 Specific safety guidelines are in place for any online marketing activities in which girls participate. 

 To the greatest extent possible, provision is made for every girl to participate in the sale, if she desires. 

Additional responsibilities at the council level: 

 Ensure proper storage and handling practices for council-owned product inventory. 

 Notify GSUSA and vendor, within 24 hours via an electronic complaint form, about any product complaint 
that refers to the safety of the product or its fitness for human consumption.  

 Ensure that council business-practice guidelines are followed.  

 Create a contingency plan. 

https://pearl.girlscouts.org/Resources/GSUSA_Product_Incident_Form_6-17-08.doc
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Some risks common to product sales have the potential to escalate to crisis proportions and can affect Girl Scout 
councils across the country if not addressed in a risk-management plan. Has your council considered how it would 
respond if: 

 Someone tampered with several cases of Thin Mints? 
 A charm bracelet offered as a cookie-sale incentive was found to contain lead paint? 
 A customer who’d ordered several cases of Thin Mints refused to pay? 
 Someone stole several thousands of dollars in cookie revenue from your council office? 
 A local organization that didn’t agree with the Girl Scout Mission staged a public boycott of the cookie 

sale?  
 A cookie vendor could not meet demand? 

Comprehensive contingency planning is your council’s best defense for situations like these, as well as for 
situations your council could never predict. This kind of planning has three parts and is informed by specific risks 
you may have identified from past sales:  

 Product-sale risk-management plan: Assesses potential threats and the best ways to avoid them (see the 
following section) 

 Business-management plan: Establishes goals for what your council wants to happen, why you think it 
can happen, and the steps to reach your goals (see the following section) 

 Crisis-management plan: Ties into council and GSUSA crisis plans for dealing with threats once they’ve 
occurred (see “Managing Crisis Communications” in Chapter 6 of this guide) 

Because of the potential for regional and national impact—as well as federal guidelines related to food quality—
carefully coordinated actions must be undertaken by councils, GSUSA, and vendors in the event of a product-
related crisis. 

Regardless of your council’s annual product-sales goals, a business plan can be a critical component of your 
council’s risk-management portfolio. And the more detailed the plan, the more control your council has over the 
risks you wish to take, as well as those you wish to mitigate or avoid completely.  

Remember, the goal of business planning isn’t to mitigate all risks. On the contrary, business plans, especially 
those whose goal is growth, assume that some degree of risk is an essential element of success. A plan decides 
the risks your council determines are acceptable in the pursuit of your goals. 

Successful product-sales business plans are cross functional at their core, with your council CEO as both chief 
architect and key stakeholder in determining which risks a council faces on an annual basis. Your council’s plans 
should be completed annually, incorporating the best available data from your council’s history, information 
provided by GSUSA, and vendor data gathered through the vendor-order system. This plan needs to cover (among 
other things) the content specific to financial risk-assessment and management of product sales. 

Council data collected to develop business plans—and thereby develop annual budget goals—falls into three basic 
categories: membership, participation, and sales per girl. Incorporating metrics for each of these categories is 
essential to defining and tracking annual financial risks. It’s all well and good to determine that a four-percent 
increase is required from a product-sales budget, but that could be a risky proposition in a year with a projected 
five-percent membership decline. It’s a better idea to pay attention to participation and sales-per-girl figures. 
Some ideas to consider: 



56 

 Membership projections: Are product-sales goals aligned with annual membership goals? Do you have a 
good idea regarding potential population shifts that may positively or negatively affect your sale 
projection? Have you leveraged the product sale to attract and retain membership?  

 Participation projections: Have you accounted for historic registration trends? Have you incorporated 
objectives designed to positively affect participation? Have you tracked the behavior of various 
membership clusters? If your council serves more girls in non-troop pathways, do you have systems to 
support their selling activities? If not, consider this in your participation projection. 

 Sales-per-girl projections: Have you accounted for historic sales trends and broken them down by grade 
level? How about by pathway? Have you incorporated targeted objectives to enhance or develop per-girl 
sales? 

Inventory planning is the riskiest element of any sale and is an area that requires close cooperation with your 
vendor and a clear understanding of who owns the inventory and at what stage of the sale. Recent food-safety 
legislation has, in some cases, required a change in vendors’ product-return policies, so it is critical that your 
council understands upfront what its inventory exposure will be at the end of the sale.  

Historical data from vendor-management systems combined with membership, participation, and sales-per-girl 
projections aid your council and the vendor in the annual guesswork required to ensure that enough product is 
available throughout the course of the sale. Every council works a little differently, but you can likely track your 
inventory to initial orders and secondary orders. 

 Initial order planning: Initial orders are easier to predict for pre-order sales (customers sign up and 
receive products after the fact), rather than direct sales (customers receive product the minute they 
request it). But both involve a high degree of guesswork. The trend in initial orders has declined for both 
types of sales in recent years, indicating that councils are conservative in initial order planning. This trend 
may mean that your council experiences shortages of bestselling cookie varieties. 

 Planning for secondary orders: Secondary orders are generally made to restock cupboards and to supply 
booth sales. A clear picture of owned inventory combined with careful projections for the remaining sale 
potential at this phase could mean the difference between selling out of Thin Mints with two weekends to 
go or having thousands of cases of a less popular variety left at the end of the sale. 

 Federal Trade Commission (FTC) 

 Girl Scout Product Activities page on GSUSA Web 

 Girl Scout Safety Guidelines 

 GSUSA Internet Safety Pledge 

 GSUSA Product Incident Report 

 Safety Activity Checkpoints 

 U.S. Consumer Product Safety Commission (CPSC)  

 U.S. Food and Drug Administration (FDA) 

 Volunteer Essentials  

http://www.ftc.gov/
http://www.girlscouts.org/program/gs_cookies/cookie_activity.asp
https://pearl.girlscouts.org/Resources/Girl%20Scout%20Safety%20Guidelines.doc
http://www.girlscouts.org/internet_safety_pledge.asp
https://pearl.girlscouts.org/Resources/GSUSA_Product_Incident_Form_6-17-08.doc
https://pearl.girlscouts.org/Resources/Safety_Activity_Checkpoints_2010.zip
http://www.cpsc.gov/
http://www.fda.gov/
https://pearl.girlscouts.org/Resources/Volunteer_Essentials_2010.zip
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“Communications risk” once referred to the potential for negative attention in traditional media outlets, such as 
newspapers and television; these days, the power and scope of the Internet and all technologies that encourage 
people to communicate widely means that your council has to be much more aware of how messages are 
communicated in your offices, at camp, on your Web site, through traditional media channels, and through blogs 
and social-networking sites (see “Covering the Basics” in Chapter 7). The upside, of course, is that this new 
environment provides your council a low-cost and speedy way to spread accurate information and important Girl 
Scout messages. Managing your options carefully is the key to success. 

It is imperative to the Girl Scout brand that we use the same voice when speaking with, and to, internal and 
external audiences. For your council, that means a practice and motto of communicating always, often, and 
together. Ideally your council’s communications director, in partnership with your council’s CEO, leads the 
creation, approval, and dissemination tactics of all important messages for staff, volunteers, parents, and the 
community—especially in risk-related situations. (Samples of in-depth descriptions of communications and 
marketing roles are available here.) 

Journalists can provide the most cost-effective and credible way to communicate positive messages to your 
council’s various audiences. If you know how to navigate the news waters, you’ll be able to enjoy the support and 
trust of many constituencies. At the same time, however, it’s crucial to understand that media outlets have 
ultimate control over how a story is presented, and audiences will determine how it is perceived and shared. Any 
time you speak with a journalist, there is a risk that your council’s message can be misinterpreted. Bottom line? 
The best way to manage the risk of being misunderstood is to be well prepared with, stick to, and repeat your key 
messages.  

Be prepared to respond accurately and reassuringly with a focused, newsworthy approach on sensitive issues and 
in a more anecdotal manner on less controversial issues. The more prepared you are, the more comfortably you—
and those you support—will navigate conversations and interviews, and the better your key messages will be 
communicated. There are a few simple rules for dealing with media conversations and interviews:  

 You can have only three messages. Especially in a crisis, people can’t remember more than three. 

 Your key messages are the answers to every question. The real goal is to sound like a broken record; 
members of the media will likely only use one comment anyway.  

 Your three messages should focus on the three following areas: 

 You have a plan to deal with the situation at hand—people want to know that you know how to 
manage this type of situation and that it is under control. Keep details to a minimum. 

 Your heart goes out to those impacted by this situation. You need to show compassion for those 
negatively impacted by the situation. 

 You plan to find out what happened and take steps to prevent it from happening again. 

GSUSA’s comprehensive Spokesperson Guidelines offer some methods of preparing for any difficult conversation. 

https://pearl.girlscouts.org/Resources/Communications_Function_Description.pdf
https://pearl.girlscouts.org/Resources/spokesperson_guidelines_12_15_09.pdf
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GSUSA’s communications philosophy in positive circumstances is to look for opportunities in which ours is the 
prominent voice, resulting in full-feature coverage. This means that if the topic is positive, or is negative but does 
not include us, we may still decline requests for interviews. This is especially true when asked to comment about 
the activities or issues of other organizations. While using “no comment” is never recommended, markedly 
limited comments that focus primarily on your Girl Scout council is what is recommended during another 
organization’s crisis. 

It’s a good idea for your council’s spokespeople to take local sensitive-issues communications trainings, keep plans 
up-to-date, and conduct practices regularly. GSUSA’s approach to media relations is for the national organization 
to work directly with national media outlets and for councils to work with local/regional media outlets. Should a 
council staff member or volunteer be approached by a national outlet, please contact the GSUSA communications 
department, so that you can work together.  

There are generally three ways you will be contacted by a reporter: 

 A prearranged interview on a specific topic: You, GSUSA, or its public relations agency contacts the media 
outlet to generate a story. The preapproved topic or issue will be one about which you are well informed. 

 An unsolicited e-mail or call: All unsolicited inquiries should spark your desire to prepare before 
responding. Suggest to the reporter that you are in the middle of something but will call back shortly. If 
you’re unsure about how or even if to respond, contact GSUSA communications staff, who will support 
you in determining the most appropriate response. 

 In person, on the street, or at an event: If reporters approach you at an event or while you’re going about 
your daily business, thank them for their interest in Girl Scouting and take their names and contact 
information. Tell them that you or someone else from Girl Scouts will get back to them. This approach 
also works with community members and parents/guardians who approach you in public venues or on 
the phone. 

Conversations that any Girl Scout representative has with a member of the media should be thought of as an 
interview, and inherent in those conversations is the possibility of being sidelined, editorialized, and so on. These 
interviews are your opportunity to communicate, in a non-obvious but repetitive way, your council’s key 
messages. It’s important to limit the discussion to key issues and, in effect, to control the exchange of 
information. Keep in mind that interviewers also have a desired goal, and that goal may not mesh with yours. 
Regardless of how the interview goes, good preparation will allow you as much control as possible. To minimize 
the risk of being caught off guard: 

 Before the interview: Know what you want to say. Create and learn both your key messages and 
anecdotes to make them come alive. Know GSUSA’s positions about specific issues from What We Stand 
For, current memoranda, and the online One Stop Crisis Shop.  

 During the interview: Take your time. Don’t respond until you’re ready. Don’t assume the reporter knows 
what she or he is talking about. Offer further assistance and become a resource for the reporter. If 
necessary, redirect the conversation back to your message. Avoid talking about what-ifs and stick to real 
facts. You need to sound like a broken record; it’s the only way a reporter, as gatekeeper, will get your 
message to the public.  

No one wants the worst to happen, but when it does, every second counts when disseminating information that 
keeps your council from further harm or loss. Crisis communication can enhance the feelings of confidence your 
key audiences have about your council’s ability to protect girls’ lives, your properties, and holdings by containing 

https://pearl.girlscouts.org/Resources/WWSF_10_08_updated.pdf
https://pearl.girlscouts.org/Resources/WWSF_10_08_updated.pdf
https://pearl.girlscouts.org/communities/2010/2a53e0da-3549-4480-b57d-78023c016f91/gs_files_AllItems.aspx
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the crisis and addressing a physical emergency. Your council can demonstrate that it has the issue under control 
through the rapid deployment of your crisis plan. You can communicate openly and frequently with all audiences, 
especially families and involved personnel. The plan takes appropriate actions to protect the reputation of your 
council, maintains ongoing operations and programs as conventionally as possible, and works to remove the issue 
from the news cycle within 48 hours of the incident. In the end, careful review of the way the plan was 
implemented can help your council prepare for future incidents.  

For our purposes here, crisis covers a range of scenarios, from a negative story in the local newspaper to a serious 
situation that may include injury or illness. Naturally, different levels of crisis require different levels of response. 
Some examples are discussed in the following sections. 

 A mild, local, negative media story about your council or a neighboring council 

 Complaints of activity/program mismanagement 

 Defective product or product withdrawal (cookies, merchandise, magazines, recognition item, etc.) 

 Minor injury or illness at camp property or during activity 

 Serious injury of a member when not participating in a Girl Scout activity 

 Lost group/camper/Girl Scout (who is ultimately found) 

 Crime either committed by or against a girl, volunteer, or staff member 

 Legal action 

 Council facing financial difficulty 

 Death or extreme injury during a Girl Scout activity 

 Allegation of misconduct or abuse by a volunteer or staff member 

 Violence or a natural disaster threatening Girl Scouts during an activity 

 Formal product recall by the FDA or the Consumer Protection Agency 

This comprehensive crisis plan, including guidelines by and for councils, outlines key roles and responsibilities for 
your council in a time of crisis. You may want to use it as a guide in developing your own crisis team and plan. 

Your council’s crisis team is responsible for managing the incident. It’s a good idea, once your council has a crisis-
communications plan, that team members have it, including contact information, available at all times; keep a 
copy in your office, at home, in your car, and on your PDA if applicable. The team will manage all local aspects, 
from emergency response to communication with key target audiences.  

Team members are determined by your council’s CEO and may include the following. 

The Crisis Team Leader will be your council’s CEO or COO, who serves as leader of the crisis response team. This 
person: 

 Makes the strategic decisions needed locally to manage the crisis 

 Monitors all actions by team members on a regular basis 

https://pearl.girlscouts.org/Resources/CrisisGuidespacedforbinder.doc
https://pearl.girlscouts.org/Search/Pages/nationalresources_all.aspx?k=one%20stop%20crisis&ki=one%20stop%20crisis
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 Determines, with input from the team, the crisis severity level and what actions are needed 

 Serves as media spokesperson in conjunction with communications staff 

 Apprises the council board of directors and GSUSA of the situation 

 Approves expenditures and response actions/messages 

The Emergency Response Leader position may be filled by the COO, operations director, camp director, or 
product sales director. This person is responsible for: 

 Implementing the crisis-response plan to include contact with local law enforcement, emergency 
responders, and government officials 

 Continuously gathering the facts of the situation and relaying that information to the entire crisis team 

 Coordinating the resources needed to address the situation 

 Coordinating the investigation in conjunction with the legal team 

 Working with the legal counsel to ensure proper steps are taken to preserve evidence and protect your 
council 

The Internal Communications Team Leader can be your council’s communications director, emergency response 
leader, and/or human resources director. The person in this role: 

 Manages all internal communications 

 Develops key messages in conjunction with the team leader, external communications leader, emergency 
response leader, and GSUSA, if needed 

 Coordinates communication with all:  

 Staff members 

 Volunteers 

 Members 

 Parents 

 Vendors 

Keep in mind that some of these (although probably not your staff members) may be members of the media or 
have active social networks that spread news quickly. Proceed cautiously. 

The External Communications Team Leader can be the communications director. She or he: 

 Manages all external communications 

 Develops key messages in conjunction with the team leader, internal communications leader, external 
response leader, and GSUSA, if needed 

 Handles all media calls and coordinates response with GSUSA communications staff 

 Prepares the CEO to handle media calls 

 Communicates with community leaders, elected officials, donors, and neighbors 

Depending on the situation, you may want to bring in additional support team members such as: 

 Legal counsel 

 GSUSA content experts 

 Outside public relations firms 

 Third-party experts 

 Staff and others to support the primary crisis team 
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A clear concept of who you’re talking to is as important as the message you want to communicate. The level of 
communication to each audience will be determined by the severity of the incident. The lists that follow are 
suggestions for thinking about audiences; what is most critical is that the key messages stay the same, and the 
depth of information shared is carefully considered.  

Internal Audiences 

 Employees 

 Board members 

 Members 

 Families 

 Volunteers 

 GSUSA 

External Audiences 

 Emergency response officials 

 Local elected officials 

 Other councils in the state or region 

 Media 

 Vendors 

 Neighbors 

Your council will need to develop three primary messages within the first 48 hours following the incident, 
regardless of its severity. These three key messages will serve as the answer to every question you receive, so the 
more you repeat them, the better. Generally, they will include: 

 The plan message: “We have enacted our emergency response plan, which includes . . ..” This message 
briefly summarizes the steps your council is taking to address the situation, brings comfort to most people 
affected by the crisis, and demonstrates that your council has the situation under moderate control. 

 The compassion message: “Our hearts go out to . . ..” If there are injuries involved, this is your council’s 
number-one message. It shows that you care for those negatively affected by the situation, but you do 
not have to cite wrongdoing to demonstrate compassion. Your council does, however, have to convey 
compassion with more than just words. Show emotion appropriate to the situation, but avoid 
uncontrolled anger or weeping.  

 The investigation message: “We’re going to find out what happened and do everything we can to prevent 
it from happening again . . ..” This message allows you to avoid specific details of the crisis, protects your 
council in regard to legal matters, and gives you time to find out what happened—and how you want to 
communicate that to key audiences.  

Imagine that a few minutes after you arrive at your council’s office, your program director tells you she just 
received a panicked phone call from a volunteer. The volunteer said that last night the police arrested a Girl Scout 
father, who is also a troop volunteer, for having sex with a minor and possessing child pornography.  

The COO calls the volunteer to find out more. She learns that the girl’s parents were suspicious that their 16-year-
old daughter was involved with a man. After searching their daughter’s phone, they discovered she had texted the 
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male co-volunteer some partially nude photos of herself as well as messages that revealed an intimate 
relationship. 

When they confronted their daughter, she admitted she is involved with the man, claimed they are “in love,” and 
protested that they haven’t done anything wrong. They became close at Girl Scout meetings, and they met 
privately a number of times. The parents immediately contacted the police, who apprehended the man at his 
home. The mother is a city council member and today plans to begin a campaign to protect kids from predators, 
using the example of her daughter to spotlight the need for such a campaign. The mother’s plan is to reach out to 
the media and hold a press conference tomorrow morning.  

Parents of the other girls in the troop, the media, and concerned citizens are certain to contact your council for 
comment.  

Remember, you want to stress the three most relevant messages for your situation. They may include:  

 Our primary concern is always the safety and well-being of the girls we serve. 

 Girl Scouts takes the utmost precautions to protect girls.  

 All staff and volunteers must complete an application and screening process that includes a written 
application form and criminal-background screening. 

 Although men are welcome to be volunteers, Girl Scout standards require that an unrelated female role 
model also be present when they are working directly with girls. 

 (If appropriate) Girl Scouts followed its procedures in this case, and the application and screening did not 
reveal any prior activity of this nature.  

 The volunteer has been suspended from all Girl Scout activities.  

 Our hearts and prayers go out to the families involved, and we offer our support during this difficult time.  

 We empathize with all families that worry about child predators and applaud efforts to raise the public’s 
awareness to the issue.  

 We are working with the other members of this troop to ensure they have the support they need.  

 In cooperation with local authorities, we will conduct an investigation to determine what happened and 
take steps to help ensure this doesn’t happen again.  

 We will work with the police and family involved to find out exactly what happened. 

 Again, steps are in place to protect girls during all Girl Scout activities. 

“Girl Scouts is shocked to hear of this alleged crime, and our hearts and prayers go out to the families involved in 
this situation. Our primary concern is always the health and safety of the girls we serve. Although we are working 
with local authorities in the criminal investigation, we will also conduct our own internal review of the details to 
determine whether we need to take additional steps to ensure the safety of our girls. Given the criminal nature of 
this situation, we will not be able to discuss the matter further until the legal issues have been resolved.” 

If appropriate, add, “Girl Scouts requires volunteers to participate in a comprehensive screening process. A quick 
review shows that our procedures were followed in this case, and the screening process did not reveal any 
potential issues with the accused individual.” 

 Assemble your council’s crisis team and update them on the situation.  

 Notify GSUSA. 
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 Consult with legal counsel regarding any matters that could impact your legal defense.  

 Contact and interview the family involved.  

 Gather the facts of the incident and create an incident report to distribute to team members.  

 Develop key messages in conjunction with the communication team leaders.  

 Designate an appropriate media spokesperson based on the situation.  

 Reach out to impacted troop and member parents and offer support as needed.  

 Notify board members, as appropriate.  

 Working with the communications team, draft and distribute talking points, notify staff, and instruct them 
on who will handle questions and how.  

1. Parents of girls in the troop in question 
2. Parents, council-wide 
3. Staff/board members 
4. Media 
5. Donors 
6. General public 

To help you fulfill the Girl Scout commitment to be prepared, the following are examples of worst-case scenario 
questions that might come up in the event of a sensitive situation like this one. Please use the key messages to 
guide your answers to any of these questions. Although you may choose to vary the wording you use to deliver 
the messages, you will always want to respond with a point about your process for keeping girls safe (Message 1), 
your compassion for the affected girls and families (Message 2), or your commitment to finding out what 
happened and taking steps to help ensure that this doesn’t happen again (Message 3). 

 Did the alleged sexual abuse take place during troop activities? (Message 3) 

 Given the nature of this case, are you concerned the family will sue Girl Scouts? (Message 2) 

 Will you consider banning men from participating as volunteers? (Messages 1 and 3) 

 Since you claim you won’t discriminate, aren’t you in fact saying you are willing to put our girls at risk 
from predators like this? (Messages 1 and 3) 

 How do you know this same type of activity isn’t happening right now under your nose? (Messages 1 and 
3) 

 How can you be sure that he hasn’t done this to other girls in the troop? (Messages 1 and 3) 

 Did the other troop volunteer have any idea that this was going on? (Message 3) 

 What is going to happen to the victim’s alleged attacker next, as far as Girl Scouts are concerned? 
(Message 1) 

 How could a person like this make it through your screening process? If he made it through, isn’t it likely 
that other sexual predators might have also made it through and could be working with innocent children 
right now? (Messages 1 and 3) 

 What steps does your organization take to ensure the safety of girls? (Message 1) 

 How often are allegations of sexual abuse made against Girl Scout volunteers? (Message 1) 

 What kind of support are you offering to the victim or the other girls in the troop? (Message 2) 

 How much opportunity is there for one-on-one contact between a troop volunteer and an individual girl? 
(Message 1) 

 Can you explain the detailed nature of your criminal background checks? (Message 1) 
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 Are background checks mandatory organization-wide? (Message 1) 

 How do you stop someone like this who doesn’t have any type of history like this? (Messages 1 and 3) 

While crafting the key messages, anticipate media needs. Speculation and conjecture can paint a dramatic picture 
beyond the actual facts. This can be especially true online. The sooner you answer the following five questions 
about the situation, the sooner you can create an action plan and the first round of brief public messages. 

 Have people been hurt or killed? 

 Has council property been significantly damaged or has your council’s integrity been significantly 
damaged? 

 Are there criminal accusations involved against a member?  

 What are you doing about it that shows compassion and prevention?  

Prompt action, sincere concern and sympathy, and the promise of a full investigation can all combine to keep an 
emergency situation in check. In addition, following a prescribed set of actions allows each member of the crisis 
team to fill a very specific need. The following are procedures for every crisis team member to follow after an 
incident. Assess whether the incident is, indeed, a crisis using the questions in the following sections. 

If you answer yes to any of the following questions, contact the crisis team leader and the team, and then proceed 
to the list of responsibilities that corresponds with your crisis team role. 

 Have people been seriously hurt or killed?  

 Has council property been significantly damaged?  

 Has your council’s integrity been damaged?  

 Is there a criminal accusation being made against a member of your council?  

 Are members of your council victims in a criminal act?  

 Will this event draw media attention?  

 Will a significant number of stakeholders react adversely?  

Answer “Is this a crisis?” questions listed in the preceding section. If the answer to any question is yes, begin 
implementing the plan based on the level of severity. 

 Assemble crisis team members and update them on the situation. 

 Gather facts about the incident and create a report to distribute to team members and other key target 
audiences. 

 Define the specific goals of the crisis response, which will vary by situation.  

 Share the goals with team members. 

 Develop strategy for the local crisis response and oversee the actions of all team members. 

 Consult with your council’s lawyers regarding any matters that could affect your legal defense. 

 Develop key messages in conjunction with your council’s communications team. 

 Notify GSUSA if the issue is likely to attract media attention or cause significant internal turmoil. 

 Identify the primary spokesperson for all media interviews. 

 Notify board members. 
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 Working with the internal communications team, notify staff and instruct them on how to handle 
questions. 

 Working with the internal communications team, contact family members of those impacted by the 
situation and offer assistance, if needed. 

 Determine whether additional resources (support counselors) or team support members are necessary. 

 Review constantly the facts and the local response, adjusting your actions appropriately. Bring the crisis 
team together regularly for updates. 
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 When appropriate, notify insurance carriers or risk-analysis experts. 

 During and following the event, offer personal feedback to your team members regarding their efforts. 
Your support during this time is critical. 

 Gather as much information about the incident as you can and relay that to the crisis team leader. 

 Take necessary steps to protect human lives and property. 

 Coordinate evacuation plans, if needed, and ensure that proper procedures are followed. 

 Gather the names of everyone involved in the situation and forward that information to the crisis team 
leader as soon as possible. 

 Assess whether additional resources will be needed to respond to the crisis.  

 Serve as the liaison with all emergency responders, law enforcement and regulatory officials, and other 
councils. 

 Coordinate and lead volunteer activities needed to address the crisis situation. 

 Determine whether additional financial resources will be needed to address the situation.  

 Work with your legal counsel to ensure that permanent records are held by the council for possible post-
event investigations. 

 Determine the extent that other operations will be affected by the crisis. What steps may be necessary to 
shut down those operations? 

 Ensure that operations not affected by the incident continue normally. 

 Communicate frequently with the crisis team leader and other team members. 

 Meet with the crisis team leader quickly and gather relevant information about the incident. 

 Along with the crisis team leader and external communications leader, develop and distribute the three 
key messages and supporting statements to be used during all communication. 

 Determine your plan of action and the resources you will need to communicate to: 

 Employees 

 Board members 

 Members 

 Families 

 Volunteers 

 GSUSA 

 Develop a list of internal parties and their contact information. This list is highly critical and the one that 
will evolve the most; update it twice a year. Assure confidentiality so that contacts are comfortable 
sharing personal information, since that is key to managing all after-hours situations. In addition, make 
the list available online through a secure location so it is accessible from anywhere. Information to 
include: 

 Council emergency after-hours number 

 Alphabetical list of staff with indications of territories covered  

 Board of directors  

 Service-unit managers  

 Program partners  

 Consider carefully what tools you wish to use to communicate to the groups in the previous list.  
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 E-mail may be the quickest, but it isn’t always the most effective. Sensitive information is best 
delivered face to face.  

 System-wide voicemail can also be very effective. 

 Working with the crisis team leader and the emergency response leader, update all family members of 
those involved or injured. 

 If members have been transported to local hospitals, consider sending a representative to the hospital to 
assist family members. 

 Schedule updates with employees and other key audiences. 

 Address any misinformation you encounter, keeping tabs on what’s being said online and in the rumor 
mill. 

 Meet with the crisis team leader quickly and gather the relevant information about the incident. 

 Along with the crisis team leader and internal communications leader, develop the key messages and 
supporting statements to be used during all communication. Once completed, distribute to all team 
leaders.  

 Do not proactively contact the media unless there is a rare reason to do so, such as a need for public 
assistance. But be ready to respond to the media if contacted. If the situation is very serious, consider 
holding one daily audio news conference to provide progress reports. To prepare for such an elevated 
action, you need to: 

 Write a brief statement for the record and to provide sound bites. Establish ground rules and the set-
up for follow-up questions.  

 If you don’t know the answer to a question, say so and get the answer to the reporter later. 

 Never say, “No comment.” Instead say, “We have nothing further to add at this time.” 

 Respond to negative and hostile questions by answering the questions you wish the reporter had 
asked. 

Based on the key messages, develop your standby statement. This written statement, used during the initial 
stages of a crisis (usually 2 to 12 hours, post-incident, depending on the situation), includes your council’s three 
primary messages and ideally is kept to a paragraph. Samples can be found here. Also develop a brief news 
release for possible distribution to local media, but only if necessary. 

 Notify your council’s receptionist to implement crisis protocols, including forwarding any specific 
questions to the appropriate team leader. Be sure to provide the receptionist with a script to use to 
handle all crisis-related calls. 

 Notify GSUSA for support and/or if you believe word of the incident may spread beyond your council area 
or garner media attention. 

 Begin developing the most dreaded questions you may be asked and which of the three key messages are 
the best response. This document will be used to properly prepare your spokesperson. Share with team 
leaders. (For some ideas, go here.)  

 Determine your plan of action and the resources you will need to communicate to all external audiences, 
including: 

 Emergency response officials 

 Local elected officials 

 Community leaders 

 Other councils in the state or region 

 Media 

https://pearl.girlscouts.org/communities/2010/2a53e0da-3549-4480-b57d-78023c016f91/gs_files_AllItems.aspx
https://pearl.girlscouts.org/Resources/spokesperson_guidelines_12_15_09.pdf
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 Key donors 

 Vendors 

 Neighbors 

 Other non-profit and child-serving agencies 

 Develop a list of external parties and their contact information. Information to include: 

 Police precincts near camps or other council-owned properties 

 Fire department 

 Emergency medical services 

 Poison control center 

 Hazmat 

 Animal control 

 Local government officials 

 Utility companies 

 Alarm companies 

 Insurance companies 

 Baker representative 

 Candy/nut/magazine representative 

Remember to let key messages guide every communication. In addition, use these guidelines to navigate 
interaction with the media. 

 Your key messages are the answers to every question, so stick to them. The more you sound like a broken 
record, the better. 

 Prepare your spokesperson to address any possible media questions using the worst nightmare questions 
developed earlier. 

 Participate in all media interviews with your spokesperson. Keep track of how she or he uses key 
messaging and offer suggestions for improvement following each interview. 

 Use the media log sheets to capture all relevant contact information from each reporter for follow-up 
purposes.  

 Develop a media-update schedule and stick to it as closely as possible. Take into consideration different 
media deadlines: the information will likely hit the Internet and wire services first. 

 Identify a safe location where members of the media can set up if the issue is likely to garner live 
coverage. 

 Track messages gathered by the receptionist and other support staff for possible follow-up calls.  

 Utilize tools and resources at the end of this chapter to help guide your response. 

 Track coverage and correct any information.  

 This means factually inaccurate or missing information, not difference of opinion regarding levels of 
importance. 

 Determine what messages are being used and consider adjusting those that are not. 

 Use social media channels like Twitter and Facebook with caution while managing crisis communication. 
GSUSA staff can assist in determining when to use social media; also see “Navigating Social Media” in 
Chapter 7. 

 When appropriate, point media outlets to third-party supporters as possible sources of information. 
GSUSA staff can assist in determining when this is appropriate. 

 Gather and save copies of all media coverage for post-event evaluation. 

https://pearl.girlscouts.org/communities/2010/2a53e0da-3549-4480-b57d-78023c016f91/gs_files_AllItems.aspx


70 

Although it may seem unimportant in the midst of the crisis, having someone take notes on the crisis team’s 
response can prove immensely helpful during the post-crisis review process. A post-event evaluation is a critical 
step in identifying what worked within your plan and what didn’t. This review can also identify areas or skill sets 
that require additional training or resources. It’s best to include all members of the crisis team and others you 
deem appropriate. It is also important to stage these sessions within a week after the incident has taken place so 
the details are still fresh in everyone’s mind. Be sure to identify what went well in the crisis, and what areas need 
work. Make sure someone is responsible for addressing the areas that need additional attention. Some questions 
to consider: 

 Did someone stand out as having a cool head for behind-the-scene logistics? 

 Did someone stand out as being a calm, believable, message-driven spokesperson? 

 What steps of our crisis plan were not followed? What are our gaps? 

 Communications and Marketing Position Descriptions  

 GSUSA Crisis Communications Plan 

 GSUSA One Stop Crisis Shop 

 GSUSA Spokesperson Guidelines 

 What We Stand For 

https://pearl.girlscouts.org/Resources/Communications_Function_Description.pdf
https://pearl.girlscouts.org/Search/Pages/nationalresources_all.aspx?k=one%20stop%20crisis&ki=one%20stop%20crisis
https://pearl.girlscouts.org/communities/2010/2a53e0da-3549-4480-b57d-78023c016f91/gs_files_AllItems.aspx
https://pearl.girlscouts.org/Resources/spokesperson_guidelines_12_15_09.pdf
https://pearl.girlscouts.org/Resources/WWSF_10_08_updated.pdf
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Any time your council uses the Internet, even for something as seemingly innocuous as e-mail, you encounter 
great potential for risk. All Internet-based online initiatives fall under this category, but Web sites, e-mail 
marketing, and social media are the biggest areas of focus for Girl Scout councils. 

It’s important to remember that the Internet can have erroneous, misleading, slanderous, and deceptive 
content—just like the physical world. But also like the physical world, the Internet is home to many people and 
lots of information that are trustworthy, accurate, and effective, if you follow some basic safety practices.  

Making use of the resources on the Internet affords your council enormous savings in cost and time and greatly 
extends the number of people you can reach.  

 Having an up-to-date Web site means fewer people calling and asking questions, and fewer people 
needing forms, documents, or information e-mailed to them (or snail-mailed to them). 

 E-mail marketing means you can send out notices and updates almost instantaneously, at far less cost 
than a physical mailing, and gives you an opportunity to streamline and reach a wider audience for 
fundraising and other activities.  

 Social media gives you the opportunity to share information and ideas on the topics, issues, and 
initiatives you’re passionate about with both your membership and the general public, and engage them 
in online conversations, surveys, and idea-generation.  

Keep in mind that Internet safety follows the same commonsense rules of real life.  

 Avoid slander, libel, and character defamation.  

 Don’t use speech or words that could be considered harassment, discriminatory, or inappropriate.  

 Be courteous, respectful, and professional at all times.  

In short, act the way you expect your girl members to. 

Be careful of copyright infringement and piracy. Learn about dangers like viruses, spam, and mal-ware (short for 
malicious software). Take special care with financial information like credit card numbers, banking statements, 
passwords, and log-in credentials. Also, make sure your council doesn’t endorse any product or service. (A more 
in-depth discussion of many of these topics can be found in “Navigating Significant Risk” in Chapter 8.) 

Of course, the most important thing is keeping girls safe. To that end:  

 Keep all contact and personal information about girls off of any Web site, social network, and e-mail 
marketing material. Never use girls’ last names or any other information that could be used to contact 
them (like e-mail or physical addresses).  

 If displaying a picture of girls with a parent, say “Suzy and her mom, Jane,” not “Suzy and her mom, Ms. 
Smith.”  

 Avoid pictures with identifiable information in them, like Suzy standing in front of the Middle Valley 
Elementary School. Other information to avoid includes sports teams, siblings, streets, towns, or anything 
else that indicates where a girl could be found on a regular basis.  

 GSUSA does not list the physical addresses of Girl Scout camps or council offices on its Web site. Your 
council will have to decide how to handle this information, although meeting-site addresses shouldn’t be 
posted online. It is possible that, if a girl were assaulted by people who then testified they found her 
through information gathered from your council’s Web site, you could be held liable. 
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It’s easy for any group of Girl Scouts to create its own Web site using common Web site-design templates or 
packaged software. The risk is that many of these standardized Web sites can be used by predators to identify, 
single out, and make contact with a potential victim—whether at home or during events. 

To avoid this, a group Web site should follow the same guidelines as a council Web site, and it’s important to 
communicate this to girls and volunteers. Avoid individual e-mail addresses, physical addresses, last names, and 
any information that can connect back to girls. Advise girls and volunteers to follow the same precautions that 
your council does for its Web site. Girls might overlook these precautions, so adults need to monitor the creation 
and updating of group Web sites.  

A good way to handle inquiries addressed to your council or service area is through a general e-mail box. It’s best 
to avoid putting personal e-mail addresses—including a list of staff e-mail addresses—on any Web page because 
they will immediately be captured by spam bots. Also, having a general e-mail box means it won’t have to be 
updated in the event of staff turnover. In fact, your council can create a variety of these for whatever function is 
needed, such as info@GSCouncil.org, join@GSCouncil.org, or volunteer@GSCouncil.org.  

The Children’s Online Privacy Protection Act (COPPA) specifically protects the privacy of children under the age of 
13 by requesting parental consent for the collection or use of any personal information of the users. The act was 
passed in response to a growing awareness of Internet marketing techniques that target children and collect their 
personal information from Web sites without any parental notification. You can read the act in its entirety or 
summarized. The legislation requires that Web site operators must:  

 Post privacy policies. Sites that knowingly collect information from children younger than 13 post their 
practices and explain the type of information they collect, how they will use it, and whether personal 
information is forwarded to other parties.  

 Get parental consent. Sites need to get parental consent before collecting, using, or disclosing personal 
information about a child.  

 Get new consent when information or site practices change in a material way. When a site changes 
what it does or how it handles the information collected from kids, it needs to obtain new parental 
consent.  

 Allow parents to review personal information provided by their children. This requires verifying the 
identity of the parent requesting review. 

 Allow parents to revoke consent and delete information collected from their children. When parents say 
no, the site stops collecting, using, and disclosing information about the child in question. Chapter 8 of 
this guide also covers the application of COPPA at Girl Scout councils—see the “The Children’s Online 
Privacy Protection Act (COPPA)” section of that chapter. 

It’s important to have a signed photo-release form for every picture on your Web site. This means that a parent or 
guardian of every girl in every photo has signed a photo-release form, and that your council maintains those 
records for as long as the photo is displayed. Professional photographers will also ask that they be given a photo 
credit (something like “Photo by Joe Smith”), in addition to their fee. Although most people know that they can 
right-click and copy any image on the Web (commonly referred to as scraping an image), make sure that the 
images you have are from the person who took them, or that you have received documented permission from the 

http://www.coppa.org/coppa.htm
http://www.usyouthsoccer.org/
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photographer. Retain such permission for girls until they reach the age of majority, plus seven years. Keep adult 
photo permissions until the photos are no longer used, plus seven years. 

Unfortunately, just because you found a picture using Google image search does not mean it is available for you 
to use. You can, however, purchase stock photos from online companies who, for a fee, give you the rights to use 
their photos whenever, wherever, and however often you’d like—istockphoto.com is one example. 

Music or audio tracks on your council’s Web site are also subject to copyright-infringement laws, and you’re 
supposed to pay royalties on any commercial music posted. This applies even to background music in videos, 
which is often overlooked but held to the same copyright standards. Royalty-free music is increasingly available 
on the Internet, however; just search on “royalty-free music” for more information. 

Be sure you have obtained the permission you need, and that copyrighted intellectual property (text, photos, 
illustrations, etc.) posted on your council’s site is acknowledged with copyright, trademark, or servicemark 
designations, as applicable. 

Your Web site should contain an explanation of its “Terms & Conditions” and “Privacy Policy.” You can see 
examples of Terms & Conditions and Privacy Policy statements on www.girlscouts.org. 

Web analytics programs can give you metrics on the popularity and number of visitors to your site. Google 
provides a free service at www.google.com/analytics. 

Everyone wants their Web site to get higher rankings in Google so that more people will see what is offered. 
Many companies try to sell you the “secret” for higher Google rankings, but the truth is, there isn’t a guaranteed 
way to get higher rankings. In fact, using some of those pay services will cause Google to penalize your council’s 
site! The best way to make sure the maximum number of people see your site is to follow Google’s posted advice 
(which is free). Highlights of that advice include: 

 Give your pages accurate and succinct page titles.  

 Use keywords.  

 Make sure all your pictures have the appropriate alt tags, which provide alternative text when images 
can’t be displayed. 

 Make sure your page copy is concise, relevant, and reflective of the search terms for which you’re trying 
to get rankings.  

 Having people link to you helps; linking to other sites counts against you. 

While you are able to hyperlink to any other Web site or Web page from your site, as a non-profit, it’s best to 
keep outbound links to a minimum. Otherwise, you risk appearing to endorse a product or service (which may 
have a monetary value), and this could run afoul of IRS regulations for non-profits. Consult your accountant or tax 
attorney for additional information.  

Some Web site owners are under the mistaken impression that you are required to get the permission of other 
Web sites before you can link to them. Although the courts have generally ruled this is not true, it’s another 

http://www.girlscouts.org/terms_conditions.asp
http://www.girlscouts.org/privacy.asp
http://www.girlscouts.org/
http://www.google.com/analytics
http://static.googleusercontent.com/external_content/untrusted_dlcp/www.google.com/en/us/webmasters/docs/search-engine-optimization-starter-guide.pdf
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reason to avoid outbound links. Besides, it’s in your best interest to keep visitors looking at your Web site for as 
long as possible. 

Ideally, your Web site is developed by a company that knows how to keep the site safe from hacking and SQL 
injection attacks (when malicious code is used to exploit vulnerabilities in databases that have been left 
unprotected) and is hosted by a company that can perform regular backups of your site. If your site contains 
business-critical functions, such as e-commerce, consider adding co-location, which means that a second, 
different host will display your site if the first one fails. 

Hosting a forum—such as chat boards, chat rooms, or anything with the ability to leave comments—creates a new 
set of risks. If unmoderated, these forums most likely will wind up overrun with ads, spam, and inappropriate 
comments. They also offer an easy avenue for predators looking to strike up a conversation with a girl.  

You have two options: someone monitors and edits the forum 24 hours per day, or you set up a system where 
posts have to be approved before they go live, meaning there will be a delay between a user submitting a post 
and it actually appearing on the site. This lessens the experience for end-users but is a workable solution for 
keeping out inappropriate content. 

E-mail marketing is one of the most beneficial Internet tools available. The ability to e-mail lists of people about 
upcoming events, camp opportunities, meetings, merchandise sales, and even fundraising means your council can 
quickly contact large numbers of people at the fraction of the cost of a traditional mail campaign. 

To reach people via e-mail, you first need a list. CES/Personify captures e-mail addresses, but it’s a good idea to 
have every other system in use at your council capture e-mail addresses, too. GSUSA sends councils the e-mail 
addresses of people in your area who have expressed an interest in buying cookies, volunteering for, and joining 
Girl Scouts. Your council can develop its own list, as well. The more people you can reach, the better response 
you’ll receive. Your Web site can also include a box where people can sign up to join your list (or better yet, 
multiple lists, each with a different focus). 

The most effective e-mail blasts are sent as HTML, without any attachments, and they don’t include video in the 
e-mail, although it’s okay to link to a video. Send these types of e-mails from a no-reply e-mail account and make 
sure that you always put the recipients’ names in the Bcc: field, not in the To: or Cc: field. This way, you won’t be 
exposing all these e-mail addresses to those on the list. Take extra care in crafting the subject line of the e-mail, as 
this plays a huge role in whether or not people will open it. For example, the subject line, “Check out these 
exciting volunteer opportunities” will probably nab more views than “Volunteering this fall.” 

When your council’s e-mail list(s) becomes too big to manage, you can hire an e-mail marketing vendor to handle 
the sending and tracking of your e-mail campaigns. According to U.S. law, you are required to let people opt-out, 
meaning they should be able to easily choose to no longer receive e-mails from you. They do not have to opt-in, 
but you have to offer them a working option to opt-out. This is one of the many differences between legitimate e-
mail marketing and spam. Spam never allows you to opt-out. Even though a spam e-mail message may list an 
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“opt-out” option, it never really works, and clicking on that opt-out link usually makes things worse! A 
professional e-mail marketing vendor can manage opt-out requests for you. 

If you’re sending an e-mail blast in which you’re asking for a response, make sure it comes from an account that 
has no personally identifiable information, like SWGirls@GSCouncil.org, Troop1515@GSCouncil.org, and the like. 
Also, make sure an adult monitors the account. 

Girls are allowed to use e-mail for marketing cookies (as opposed to selling cookies, the difference being the 
collection of money) and your council can support their efforts. Please consult the Blue Book of Basic Documents 
before marketing any products. Girls can use GSUSA‐approved vendor e‐mail tools to inform friends, family, and 
former customers within council zip code(s) when they are selling cookies. Girls also can use group e‐mail 
overseen by an adult (such as Brownies547Colorado@gmail.com), a parent/guardian’s address in partnership for 
sending e‐mails to friends and family, and/or a static group Web page for marketing. They do have to tell people 
what your council’s zip codes are, however. 

Girls 13 and older can use social networking sites, such as Facebook, MySpace, and Twitter, to market products, as 
long as they: 

 Have a parent/guardian’s permission. 

 Are under adult supervision. 

 Follow the Safety Activity Checkpoints for Council Product Sales and for Computer/Online Use and 
Volunteer Essentials guidelines.  

Girls 13 and older can also use YouTube for marketing, but must have parental permission and meet any council 
guidelines provided. See the “Navigating Social Media” section, later in this chapter, for additional information. 

Girls can market magazines online using a GSUSA-approved magazine company portal and a blind e‐mail service 
provided by the vendor, which allows customers to order magazines and pay online. (Only magazine orders can be 
marketed to friends and family outside of council zip codes.) 

The popularity of social-networking sites has exploded in recent years, and Girl Scouts are among the millions of 
people frequenting these virtual forums. Girls under 13 are not allowed by the sites’ terms of use, but many girls 
13 and over have created social networking profiles. GSUSA and many councils have also created profiles, fan 
pages, groups, causes, and applications. As with your council’s Web site, avoid posting girls’ last names and 
contact information, physical addresses and pictures with identifiable buildings or landmarks in them, or anything 
that can be used to link back to them. 

The amount of personal information available through social media sites is staggering and difficult to control even 
if you are vigilant about checking the seemingly ever-changing privacy settings on your account. If you choose to 
create a personal profile, consider using an alias and consider suggesting that girls to do the same. It’s a lot harder 
to track down “SkiRacerJane” than “Jane Smith,” although your friends will still know who you are. Many teens 
are already doing this to avoid the scrutiny of college admissions officials and/or future job recruiters.  

If you use Twitter, you’ve no doubt received requests to be followed by people you don’t know. What’s the harm 
in that? Well, when you send out a tweet that you’re having a blast swimming at the lake, that means whoever is 

https://pearl.girlscouts.org/Resources/BlueBook6%2022%2010.pdf
https://pearl.girlscouts.org/Resources/Safety_Activity_Checkpoints_2010.zip
https://pearl.girlscouts.org/Resources/Volunteer_Essentials_2010.zip
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following you has a good idea where to find you. And if you send out a tweet that you’re swimming at the lake 
with your Girl Scout troop, they have that information, too. 

New social media sites and applications are developed and released daily, and new features are being added to 
existing social networks at an equally rapid pace. Location-based services like Foursquare allow your friends to 
know wherever you are at any given time. A “complementary” app to Foursquare was created and titled Please 
Rob Me! The point is that you can’t control who sees your information online, so exercise restraint about what 
you make available. It’s deceptively easy to think that you’re just having a conversation between you and your 
friend, and that’s not the case unless you’re sending a private message. You should never post anything that 
shouldn’t be seen by a predator, a child’s teacher or principal, a college recruiter, or future or current employer. 
This applies to both girls and adults. Keep reminding yourself of this. Write it down on a sticky-back note and put 
it next to your monitor. You can never “unsend” anything placed on the Internet. 

Keep in mind that even though you are guarded with your own profile, your friends may be sharing more 
information about you than you are. Periodically check their profiles to make sure there’s nothing about you that 
you’re not comfortable having publicly available, and have girls do the same. 

Keeping girls safe on the Internet is a matter of following these guidelines. 

When working with girls, in order to avoid inappropriate content, you can set filter settings on Web browsers and 
on search-engine pages themselves (such as Google, Yahoo!, and Bing). All popular Web sites offer these, without 
charge, in their advanced settings. You can also use Yahooligans/YahooKids for younger children—this is Yahoo’s 
child-friendly search engine, in which all sites are appropriate for kids, including links to images for school reports. 
If you are using family tools or parental controls, they should block any unexpected search result, or at least limit 
access to problem sites. 

A multitude of scams come in to our e-mail boxes daily. The most famous is the “Nigerian Scam,” in which a 
wealthy foreigner needs help moving millions of dollars from her or his homeland and promises a hefty 
percentage of this fortune as a reward. Pretty obvious, right? Sure, but scams have gotten more sophisticated. 
Now they may have read your friend’s contact list, found your address, and sent you a request for money in your 
friend’s name, saying she or he is stuck at a foreign airport. Or, you may get an e-mail (again, in your friend’s 
name) suggesting you click on an attached link, which then infects your computer. The scam then can hijack your 
contact list and send the same message to all your friends in your name.  

Some fraudulent e-mails say that your order is ready to ship, all you have to do is click to confirm, or that you 
need to update your information. When scams attempt to impersonate a bank, PayPal, e-Bay, or some other 
legitimate business, it’s called phishing.  

Protect yourself by looking closely at the link; a legitimate link is “anything.paypal.com/anything.” A scam link is 
“anything.paypal.anything.com/anything.” Look at the first word directly to the left of the .com (or .net or .org). 
That’s where you’re actually being directed. To make it additionally confusing, the words on the screen that you 
see aren’t necessarily the ones in the link. You must hover your mouse over the link to see the actual URL (that is, 
the Web address) it contains. Do this before you click on it. They often have copied artwork from the legitimate 
business’ site, so it looks exactly the same: You must check the URL to confirm. 
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It’s important to remember that legitimate companies will never send you an e-mail requesting confidential 
information like your credit card number, password, account name, social security number, or birth date. 

Common scams include notices that “Your domain needs renewing,” “Your password needs resetting,” or “Your 
account needs updating/is about to expire.” Be cautious of any request that asks you to take action. Snopes, an 
urban-legend debunking site, is a great resource to determine whether what you’ve received is a scam. 

Protecting yourself from computer viruses and malware requires constant vigilance. There are many paid 
programs and services to counter them, but there are also some very good free programs. Microsoft makes an 
excellent anti-virus program but doesn’t advertise it much (probably to avoid the appearance of competing with 
other paid anti-virus programs) called Microsoft Security Essentials. It can be downloaded for free. Another great 
program (also completely free) is Malwarebytes‘ Anti-Malware. Both of these programs can be used concurrently. 

In addition, make sure you have a firewall in place. Your council likely has its own firewall, which protects 
computer systems from viruses and spyware. A good second line of defense, though, is the built-in firewall in 
most versions of Windows; just make sure it’s turned on. You can also download Zone Alarm, a good, free firewall. 

File-sharing services like Bittorrent allow people to “share” files and are often used to circumvent copyright law 
and get bootleg copies of music, videos, movies, and software programs for free. Using these services opens you 
(and your council) up to copyright lawsuits from the music and movie industries. Some judgments against users 
have been in the hundreds of thousands of dollars. Be aware that software programs downloaded from file-
sharing services can have a root-kit (a program that hijacks your computer) or virus attached to them. You will 
spend more money (and time) fixing your computer than you would have if you bought the programs (or movies, 
or music) legitimately. 

 Blue Book of Basic Documents 

 Children’s Online Privacy Protection Act (COPPA)  

 COPPA summary courtesy of US Youth Soccer  

 Girlscouts.org privacy policy  

 Girlscouts.org terms and conditions  

 Google analytics  

 Google SEO advice  

 Malwarebytes 

 Microsoft Security Essentials  

 Safety Activity Checkpoints 

 Snopes 

 Volunteer Essentials 

 Zone Alarm  

http://www.snopes.com/
http://www.microsoft.com/security_essentials/
http://www.malwarebytes.org/
http://www.zonealarm.com/security/en-us/zonealarm-pc-security-free-firewall.htm
https://pearl.girlscouts.org/Resources/BlueBook6%2022%2010.pdf
http://www.coppa.org/coppa.htm
http://www.usyouthsoccer.org/
http://www.girlscouts.org/privacy.asp
http://www.girlscouts.org/terms_conditions.asp
http://www.girlscouts.org/terms_conditions.asp
http://static.googleusercontent.com/external_content/untrusted_dlcp/www.google.com/en/us/webmasters/docs/search-engine-optimization-starter-guide.pdf
http://www.malwarebytes.org/
http://www.microsoft.com/security_essentials/
https://pearl.girlscouts.org/Resources/Safety_Activity_Checkpoints_2010.zip
http://www.snopes.com/
https://pearl.girlscouts.org/Resources/Volunteer_Essentials_2010.zip
http://www.zonealarm.com/security/en-us/zonealarm-pc-security-free-firewall.htm
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Girl Scout council exposure to information technology (IT) risk used to be minimal. IT was used only by staff, often 
in centralized data centers and for isolated department functions. Today, however, your council may sell 
merchandise online, raise funds through your Web site, and outsource many of your IT services. You probably use 
software-as-a-service applications, rented over the Internet on a monthly or annual basis, for everything from 
keeping tabs on your membership to checking e-mail. Your council may not keep any data on your premises, 
instead using cloud computing or offsite data centers to meet your needs. More and more, critical business 
technology is not directly managed—or even owned—by individual councils. This situation requires much more 
risk awareness and strategy than in the past.  

Your council should strive to utilize industry-defined best practices when procuring and managing technology. 
Putting these practices into action automatically covers many IT risks and also enables you to focus on unique or 
high-risk circumstances that need special attention.  

For example, addressing questions like the following can improve your council’s awareness of IT risk: 

 Is computer equipment located in areas not accessible to outsiders?  

 Is equipment located in environmentally controlled areas? 

 Is access to systems restricted to authorized people?  

 Is there a data-retention policy in place, and is it enforced? 

 Are sensitive data removed (“wiped”) from equipment prior to disposal?  

 Are backups done regularly, and have they been tested?  

 Are operating systems and applications kept up-to-date?  

 Is anti-virus software installed and kept up-to-date?  

 Are secure connections used where needed (such as for payment processes)?  

 Are accounts for former employees disabled?  

 Do staff members (and perhaps volunteers) understand their responsibilities for security?  

 Are staff members trained to identify possible threats and vulnerabilities?  

Once the basics are accounted for, you can concentrate on mitigating higher levels of technology risk. One 
significant risk comes from an increased reliance on vendors. You may depend heavily on outsourcing, cloud 
computing, and managed services, which can increase exposure to risk should vendors close up shop or not meet 
service expectations. When working with technology vendors, your council needs to establish clear expectations 
of service and ensure that the vendors can meet your ongoing needs.  

In a recent study, Gartner, Inc., a leading IT research and advisory company, asked chief information officers 
about their biggest concerns regarding their firms’ technology vendors. The top four concerns were: 

 Ability to maintain service levels: Service-level agreements are essential in establishing expectations for 
service delivery.  

 Financial viability: Cost is an important issue while searching for the right vendor, but keeping tabs on 
ongoing costs is less common.  
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 IT security: Handing over IT security to a service provider requires a high degree of trust and verification 
of credentials and standards.  

 Regulatory compliance: The services vendors provide may not necessarily comply with all regulations 
affecting a company’s information-technology systems. 

This means that your council has to have plans both for determining how much IT risk you are willing to take on 
and how you will address any problems that arise. 

Technology is an investment that must be managed like any other council asset. Without a plan in place to refresh 
technology assets (such as servers, networks, and software), you may be at risk in several areas:  

 Higher maintenance costs 

 Loss of vendor support 

 Poor performance relative to other technology 

 Security vulnerabilities 

 General inability to conduct business 

Although circumstances vary from council to council, a good rule of thumb is that servers and network gear 
should be replaced every six years and desktop computers or laptops every four to five years. Telephone 
equipment can have a much longer lifespan (up to ten years), as long as parts and support are available. Printers 
and other devices vary so widely in quality that they are replaced as needed. 

Retaining skilled staff is essential to maintaining and operating technology. Should your council lose a key member 
of its team (such as the IT director, or the only person who handles IT at your council), the loss could affect 
operations and could even create a potential security breach. For example, if the outgoing IT director’s accounts 
aren’t disabled and her or his knowledge of internal systems aren’t taken into account, you could find that your 
council is wide open to exploitation.  

Any security breach of your networks, databases, or Web sites has the potential for substantial loss. Industry 
analysts estimate the average cost of a security breach to be between $5 and $10 million, and it can be much 
higher, depending on the extent of the breach. This means you need to develop clearly defined security polices 
and have staff to administer them and technology to support them. In addition, adhering to technology best 
practices discussed in this chapter can minimize the likelihood of a breach. 

Maintaining a secure infrastructure requires skilled staff or qualified managed service providers who are familiar 
with good network design, firewall protection, and anti-virus technologies. You are advised to seek outside 
assistance if you don’t have this skill in-house. 

Your council may be subject to various laws and regulations that require compliance. Non-compliance, in many 
cases, can have a significant impact on your council’s finances and reputation. Examples of the most common 
issues councils face are discussed in the following sections. 
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PCI security standards are technical and operational requirements, set by the PCI Security Standards Council and 
designed to protect cardholder data and reduce the risk of fraud. The standards apply to all organizations that 
store, process, or transmit cardholder data; they also offer guidance for software developers and manufacturers 
of applications and devices used in those transactions.  

Any council that accepts credit-card payments for camp, program, merchandise, or donations is subject to PCI 
compliance. Non-compliance exposes a council to penalties and potential litigation in the case of fraud. Card firms 
can fine a bank $5,000 to $100,000 per month for PCI-compliance violations, depending on severity. Banks will 
most likely pass this fine down to the merchant—that is, your council. In most cases, the bank will then either 
terminate the relationship or greatly increase your transaction fees. 

The risk of litigation or damage to the Girl Scout brand is also significant if your council is found negligent in 
following PCI standards for protecting cardholder data. Forrester Research, a business-and-technology research 
company, estimates the cost of a data breach to be between $90 and $305 per record, in terms of legal fees, call 
centers, PR fees, and liability. If you are a 20,000-member council, for example, this translates into a potential cost 
of $1.8 million to $6.1 million! 

The PCI Security Standards Council offers an overview of the standard.  

Electronic discovery (eDiscovery) refers to any process in which electronic data is sought, located, secured, and 
searched with the intent of using it as evidence in a civil or criminal legal case. Councils are bound by law to 
preserve electronic data in the event of a court-ordered litigation hold. Upon notice that a lawsuit has been 
commenced or if it is reasonably anticipated that a lawsuit may be brought, your council is under legal duty to 
preserve all evidence—hard copy or electronic—that might become relevant to the lawsuit.  

Although the discovery process itself may not affect councils, the penalties for non-compliance can be severe. It’s 
recommended that your council develop an eDiscovery policy and have it reviewed by your legal counsel. 

Enacted by Congress in 1998, COPPA places parents in control of what information is collected online from 
children under 13 years of age. Operators of commercial Web sites and online services directed to children under 
13 that collect, use, or disclose personal information from children—as well as operators of general audience Web 
sites or online services with knowledge that they are collecting, using, or disclosing personal information from 
children under 13—are bound by COPPA rules. Significant fines and potential liabilities can accompany COPPA 
violations. Make sure your processes of capturing data about girls under 13 are COPPA compliant. “The Children's 
Online Privacy Protection Act (COPPA)” section of Chapter 7 also covers the application of COPPA at Girl Scout 
councils.  

Be aware of the various state and federal privacy laws that may affect your council. Laws vary from state to state; 
consult your legal advisors to understand which privacy rules are in effect in your location. A violation of 
electronic privacy can result in significant fines and litigation against your council. As a general rule, your council 
needs to define an IT privacy policy that is in compliance with the law and post it on your Web site(s).  

https://www.pcisecuritystandards.org/pdfs/pci_ssc_quick_guide.pdf
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Acts of nature may affect your council’s ability to access and use your technology. A formal Disaster Recovery Plan 
(DRP) sets forth a plan of action in case a major event affects your computing assets for an extended period of 
time. 

Examples of disaster include: 

 Severe storms and floods  

 Fire  

 HVAC or other equipment failure  

 Data theft 

 Computer viruses, worms, and Trojan horses  

 Equipment theft  

 Physical attack on property or people  

 Disease outbreak  

Develop a DRP that addresses the recovery needs in terms of recovery point (how much data can be lost?) and 
recovery time (how long will it take to recovery systems?). It’s a good idea for your council to conduct regular 
analyses of all applications utilized, including how important they are to business and how business would be 
affected if the application needed to be recovered. A formal business-impact analysis can identify critical 
applications and their recovery objectives and can provide the basis for a DRP. Alternatively, you may want to rely 
on a vendor to provide disaster recovery services; in this case, be sure that recovery objectives are clearly spelled 
out in any contract and that evidence of recoverability is reviewed periodically.  

Gartner, Inc. presents a framework for technology risk management as a series of steps that include technology 
governance, execution, monitoring, and feedback.  

A technology governance plan is crucial in describing where technology ownership and decision-making authority 
lie—usually at your council’s executive level. The overall responsibility for IT risk management is assigned to one 
individual at your council. This part-time role is responsible for designing and running the IT risk-management 
process, including setting IT policy, identifying and prioritizing risk, and tracking progress. This individual does not 
necessarily personally mitigate risks, but she or he is accountable for your council’s overall IT risk management.  

Execution and monitoring includes several tasks:  

 Conduct a risk assessment. Define and categorize areas of risk. Categories and their definitions serve as a 
checklist to help technical experts identify and assess risks. They can also help your council prioritize and 
monitor risks by grouping similar risks (such as denial-of-service attacks and virus outbreaks) together.  

 Prioritize risks. Risk is a function of the likelihood that a given event will occur, coupled with the potential 
impact to your council on business, finances, or reputation. For example, even if the likelihood of an event 
(such as if a key vendor goes out of business) is small, the impact may be very large, which would 
constitute a significant risk to your council. Conversely, a high-impact event might still present a low risk if 
the likelihood of occurrence is small. Part of the risk-management process involves categorizing and 
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prioritizing risks based on their likelihood and potential impact. High-impact, high-probability items are 
addressed before low-impact, low-probability items. 

 Manage and mitigate risks. Not all risk can be eliminated; instead, your council develops appropriate 
mitigation plans to reduce either the probability of an event or the impact on your council if the event 
occurs. Awareness of vulnerabilities will usually point the way toward possible strategies for risk 
mitigation. For example, policies that require strong, frequently updated passwords can reduce the 
probability of malicious attack.  

 Consider the purchase of Cyber Liability/Technology Errors and Omissions coverage. GSUSA has 
sponsored this program coverage available to all councils through Wells Fargo Insurance Services. For 
additional information, contact the Risk Management & Insurance Department at GSUSA. 

 Be proactive. Keep your council’s risk-mitigation strategies as proactive as possible. In some cases, total 
mitigation may be impractical—such as relocating a data center out of a flood zone—but a disaster 
recovery plan can describe acceptable, less costly alternatives. Remember that strategies often overlap 
and don’t need to be complex; backing up servers and desktops on a daily basis protects against a variety 
of events. 

Create a log to record and track all IT risks. Typically, the risk log should identify the risk itself, the business 
impact, and the likelihood of occurrence. The log also tracks the actions planned and progress made toward 
mitigation.  

 Frequently Asked Questions about COPPA 

 eDiscovery Resources 

 Federal and State Privacy Laws Explained 

 PCI Security Standards Council 
 

http://www.ftc.gov/privacy/coppafaqs.shtm
http://www.discoveryresources.org/
http://www.bbbonline.org/UnderstandingPrivacy/library/fed_statePrivLaws.pdf
https://www.pcisecuritystandards.org/pdfs/pci_ssc_quick_guide.pdf
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Girl Scout Merchandise (GSM) advises councils how to develop and operate council retail stores. The objective of 
the retail operation is to impact membership through the development and distribution of contemporary Girl 
Scout–branded products and the execution of a national licensing strategy. Risk management is critical to realize 
the significant business opportunity that exists for council retail stores to:  

 Grow income for both your council and GSUSA 

 Enhance the Girl Scout brand  

 Provide high-quality products and services to meet the needs of girls, volunteers, and the community in a 
safe, healthy environment 

GSUSA appoints Girl Scout councils as authorized distributors for the sale of official: 

 Uniforms 

 Insignia 

 Badges/awards 

 Accessory equipment  

 Publications  

 Products produced by GSUSA and officially licensed vendors  

The official Girl Scout Council Shop Agreement regulates the purchase, handling, and sale of all Girl Scout 
merchandise at all Girl Scout council retail store locations, branches, and online.  

The Girl Scout Council Shop Agreement states that council shops:  

 Maintain an adequate credit rating and reputation in the community. With regard to credit/debit card 
numbers and personal financial information collected through customer transactions, your council 
adheres to banking and credit-card-provider guidelines and standards to maintain the privacy and security 
of customer data and confidentiality.  

 Are clearly identified. Your displays are consistent with GSUSA brand guidelines and are in harmony with 
Girl Scouts’ high regard in the community.  

 Carry a complete line of Girl Scout uniforms and equipment. The shop stocks sufficient quantities to 
meet the needs of your membership.  

 Sell and display official Girl Scout items in your Girl Scout departments. These items are purchased from 
GSUSA and officially licensed vendors.  

 Understand that distribution is non-exclusive. GSUSA reserves the right to grant similar retail distribution 
to others if, in the opinion of GSUSA, additional distributorships are needed to fully satisfy the 
requirements of the Girl Scout membership in a geographic area.  

Any council selling official Girl Scout merchandise is responsible for seeing that all retail sales activities are 
planned and carried out to safeguard the health, safety, and well-being of members and customers. Your council 
shop is bound by all federal, state, and local laws and requirements related to operating retail establishments. 
Among these, your shop facilities must meet the Americans with Disabilities Act accessibility guidelines. In 
general, these guidelines require shops to provide reasonable access based on store design and layout; they also 

https://pearl.girlscouts.org/communities/2010/3d602a8a-f23c-468b-8dc6-9926157f2b1c/Files/Council%20Shop%20Agreement%20Reference%20Sample%20Copy%20Aug%202010.pdf
file:///C:/Documents%20and%20Settings/jbowes/Local%20Settings/Temporary%20Internet%20Files/Content.Outlook/Americans%20with%20Disabilities%20Act
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ensure the accessibility of aisles, fixtures, stairs, ramps, and signage. Regulatory guidelines are subject to change; 
check the ADA site regularly to make sure that your shop is compliant. 

Your council also is responsible for protecting the assets of its store, including the inventory, which is valued as a 
verifiable asset. Maintaining adequate insurance coverage for the store’s physical space and business operations 
is another form of protection—see the “Transferring Risk” section of Chapter 14. 

Please keep the following product guidelines in mind as you operate your council shop. 

Every product sold in connection with a council-sponsored sale bears the Girl Scout name and servicemark, either 
on the product or on its packaging. Every item bearing any of the registered Girl Scout names, logos, or marks 
purchased or developed for resale, including items to be sold in council-sponsored product sales, is 

 Purchased from a GSUSA-licensed vendor, or 

 Purchased from Girl Scout Merchandise, or 

 Produced with prior approval from GSUSA when items are not readily available from a licensed supplier 

Every item bearing the Girl Scout name and servicemark, including items for resale or non-resale by councils, 
conforms to GSUSA’s Girl Scout Graphic Guidelines, found within the Girl Scout Brand Identity Center. 

The Consumer Product Safety Improvement Act (CPSIA) imposes requirements on companies that manufacture 
and import consumer products intended for children aged 12 years and younger. All merchandise sellers and 
manufacturers are bound by the requirements, which include: 

  Strict lead content standards on toys and children’s products 

  A ban on phthalates (chemicals used in some plastics) in products marketed to children 12 and younger 

It is unlawful to market products that exceed the lead content standards to children age 12 and under as gift 
incentives or for retail sale. Everything offered for sale (including products from GSM and from licensed and non-
licensed vendors) must be in compliance with legal requirements.  

The act also sets requirements for third-party testing, certification, labeling, and product standards. Among them, 
the law states that merchandise produced after November 12, 2008, for children under 12 years of age, must be 
accompanied by vendor certification that the product complies with all applicable standards. GSM is working with 
its manufacturers and vendors regarding the law, and will continue to communicate with your council regarding 
any further actions necessary to meet the legal guidelines. GSM and its licensees are responsible for 
implementing a compliance program to ensure that all GSM products adhere to the new lead and phthalate limits.  

To make sure your council shop is compliant with the act:  

 Review the CPSIA summary. 

 Identify product purchased from licensed and non-licensed vendors. 

 Contact licensed vendors directly to determine whether they are compliant with lead content standards 
for all products—whether for sale or for free distribution—for children 12 and under.  

 Contact all non-licensed vendors directly to ensure that any products your council store purchased from 
them are compliant with the standards. Note: If your council chooses to work with unlicensed or 
unapproved vendors, it’s a good idea to require that they provide assurance that they are aware and 

https://pearl.girlscouts.org/communities/supercommunities/61274a8c-575e-4558-82a6-234fe0c7bf23/discussions/flat.aspx?RootFolder=https://pearl.girlscouts.org/communities/supercommunities/61274a8c-575e-4558-82a6-234fe0c7bf23/Discussions/BRAND%20IDENTITY%20C
http://www.cpsc.gov/
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willing to comply with the requirements of the CPSIA. This may mean implementing a compliance 
program or instituting some other testing program that meets the standards set by the statute. 
Ultimately, any consumer product sourced from an unlicensed vendor or unapproved vendor should also 
meet all statutory and regulatory requirements.  

 Consult your council’s legal counsel on how to comply with all laws applicable to such products.  

Given the prevalence of online commerce in today’s retail industry, many Girl Scout councils have taken their 
shops online. If you have an online retail components, you can amend your Shop Agreement to authorize the 
online promotion and sale of licensed Girl Scout products. The terms and conditions of your council’s Shop 
Agreement apply to e-commerce, as well.  

Keep the following guidelines in mind: 

 Any portrayal of GSUSA products or any reference to Girl Scouts on your council’s Web site must meet 
site standards and requirements. 

 Only high-quality photographs or artwork of GSUSA products that accurately depict the product can be 
used.  

 Descriptions must also be complete and accurate, without material misstatements or omissions. 

 Present only GSUSA items that your council is authorized to sell from its shop on your council store’s site. 

 List all prices in U.S. dollars.  

 Use commercially available software to process electronic ordering and payment transactions in a secure 
environment. 

 Ship within three business days, subject to availability of product and confirmation of customer’s 
payment. 

 If a product is out of stock, follow the Federal Trade Commission’s Mail or Telephone Order rule and 
notify customers.  

As the shipping distributor, your council—and not GSUSA—is responsible for returns of GSUSA products. 
Distributors provide customer support via e-mail and/or a toll-free telephone number Monday through Friday for 
both pre- and post-sale inquiries. Distributors do not offer GSUSA products for sale via auction, through its 
authorized Web site, or in any other way, without explicit permission in writing in advance by GSUSA.  

Your online council shops must abide by all applicable laws, rules, and regulations relative to the trade, including 
those related to the collection of sales tax; your online shop also operates under current and future GSUSA 
policies regarding Internet sales.  

The safety and security of the customer’s online experience is of the utmost concern. Your council must ensure 
that the appropriate physical, electronic, and managerial procedures are in place to safeguard and help prevent 
unauthorized access, maintain data security, and correctly use the information you collect online. 

Protecting credit-card information is equally important. Utilize Secure Sockets Layer (SSL) technology to protect 
the security of credit card information during transmission—SSL is the industry standard in Internet-encryption 
technology and is a highly sophisticated method of scrambling data as it travels from the computer to a Web site’s 
servers. Your shop also needs to encrypt credit-card numbers when customer place orders and whenever you 
transfer that information to participating bank partners or merchant service providers. 

 

https://pearl.girlscouts.org/communities/2010/3d602a8a-f23c-468b-8dc6-9926157f2b1c/Files/Council%20Shop%20Agreement%20Reference%20Sample%20Copy%20Aug%202010.pdf
http://www.ftc.gov/bcp/edu/pubs/business/adv/bus02.shtm


86 

Unless otherwise noted, all materials—including images, illustrations, designs, icons, photographs, video clips, and 
written and other materials contained on any Girl Scout site—are copyrights, trademarks, trade dress, and/or 
other intellectual properties owned or controlled by Girl Scouts of the USA. Once you have signed the e-
commerce shop addendum agreement, you’ll want to identify your shopping Web site as an officially authorized 
council store site.  

Your council is responsible for constructing and maintaining its shopping site so as not to infringe upon the 
intellectual property rights of others. This topic is covered in more detail in the “Copyrights” section of Chapter 7. 

The Children’s Online Privacy Protection Act (COPPA) protects the personal information of children under the age 
of 13. This applies to individually identifiable information about a child that is collected online, such as full name, 
home address, e-mail address, telephone number, and any other information that would allow someone to 
identify or contact the child. The act and rule also cover other types of information—for example, hobbies, 
interests, and information collected through cookies or other types of tracking mechanisms—when they are tied 
to individually identifiable information. Children under the age of 18 must obtain parental consent to make credit-
card purchases online. If your council has girls purchasing goods online, COPPA applies to you. See “The Children's 
Online Privacy Protection Act (COPPA)” section in Chapter 7 of this guide for more information. 

Everyone in Girl Scouting has a role in protecting the Girl Scout name, servicemark, reputation, and brand image 
against unauthorized, inconsistent, and unlicensed use. That way, we ensure that we maintain high standards of 
excellence and speak with one voice. Careful presentation of Girl Scout products and messages safeguards and 
strengthens the overall brand. Use the Girl Scout Brand Identity Center to select appropriate products and 
messaging regarding the sales and distribution of Girl Scout merchandise. Also share this with licensed vendors. 

 Americans with Disabilities Act 

 Bureau VERITAS Testing Lab  

 Children’s Online Privacy Protection Act (COPPA) 

 Consumer Product Safety Improvement Act (CPSIA) 

 Girl Scout Brand Identity Center 

 Girl Scout Merchandise 

 GSUSA Trademarks and Licensing  

 INTERTEK Testing Lab  

 Toy Industry Association Inc. 

https://pearl.girlscouts.org/communities/2010/3d602a8a-f23c-468b-8dc6-9926157f2b1c/Files/Council%20Shop%20-%20E-Commerce%20Addendum%20%20Agreement%20Sample%20Reference%20Aug%202010.pdf
https://pearl.girlscouts.org/communities/2010/3d602a8a-f23c-468b-8dc6-9926157f2b1c/Files/Council%20Shop%20-%20E-Commerce%20Addendum%20%20Agreement%20Sample%20Reference%20Aug%202010.pdf
http://www.coppa.org/coppa.htm
https://pearl.girlscouts.org/communities/supercommunities/61274a8c-575e-4558-82a6-234fe0c7bf23/discussions/flat.aspx?RootFolder=https://pearl.girlscouts.org/communities/supercommunities/61274a8c-575e-4558-82a6-234fe0c7bf23/Discussions/BRAND%20IDENTITY%20C
http://www.ada.gov/stdspdf.htm
http://www.bureauveritas.com/wps/wcm/connect/by_com/Group/Footer/Home/
http://www.coppa.org/coppa.htm
http://www.cpsc.gov/
https://pearl.girlscouts.org/communities/supercommunities/61274a8c-575e-4558-82a6-234fe0c7bf23/discussions/flat.aspx?RootFolder=https://pearl.girlscouts.org/communities/supercommunities/61274a8c-575e-4558-82a6-234fe0c7bf23/Discussions/BRAND%20IDENTITY%20C
mailto:Productsafetyinquiries@girlscouts.org
mailto:trademarks@girlscouts.org
http://www.intertek-etlsemko.com/portal/page/cust_portal/ITK_PGR/
http://www.toyassociation.org/AM/Template.cfm?Section=FAQs4
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Given the important and integral role fund development plays at Girl Scouts, it’s critical that you plan for the 
possible risks associated with the business of raising money. For example: 

 Potential conflicts of interest that arise in relationships 

 Violations of donor privacy 

 Acceptance of donations from questionable sources  

 Valuation of gifts 

 Performance of due diligence on donated property and assessment of the cost-benefit ratio associated 
with such donations 

 Bequests or gifts that contain restrictive requirements 

A fully engaged, responsible board of directors with a wide range of skills helps guard against these threats to 
your council. The board’s role in managing and overseeing fundraising and fund development-related risks 
includes ensuring that sound fundraising policies exist. As such, councils should have well-developed gift-
acceptance policies about all of the points listed here that define unsuitable gifts or relationships and that help 
guide fundraising professionals in their daily work.  

All fundraising at a council should be governed by criteria used throughout the non-profit world. The first is the 
Association of Fundraising Professionals’ Donor Bill of Rights. To ensure that philanthropy merits the respect and 
trust of the general public, the bill states that donors have the right: 

 To be informed of the organization’s mission, of the way the organization intends to use donated 
resources, and of its capacity to use donations effectively for their intended purposes 

 To be informed of the identity of those serving on the organization’s governing board, and to expect the 
board to exercise prudent judgment in its stewardship responsibilities 

 To have access to the organization’s most recent financial statements 

 To be assured gifts will be used for the purposes for which they were given 

 To receive appropriate acknowledgment and recognition 

 To be assured that information about donations is handled with respect and with confidentiality to the 
extent provided by law 

 To expect that all relationships with individuals representing organizations of interest to the donor will be 
professional in nature 

 To be informed whether those seeking donations are volunteers, employees of the organization, or hired 
solicitors 

 To have the opportunity for their names to be deleted from mailing lists that an organization may intend 
to share 

 To ask questions when making a donation and to receive prompt, truthful, and forthright answers 

All council fundraising professionals, both contracted and staff, should adhere to the Association of Fundraising 
Professionals’ Code of Ethical Principles and Standards. The code addresses ethical standards concerning: 

 Member obligations 

 Solicitation and use of philanthropic funds 

 Access to and use of information 

 Compensation and contracts 

http://www.afpnet.org/files/ContentDocuments/Donor_Bill_of_Rights.pdf
http://www.afpnet.org/files/ContentDocuments/CodeofEthics.pdf
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Your council’s board of directors establishes a committee charged with developing, evaluating, reviewing, and 
recommending fundraising policies, practices, and goals. This committee is valuable because its members are 
involved in the planning and implementation of your council’s fundraising program, in partnership with your 
council’s fund-development staff. The committee also leads the board’s participation in resource development. 
Members of the committee use their peer influence with the board to foster understanding of fundraising and to 
champion support for your council’s philanthropic program development.  

The Internal Revenue Service has specific rules when it comes to how donor information is reported. Your council 
needs to be sure that all your procedures relating to maintaining donor information, acknowledgement of gifts, 
and any associated benefits adhere to IRS rules. The same applies to council procedures and practices relating to 
donation substantiation and disclosure. Consult your council’s finance department regarding adherence to IRS 
regulations. 

Anyone at your council with access to detailed information about donors needs to be informed of the confidential 
nature of the material and maintain donor-privacy standards, which include:  

 All donor information, including address, gift amounts, and history, is kept strictly confidential. 

 Donor records are stored in a secure format in a donor database and retained for as long as the donor 
continues to give to the council, plus seven years. Each member of the fund development staff has her or 
his own password to access the database. This password should not be shared. 

 Hard copies of donor records are stored in files located in the fund development department. All files are 
locked during non-business hours. 

Council members permitted access to donor information are as follows:  

 CEO 

 COO/Chief of Staff 

 Fund Development Committee Chair/Board Chair 

 Fund Development Staff 

 Finance Staff 

Special requests for donor information must be approved by the fund development department director. Staff 
failure to adhere to your council’s guidelines should result in a review and possible termination of employment. 

Fund development operations must be in compliance with the Payment Card Industry Data Security Standard (PCI 
DSS), an industry-established set of requirements designed to ensure that all companies and organizations that 
process, store, or transmit credit-card information maintain a secure environment for that information. For more 
guidance concerning this standard, consult your council’s finance and information technology departments and 
“Payment Card Industry (PCI)” in Chapter 8 of this guide. 

  

http://www.irs.gov/pub/irs-pdf/p1771.pdf
https://www.pcisecuritystandards.org/pdfs/pci_ssc_quick_guide.pdf
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Your council must establish gift-acceptance policies and follow them. These policies define the types and forms of 
assets and gifts that are acceptable. By following these policies, your council prevents the acceptance of gifts that 
cost time, money, and—possibly—your council’s reputation. The policy maintains discipline by specifying 
conditions where the contribution should be declined. It also educates and directs the staff and board of directors 
about critical issues triggered by certain gifts.  

When considering use of outside professional fundraising counsel or service, solicit several competitive bids and 
make sure that all contracted fundraisers are registered as professionals with the attorney general in your 
state(s). Also, in accordance with specific state requirements, verify that all necessary filings have been made 
before the work begins. 

Your council must also properly report all required information regarding use of outside professional fundraisers, 
amount of funds raised, and the related fundraising expenses required by state and federal governments. Finally, 
report the gross amount of funds raised by the contracted fundraiser on your council’s financial statement. 

 Association of Fundraising Professionals’ Donor Bill of Rights 

 The Association of Fundraising Professionals’ Code of Ethical Principles and Standards  

 Internal Revenue Service rules regarding donor information  

http://www.afpnet.org/files/ContentDocuments/Donor_Bill_of_Rights.pdf
http://www.afpnet.org/files/ContentDocuments/CodeofEthics.pdf
http://www.irs.gov/pub/irs-pdf/p1771.pdf
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Financial practices are affected by your council’s wider culture. The financial component of your risk-management 
plan describes the strategies for managing risks and protecting the mission and financial assets of your council. 
These risks are the solicitation, spending, tracking, and reporting of financial resources as they relate to 
compliance, oversight, internal controls, and reporting.  

Ethical behavior means doing the right thing despite external pressures. A council-developed ethics policy that 
guides the conduct of your employees and representatives can provide guidance. Most importantly, make sure 
your policy creates an environment that promotes ethical conduct, and that evidence of this shows up in every 
financial practice and transaction your council undertakes.  

In addition, prepare external financial reports according to generally accepted accounting principles and, if you 
receive government grants, adhere to government auditing standards.  

Because your council is a 501(c)(3) not-for-profit, you must comply with federal tax-exempt regulations regarding 
the following: 

 Public disclosure: IRS Form 990, Return of Organization Exempt From Income Tax, and Form 990-T, 
Exempt Organization Business Income Tax Return, are open to public inspection. Ensure that you have 
procedures in place to comply with the IRS requirements. 

 Substantiation/disclosure related to donations: Ensure that you have systems in place to carry out donor 
restrictions and acknowledgements. 

 Private benefit: A section 501(c)(3) organization must not be organized or operated for the benefit of 
private interests. This means that no part of the net earnings of a section 501(c)(3) organization may 
benefit any private shareholder or individual. (A private shareholder or individual is a person having a 
personal and private interest in the activities of the organization.) Work with your legal counsel, as 
necessary.  

 Lobbying/political campaigns: Under the Internal Revenue Code, all section 501(c)(3) organizations are 
prohibited from directly or indirectly participating in, or intervening in, any political campaign on behalf of 
(or in opposition to) any candidate for elective public office. Certain activities or expenditures may not be 
prohibited, depending on the facts and circumstances. Be sure your council is in compliance with these 
rules.  

 Unrelated business income: Unrelated business income is income from a trade or business, regularly 
carried on, that is not substantially related to the charitable, educational, or other purpose that is the 
basis of the organization’s exemption. Ensure your council has systems in place to identify income from 
unrelated business activity and files the 990-T when $1,000 or more is generated from the activity.  

It is the responsibility of your council’s board of directors to provide oversight of your council’s financial reporting 
and protection of assets. In a transparent and independent manner, board members provide management 
oversight, stay educated on finance-related matters, and vote on recommendations brought forth by the audit 
and finance committees. According to the Non-Profit Risk Management Center, “Board members cannot abdicate 
their responsibility for providing thoughtful fiscal oversight. Any evidence that one or more board members do 
not understand the financial presentations should be addressed with prompt training and assistance.” 

http://www.irs.gov/pub/irs-pdf/f990.pdf
http://www.irs.gov/pub/irs-pdf/f990t.pdf
http://www.irs.gov/pub/irs-pdf/f990t.pdf
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Board members: 

 Review interim financial statements, as compared to budget 

 Approve the annual audited financial statements and management letters 

 Review the annual IRS Form 990 

 Prepare and approve meeting notes or minutes on finance topics  

A council’s finance committee is a standing committee of the board of directors. The finance committee focuses 
on the big picture, making sure your council has a budget and systems in place to protect assets and financial 
reporting. With its understanding of the external financial climate, the finance committee makes financial 
recommendations to the board based on information provided by council staff. 

A council’s audit committee, although also a standing committee of the board of directors, oversees proper 
external review of your council’s audited financial statements, as well as the organization’s risk management to 
include monitoring the internal control environment. Each member is free of any relationship that would interfere 
with her or his individual exercise of independent judgment.  

In addition, many councils have active investment committees that are either subcommittees of your council’s 
finance committee or separate from it. The investment committee regularly reviews your council’s investment 
managers and ensures the allocations are appropriate for your council’s investment philosophy and spending 
needs.  

Effective internal controls are achieved through an integrated system of people, records, and procedures 
designed to enhance the safeguarding of assets and the reliability of your council’s financial information. They 
improve the quality of financial information and reduce the possibility of error, mismanagement, and fraud. 
Systems are affected by organizational and external changes, so periodic review is essential. 

One key to an effective internal control system is the segregation of duties, which requires that your council’s 
organizational chart and job descriptions are up-to-date. The following responsibilities need to be assigned so that 
no individual controls all aspects of processing a transaction: 

 Cash receipts: All cash receipts coming into your council are promptly deposited, properly recorded, 
reconciled, and kept under adequate security. This applies at various council offices, through your 
council’s Web site, and with staff who accept activity or program funds outside the office. One of the 
biggest risk areas at a council surrounds cookie sales, because sales are conducted outside the office by 
girls and volunteers. These sales often make up more than half a council’s budget. 

 Cash disbursements: Funds leave your council only upon proper authorization of management and only 
for valid business purposes. All disbursements are recorded and reconciled in a timely manner. Internal 
controls account for disbursements through various offices, check payments, petty cash, ACH/wire 
transfers, benefits, expense reimbursements, debit cards, and credit cards.  

 Payroll disbursements: Management gives proper authorization to ensure that only bona-fide employees 
receive pay. The transactions are properly recorded and comply with related legal requirements. Systems 
are in place to ensure accuracy, proper approval, reconciliation, and compliance in this area.  

 Fixed assets: Council-owned land, buildings, and equipment are acquired and disposed of with proper 
authorization. The transactions are adequately safeguarded and properly recorded. Systems are in place 
to oversee the purchase, donation, and disposition of fixed assets, including ensuring appropriate 
insurance replacement coverage.  
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 Inventory: Your council retains control of all aspects of retail merchandise inventory, including purchase, 
disposition, and handling of markdowns and interdepartmental transfers.  

 Non-cash items: Your council’s systems are in place to ensure proper recording and reporting of pledges 
and in-kind donations.  

Periodic review of these systems is essential to ensuring its success. Changes in the types of funding and 
transactions that occur can necessitate a revised system, as can changes in staffing and operations. Cost-benefit 
analysis is effective in determining whether recommendations for improving the internal control system are 
justified. 

While your council can’t avoid all financial risks, proper internal controls and proper insurance can reduce the 
impact of loss. Some ideas about controlling risk to consider: 

 Read and understand your insurance policies so you are clear on what is and is not covered. 

 Partner with a competent insurance advisor.  

 Determine who reviews and approves coverage. Ensure the individual who reviews and recommends 
coverage has the right expertise.  

 Stay current on insurance trends and legal cases. 

 Educate staff and vendors about your insurance coverage.  

Your council’s internal controls are only as strong as your policies and procedures for implementing them. This is 
accomplished when all your council’s practices are effectively designed and documented, staff and volunteers are 
aware of all expectations, and internal controls are reviewed periodically. 

Every council needs an accounting manual (in electronic and/or hard copy), a one-stop shop for your council’s 
system of approved policy statements, corresponding procedural guidelines, and related forms. In addition, the 
following are recommended for your council, either by law or industry practice:  

 Whistleblower: Whether part of personnel policies or the employee handbook, this policy protects 
individuals who come forward with information on financial improprieties. 

 Record retention and document destruction: This guideline describes the protection and preservation of 
organizational documents. 

 Investment and spending: These policies touch on both long- and short-term strategies to protect and 
manage funds. Examples include disbursements from trusts, endowment spending, and implications of 
the Uniform Prudent Management of Institutional Funds Act (UPMIFA), if passed by your state.  

 Gift acceptance: These guidelines determine how gifts are accepted, restricted, used, and acknowledged, 
including donations made below the council level, such as at service units.  

 Contract bidding and signing authority: These practices surround the authority level of staff, 
management, and volunteers for signing contracts, checks, and encumbering your council. See the “Basic 
Principles of Contracts and Other Agreements” section for further details. 

 Executive compensation: In setting salaries for your executives, you follow a three-step process 
mandated by the federal government; an independent committee or group within your council looks at 
executive compensation at similar organizations and documents the process and the compensation in 
writing. See the “Compensating and Recognizing Employees” section in Chapter 12 for additional 
information. 
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Timely and accurate financial reporting allows your council to make the best decisions possible, and it all begins 
with budgeting. A budget is the financial interpretation of a work plan that allows input from all levels of the 
organization. Prepared prior to the beginning of the fiscal-year end, your budget includes the following: 

 Operating budget: Solid projection of the sources of income and uses of resources for a minimum of a 12-
month period 

 Capital budget: Projection of the capital needs for land, building, and equipment, as well as related costs 
above and beyond your council’s capitalization policy. 

 Cash-flow budget: If you have limited cash flow or significant accrual adjustments, prepare a separate 
monthly cash-flow projection to reconcile the operating budget with cash flow.  

Your council forms a financial plan that starts with creation of the operational plan and ends with approval by 
your council’s board of directors. In between, decisions are made that allow everyone at your council to 
understand what’s going on. The process involves: 

 Choosing whether the budget will be balanced or show a surplus or deficit 

 Updating a chart of accounts that reflects current accounting standards and council operations 

 Determining where non-cash items—such as depreciation, in-kind contributions, and unrealized losses—
are reflected 

 Deciding who’s involved in the preparation, review, approval, and monitoring of the budget  

 Creating a timeline with milestones (actions with due dates) 

 Determining the allocation of resources to fund the plan 

It is recommended that your council have a budget-monitoring process to review finances on a regular basis and 
establish follow-up steps if actual results differ from projections. A good way to monitor the budget is to prepare 
interim financial statements within 10 business days of the end of each month—including accrual entries—and 
analyzing the results. Be sure your process clearly states which staff and volunteers prepare, review, approve, 
monitor, and receive information for these statements, in what time period, and what follow-up actions are 
required to respond to the circumstances driving current or anticipated budget variances. 

Like every Girl Scout council, you’ll need an independent external accountant to conduct an annual audit of your 
financial statements within four months of your fiscal-year end. Establish clear guidelines on your commitment to 
timely and accurate year-end financial statements, which include the staff responsible to prepare, review, 
approve, and receive the audited financial statements and in what time period. Best industry practice has the 
annual financial statements reviewed by the audit committee and approved by the board of directors. 

A companion piece to the audit is a management letter prepared by the independent external accountant. A high 
performing Girl Scout council will address the comments in the management letter and establish clear guidelines 
on who prepares responses, receives and reviews the letter, and monitors the follow up. What items are followed 
up on and how they are followed up on are risk-management decisions.  

https://pearl.girlscouts.org/Resources/Chart_of_Accounts_Structure_May_09.pdf


94 

Pepare and submit your local, state, and Internal Revenue Service tax and informational filings in a timely and 
accurate manner, following the plan you established for preparation, review, and filing. Pay special attention to 
IRS Form 990, 990-T, and payroll taxes. For additional guidance, contact your council’s tax attorney and 
independent external accountant, and consult the IRS.  

 American Institute of CPAs 

 BoardSource 

 Ethics Resource Center 

 Financial Accounting Standards Board 

 Internal Revenue Service 

 SAGE MIP Start-up Kit 

http://www.irs.gov/charities
http://www.aicpa.org/
http://www.boardsource.org/
http://www.ethics.org/
http://www.fasb.org/
http://www.irs.gov/charities
https://pearl.girlscouts.org/Resources/B5_Start_Up_Kit_v2_Apr09.pdf
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Your council’s human resources are critical to achievement of your goals. Staff-related expenses typically absorb a 
substantial share of a nonprofit’s monetary resources, and Girl Scout councils are no exception. Based on recent 
financial data, Girl Scout councils spend an average of 59 percent of budgets on the employment costs of salaries, 
benefits, and taxes. 

Although the contributions made by paid staff are critical to a council’s success, employing paid professionals 
poses its own unique set of costs, challenges, and risks. Your council doesn’t have unlimited resources with which 
to realize the Girl Scout mission, so it’s important to get the most out of staff resources while mitigating 
employment-related risks. In other words, your council needs to strike a healthy balance: Be aware of 
employment-related risks and how to mitigate them, but stay flexible enough to attract and retain top talent. A 
blend of both will aid your council’s work.  

The success of a council’s HR program is set largely by the HR philosophy it adopts. A sample HR philosophy 
statement for Girl Scout councils (excerpted here) is available in the Human Resources Policy Guidelines for Staff 
in Girl Scout Councils, a GSUSA-provided template for HR policy development. The philosophy statement may be 
used as a preface or introduction to a staff policy manual. 

ABC Council staff members are employed as strategic partners to promote Girl Scouts by directing and 
coordinating the goals of the organization and by providing and administering the Girl Scout program. ABC 
Council is committed to a work environment in which relationships are characterized by dignity, honesty, 
courtesy, respect, and equitable treatment. ABC Council strives to provide opportunities for participation, 
challenge, broadening experiences, and advancement. The organization also tries to provide a work 
environment in which employees receive support, recognition, and appreciation for jobs well done. These 
human resource policies seek to reflect these commitments. 

ABC Council is responsible for keeping abreast of the changing needs of the organization and new legislation, 
regulations, and trends. ABC Council ensures that policies are revised to reflect internal and external changes, 
provides for appropriate interpretation, and works with management to ensure that policies are adhered to. 
Supervisors and managers are responsible for ensuring that staff members are informed of and understand 
their obligations, rights, and privileges as employees of ABC Council. All regular full-time and part-time 
employees are expected to adhere to all policies.  

This philosophy and the supporting policy statements form the foundation of your council’s HR program and 
provide a framework within which risk-management decisions can be made. Randall S. Schuler, a professor of 
human-resources management at Rutgers University, explains the development and implementation of an HR 
strategy through the alignment of the “Five Ps”:  

 An organization’s HR philosophy reflects its core values and culture. It expresses how to treat and value 
people. Girl Scout staff members are strategic partners in the Movement, and a high value is placed on 
their ongoing well-being and development.  

 The HR policies of an organization express and apply its values and philosophy. HR policies establish 
guidelines for action on people-related business issues and the establishment of HR programs in the 
organization. Policies and their content set risk-tolerance levels and risk-management strategies related 
to personnel. The Human Resources Policy Guidelines for Staff in Girl Scout Councils can help your council 

https://pearl.girlscouts.org/Resources/HR%20Policy%20Guidelines%20for%20Councils.doc
https://pearl.girlscouts.org/Resources/HR%20Policy%20Guidelines%20for%20Councils.doc
https://pearl.girlscouts.org/Resources/HR%20Policy%20Guidelines%20for%20Councils.doc
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create a system of HR policies and procedures that minimize and mitigate exposure to employment-
related risk. 

 HR programs in an organization are its human-resources strategies in action. These all can be used to 
address major people-related business issues, reduce risk, and initiate change. They include 
management/supervisory development programs featuring training on topics such as safety, sexual 
harassment, and EEO compliance. 

 HR practices are the actions and activities of those in managerial, operational, and leadership roles within 
the organization. But practices can’t work if they’re not actually implemented. The implementation of 
risk-management practices contributes heavily to their success or failure. Leaders and managers set the 
tone by modeling expected behaviors and making a good-faith effort to abide by policies and address 
infractions. 

 HR processes are how HR activities are carried out. For example, the execution of an organization’s 
performance-management process can be a good illustration of process and practice in action. An 
effective performance-management program is demonstrated by ongoing and frequent exchanges 
between employees and supervisors. In these exchanges, supervisors provide suggestions, feedback, and 
coaching, and employees freely ask for support and guidance. At the other end of the spectrum is a weak 
performance-management program, characterized by little meaningful performance dialogue between 
employee and supervisor other than a perfunctory annual meeting and form-completion exercise. 

For most councils, developing an HR philosophy statement is the first step in establishing HR policies and 
programs, and GSUSA’s Human Resources Policy Guidelines for Staff in Girl Scout Councils can provide support. 
Choose the format that will serve your council best; the format can vary from an online resource posted on your 
council’s intranet site to a traditional printed manual distributed to incoming employees. Some of the decisions 
your council may make in regard to its HR policies include: 

 Will your council establish a single resource or one for each category of employees (for example, regular 
versus seasonal)? 

 How often will the resource be reviewed and updated, and by whom? 

 How will employees be notified of policy changes? It is most effective to employ a multi-pronged but 
consistent approach to policy-change notification; this could include hard copy and electronic copy 
distribution as well as meetings. 

 How and when will new employees receive the resource? The initial orientation is a great time to 
introduce new employees to the HR policies; it’s a good idea to have new employees sign a statement 
acknowledging that they have received and reviewed the policies. 

 Will the resource contain only broad policy statements or policy and procedure? This decision is up to 
your council; however, here are some guidelines to give you some guidance on format and critical areas 
to include. 

 What is the system for initiating and implementing policy changes? Board and staff roles and 
responsibilities regarding policy-setting and enforcement should be clarified to avoid confusion and 
oversights. 

Policies not practiced are useless and can even be detrimental to your council. In fact, it is sometimes less risky to 
have no policy in place than to have a policy in place but not follow it consistently. One overall approach to take in 
assessing how well the HR system and processes are actually working is to conduct an overall HR systems review 
or audit. A full-scale audit can provide a wealth of information, including identification of areas of risk exposure 
related to your council’s HR components. Human resources audits normally address all components of an 
organization’s HR systems, including:  

https://pearl.girlscouts.org/Resources/HR%20Policy%20Guidelines%20for%20Councils.doc
https://pearl.girlscouts.org/Resources/HR%20Policy%20Guidelines%20for%20Councils.doc
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 HR planning and policy 

 HR recruitment, screening, selection and placement 

 Organizational design and development 

 Compensation and benefits 

 Performance management and employee relations 

 Human resources information systems and record-keeping 

 Employee health and safety 

Most audits take the form of a checklist or inventory of each component. As the audit progresses, you gain a 
sense of what is working well, what needs to change, and in what order these items need to be addressed. Audits 
can reduce or eliminate the incidence of lawsuits and complaints, prevent your council from incurring fines or 
penalties, help protect Girls Scouts’ reputation as an employer, and increase the effectiveness and efficiency of HR 
practices.  

The GSUSA HR consulting unit’s Mini HR Audit Tool, which is available from your council’s assigned HR consultant, 
can help your council. In addition, the HR consultant assigned to your council is available to assist with a thorough 
assessment of your council’s HR systems, from employee recruitment through termination. One note of caution: if 
your council decides to conduct an HR audit, you must be prepared to follow through on addressing areas that 
need attention. Uncovering an employment infraction or irregularity, and then willfully neglecting to address it, 
places your council at greater risk than if your council had not uncovered the infraction at all. One step you can 
take to ensure that the results of an audit do not create additional legal liability is to have the audit conducted by 
your council’s employment attorney; the audit process would then enjoy the legal protections afforded under 
attorney/client privilege and would avoid unnecessary third-party access and exposure. This will also ensure that 
your legal counsel is aware of areas of exposure and poised to assist your council in taking necessary action. 

Independent Contractors versus Employees 

If you decide to pursue an independent contractor arrangement rather than hiring an employee, you need 
to ensure that the independent contractor relationship conforms to governmental regulations on 
independent-contractor-versus-employee status. In principle, classifying workers as independent 
contractors denotes that they control the means and methodology of their services. Use of independent 
contractors can be a prudent choice in terms of efficiency and cost but can also be risky if the re lationship is 
not properly characterized and classified. If workers are misclassified, the potential damages can include 
huge amounts in unpaid benefits, taxes, and penalties. For-profit and nonprofit organizations alike can find 
themselves the targets of state or IRS challenges on the independent contractor and/or temporary worker 
classification.  

Independent contractors can be broadly defined as workers who contract with the hiring party to provide a 
specific result under only limited supervision. In general, a worker is presumed to be an employee unless 
the employer can demonstrate her or his independent contractor status. Confusing matters even further, 
there is no hard-and-fast definition for an independent contractor. Check out Independent Contractor or 
Employee?, the GSUSA HR consulting unit’s advisory on the employee-versus-independent-contractor issue.  

A basic building block of the HR foundation is a detailed set of job descriptions, based on an assessment and 
analysis of the job functions and skill sets needed to perform the work. The job descriptions establish your 
council’s job expectations for hiring, promotion, performance-management, and succession-planning processes. 
GSUSA has a variety of tools, resources, and services available to assist councils in this process, including job-

https://pearl.girlscouts.org/Resources/Independent%20Contractor%20or%20Employee-Updated%20April%202010.doc
https://pearl.girlscouts.org/Resources/Independent%20Contractor%20or%20Employee-Updated%20April%202010.doc
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description templates, sample job descriptions, competency models (outlining required knowledge, skills, abilities, 
and attributes), as well as job-analysis and salary-administration support through GSUSA compensation services.  

Accurate job descriptions also assist a council in its effort to comply with a variety of legal regulations, including 
but not limited to:  

 Classifying incumbents as exempt or nonexempt under the overtime provisions of the Fair Labor 
Standards Act, as discussed in the GSUSA FairPay Advisory  

 Identifying essential job functions for compliance with the Americans With Disabilities Act, as 
documented in job descriptions or through a position-content questionnaire 

 Establishing job qualifications and screening criteria in accordance with Equal Employment Opportunity 
regulations  

 Performing industry-standard levels of background checking and screening to ensure that the applicant is 
an appropriate fit for the job and poses no undue risk to your council and its constituencies.  

Be sure to see “Recruiting Volunteers” in Chapter 3 for more on volunteer job descriptions. 

When the content of a job (the responsibilities and duties) and the context within which it is executed (the degree 
of supervision provided and the physical environment) are clearly described and documented in the job 
description, it becomes easier to determine the knowledge, skills, abilities, and experience an applicant needs to 
perform the job effectively. Equipped with a thorough understanding of job content and context, the employer is 
then able to mitigate two hiring risks: 

 Inappropriately screening out qualified candidates and thereby artificially narrowing the talent pool; this 
may result in charges of discriminatory hiring practices and could deprive the organization of needed 
talent. 

 Failing to screen out—and therefore possibly hiring—a candidate who subsequently harms your council, 
its reputation, and/or its constituents (including employees, clients, and customers). In some instances, 
this may lead to claims of negligent hiring, which occur when employers fail to follow proper screening 
procedures and employ an individual who subsequently does harm to others in the course of her or his 
employment. Your council may incur liability if you knew or should have known that the individual posed 
a threat to others and yet you proceeded to place the individual in a position in which she or he could do 
harm. For example, if your council fails to conduct background checks on camp counselors and hires a 
convicted felon who subsequently abuses a child, your council could be held liable for negligent hiring.  

As explained in the EEOC Compliance Manual, the law allows each employer to decide who should be hired or 
promoted based on application of sound business judgment in relation to business needs. Your council must 
therefore establish and leverage your own recruitment, hiring, and placement system to support your business 
strategies; however, the law sets regulatory parameters to which all employers must adhere. Girl Scouts sets 
national policy that we don’t discriminate. In addition, the law prohibits your council from treating applicants 
differently based on a legally protected characteristic such as: 

 Race 

 Color 

 Religion 

 Sex 

https://pearl.girlscouts.org/Resources/FairPay%20Advisory.zip
http://www.dol.gov/dol/topic/disability/ada.htm
http://eeoc.gov/employers/index.cfm
http://www.eeoc.gov/policy/docs/race-color.pdf
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 National origin 

 Citizenship 

 Age 

 Genetic information 

 Other characteristics whose protection may vary by state, such as sexual orientation  

For example, an employer who is hiring day-care workers cannot require that all male applicants possess two 
years of prior work experience caring for young children, while requiring that all female applicants possess just 
one year of prior experience, based on an assumption that females are better with young children. In this 
instance, the hiring supervisor would be treating the applicants differently based on their sex, in essence using sex 
as a motivating or determining factor for an employment decision. The only exception to this rule would be in the 
event that sex is a bona fide occupational qualification; in other words, you must be a particular sex in order to 
perform the functions of the job (such as a women’s restroom attendant).  

The law also prohibits employers from using selection criteria that may appear neutral but actually have a 
significant discriminatory effect on a protected group. Your council could face trouble if it is unable to prove that 
the criteria are job-related and consistent with business necessity. A common example of this involves setting 
educational requirements that cannot be justified by job content or business needs. For example, a college 
department head may decide to require a college degree for all clerk typist positions in the department, believing 
college-educated workers fit into the environment better than those without a college diploma. This degree 
requirement appears nondiscriminatory at face value, because all applicants will be screened against this 
educational requirement. However, statistical evidence demonstrates that African Americans and Hispanics in the 
local clerical labor market pool are statistically less likely to have attained college degrees than whites. 

The supervisor in the college example doesn’t intend to discriminate. The selection criteria he is using appear 
equal in form but pose more of a barrier to selection for African American and Hispanic applicants than they do 
for white applicants. If this difference is shown to be statistically significant, the employer must then prove that 
the practice is related to the position in question and consistent with business necessity. In this instance, the 
employer would have to prove that the college degree was necessary for success in the job; in other words, the 
employer would have to demonstrate that employees with the college degree were more likely to be successful in 
the job. Further study would likely reveal plenty of clerk typists who do not possess college degrees successfully 
performing similar functions in other departments within the college. Furthermore, requiring a college degree for 
a clerical position departs from industry practices and standards. This practice would thus put the employer at risk 
for a charge of disparate impact discrimination.  

The EEOC Compliance Manual concludes that “a sound way for employers both to achieve business goals and to 
comply with the law is to hire and promote based on job-related ability, as measured by uniform and consistently 
applied qualifications and selection standards.” This can be achieved by: 

 Analyzing the duties, functions, and competencies required of each job before setting qualifications 

 Checking internal performance records and external industry standards to ensure that qualifications are 
objective, job-related, and consistently applied 

 Implementing practices to widen and diversify the candidate pool; this may include advertising in 
publications and/or Web sites that reach a diverse audience and establishing relationships with a diverse 
cadre of applicant sources to include professional and community groups, schools, and private and public 
agencies 

 Developing a strong EEO policy statement; training managers and senior executives on EEO policies and 
practices and holding them accountable for their actions 

  

http://www.eeoc.gov/policy/docs/race-color.pdf
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 Ensuring that employment practices and decisions are transparent (to the extent possible) and well 
documented; making promotion and hiring criteria known; communicating openings and opportunities 
widely 

 Conducting self-analyses to determine whether current policies and practices place members of legally 
protected groups or classes at a disadvantage 

Although no employment policy or practice can guarantee that your council enjoys immunity from charges of 
discrimination, consistent application of sound practices and policies offers the best deterrent to and defense 
against such charges in the event charges are made. Even more importantly, such practices ensure that your 
council has access to the talent pool necessary to fulfill its goals and objectives. 

Your council has a duty to hire qualified (as opposed to unqualified) applicants based on legally defensible criteria: 
the knowledge, skills, experience, and attributes needed to effectively perform the job. In addition, your council 
has a duty to exercise reasonable measures to protect others from harm or loss.  

As an agent of your council, supervisors are expected to exercise care in hiring. Wise supervisors use the screening 
and management tools, systems, and processes at their disposal to ensure that hired individuals are capable of 
performing the duties assigned and do not pose a threat to the well-being of others. This is particularly important 
for staff members who work directly with girls. A variety of employment tools and resources are available to assist 
supervisors, as discussed in the following sections. 

Before advertising a vacancy, check to ensure that the job description is up-to-date and that the job title and 
responsibilities clearly reflect the current status of the job. Review the essential functions and required skills, 
knowledge, attributes, and experience needed to establish the basic qualifications for the job to ensure they are 
accurate, based on objective documented criteria, current, and relevant to actual performance. Additional 
information on compliance with ADA regulations is available here. 

Who gets hired is dependent upon where and how the employer looks for candidates. Well-thought-out sourcing 
methods lead to a strong applicant talent pool from which the best candidates will emerge. Dependence upon 
word-of-mouth and homogeneous recruitment sources lessens the breadth, depth, and diversity of the applicant 
pool and workforce, which could result in charges of discriminatory hiring practices. Your council also risks not 
having a sufficiently skilled workforce to meet business demands. 

Resumes present candidates’ experience and qualifications in the best possible light, but employment application 
forms allow your council to collect standard information in whatever format you choose. Potential areas of 
concern, such as unexplained gaps in employment history, are often easier to spot on an application form than on 
a resume. The application form should contain a section asking applicants to sign a statement attesting to the 
truthfulness and completeness of their responses and acknowledging that falsification or omission of information 
on the application would be cause for dismissal. Make sure this form is in compliance with federal, state, and local 
employment statutes. To help, GSUSA has a sample application template form, Council Application for 
Employment in Girl Scout Councils, that you may customize to your own business needs and the EEO regulations 
of your state and local area. For a general overview of legal pre-employment inquiries, consult your council’s 
assigned HR consultant. 

http://www.ada.gov/
https://pearl.girlscouts.org/Resources/Council%20Employment%20Application-Revised%20March%202007.doc
https://pearl.girlscouts.org/Resources/Council%20Employment%20Application-Revised%20March%202007.doc
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Interviews allow your council the opportunity to have conversations with applicants and probe for in-depth 
information. Come up with questions in advance, and make sure they’re consistent for all interviewees. Keep in 
mind that past performance is a great indicator of future performance, so craft questions that prompt applicants 
to discuss past challenges, actions, and results directly related to the challenges they will face on the job. Feel free 
to consult GSUSA’s Behavior Based Interviewing Guide, which is customized to the job families and competency 
sets most frequently used in Girl Scouting. 

As a final step in the screening process, your council likely uses a reference and/or background-checking process 
to validate information provided by applicants. Reference checks can be conducted via telephone or written 
request and follow a standardized format. Because telephone references allow for probing and follow-up, they 
usually yield more useful information. The individual conducting the reference check should be trained in 
employment law and in questioning techniques. The reference-checking process must be job-related and is 
subject to the same EEO regulations mentioned earlier. Depending upon the nature of the job, additional 
background checks may be appropriate, including: 

 Criminal history (county, state, and/or federal) 

 Motor vehicle/driving record (for all employees who regularly drive a council vehicle or travel on council 
business in rental or personal vehicles) 

 Prior employment verification 

 Education verification (as required) 

 Professional license verification (if required by position) 

 Credit report (for selected positions) 

 Other targeted or general background checks via selected search engines and Web sites 

The Human Resources Policy Guidelines for Staff in Girl Scout Councils provide general policy guidance on 
background and reference checking. Additional resources on background and reference checks can be found in in 
Managing Girl Scout Volunteers and in the “Screening Volunteers” section of Chapter 3. It’s a good idea to request 
that applicants sign a reference-check authorization statement; this can be included on the application form. This 
clause authorizes the employer to contact prior employers for reference information and protects the council and 
prior employer. If your council utilizes a third party to obtain reference or background information, make sure you 
comply with Fair Credit Reporting Act regulations. A more detailed advisory on the FCRA is available here. 

Although no HR program can function as a crystal ball and pinpoint the perfect match every time, using these 
procedures and practices will increase the efficacy of the employment-selection process and reduce the risk of 
litigation involving negligent hiring and/or discrimination charges.  

Acquiring talent is only the beginning. New hires must be properly oriented, developed, and managed in order to 
thrive. This begins when your council lays out the terms and conditions of the employment relationship early in 
the employee’s tenure. In most instances, Girl Scout employees enter into an employment-at-will relationship 
with their councils. Under the terms of employment-at-will, a council is free to terminate the employment 
relationship at any time, for any reason, with or without notice, as long as it falls within the law. The at-will 
relationship is made clear in the policy handbook, the offer letter, and in other forms of communication with the 
employee or applicant. In fact, it is recommended that the terms of an at-will relationship are established as early 
as completion of the employment application form. That is why the GSUSA-recommended application form 
template states: 

https://pearl.girlscouts.org/Resources/Behavior-Based%20Interviewing%20Guide.doc
https://pearl.girlscouts.org/Resources/HR%20Policy%20Guidelines%20for%20Councils.doc
https://pearl.girlscouts.org/projects/2010/01ed2c82-1d13-48c1-abba-4da2ff011902/Files/Managing%20Girl%20Scout%20Volunteers--V1.docx
https://pearl.girlscouts.org/Resources/Fair%20Credit%20Report%20Acting%20and%20FACTA%20Amendments.zip
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I understand that this employment application and any other Girl Scout documents are not contracts of 
employment, and that any individual who is hired is at will and may voluntarily leave employment upon 
proper notice and may be terminated by the council at any time. I understand that any oral or written 
statements to the contrary are hereby expressly disavowed and should not be relied upon by any prospective 
or existing employee. 

Assertion of the employment-at-will relationship protects the employer’s discretion and right to sever the 
employment, if business needs dictate. Supervisors should take care not to erode the employment-at-will status 
by making statements (either verbal or written) that could imply a contract of employment. For example, a 
supervisor who tells applicants that they will have a job as long as they perform well may cause difficulty if your 
council is forced to make staff cuts due to financial constraints and not performance considerations. Similarly, 
classifying groups of regular (non-temporary) employees as permanent may cause employees to assume their 
employment will continue indefinitely despite changes in business conditions. In some instances, quoting an 
annual rather than weekly salary in an offer letter can be construed to constitute an annual or year-long implied 
contract of employment. It is therefore prudent to have your council’s legal counsel review employment 
resources and communications to avoid inadvertent erosion of the employment-at-will doctrine. 

Although many of the benefits, programs, and other council offerings are discretionary on the part of the 
employer, your council is obligated to provide employees with safe places to work that are free from recognized 
hazards. This obligation is set forth in the general duty clause of the Occupational Safety and Health Act (OSHA): 

OSHA’s general duty clause requires each employer to “furnish to each of [its] employees 
employment and a place of employment which are free from recognized hazards that are causing or 
are likely to cause death or serious physical harm to [its] employees.” §5(a)(1), 29 U.S.C. 654(b)(1).  

Although Girl Scout councils may be exempt from some of the record-keeping requirements under OSHA (such as 
using OSHA Form 300 to maintain a log of occupational illnesses or injuries as they occur, completing OSHA 
Incident Reports on Form 301, and compiling and posting a summary on Form 300A), your council does have to 
meet OSHA health and safety standards, which include regulations on: 

 Walking and working surfaces 

 Means of exit 

 Occupational health and environmental control (including noise and ventilation) 

 Hazardous materials 

 Personal protective equipment 

 Medical and first aid 

 Fire protection 

 Toxic and hazardous substances 

More detailed information on compliance with the OSHA standards is available in the OSHA advisory, available 
online at OSHA Advisory. 

https://pearl.girlscouts.org/Resources/OSHA%20Advisory%20October%202002.doc
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A total compensation system that is competitive with the external labor market can assist your council in 
attracting potential employees. If the system is administered in a fair and equitable fashion, it can also help retain 
and engage current employees.  

The first step in creating an equitable compensation system and practice at your council is to establish a 
philosophy to guide compensation decisions. (A sample compensation philosophy and guidance on establishing 
one is available here.) This philosophy should be supported by a system that ensures that compensation decisions 
are based on uniformly applied, job-related criteria that are consistent with business needs. These policies ensure 
that your council is compliant with nondiscrimination statutes such as the Equal Pay Act (which prohibits 
employers from paying differently based on sex) and Title VII (which prohibits discriminatory practices based on 
race, sex, religion, color, and national origin). If your council engages in discriminatory practices, it may face 
penalties and lawsuits. 

In addition, your council’s compensation practices should be in compliance with the Fair Labor Standards Act 
(FLSA) and applicable state laws governing wage and hour practices. FLSA prescribes standards for minimum 
wages and overtime pay for hours worked in excess of 40 per week. The act is administered by the Wage and 
Hour Division of the Department of Labor. It requires employers to pay at least the federal minimum wage, and 
overtime pay of one-and-one-half-times the regular rate of pay, to covered employees not otherwise exempt 
from wage and hour regulations. For nonagricultural operations, it restricts the hours that children under age 16 
can work and forbids the employment of children under age 18 in certain jobs deemed too dangerous.  

If you misclassify employees and fail to pay overtime or otherwise violate the act, your council faces payment of 
back wages to employees, as well as fines and in extreme cases imprisonment for willful violations. GSUSA offers 
assistance (FairPay Regulations Advisory) in complying with the FLSA and determining exemption status under the 
“white collar” exemptions: 

 Executive exemption 

 Administrative exemption 

 Learned and creative professional exemption 

 Computer exemption 

 Outside sales exemption  

GSUSA’s compensation department is also available to help your council develop and administer a sound 
compensation program. The department provides:  

 Customized recommended salary ranges  

 Recommended job grades for council positions  

 Recommendations for classifying positions as exempt or nonexempt under the Fair Labor Standards Act  

The recommended ranges assist the council in building a salary structure that is both affordable and competitive 
in your local labor markets. The recommended grades assist the council in correlating pay to the relative value of 
the job in the market and within your council’s staff structure.  

Although many compensation and benefit regulatory requirements apply to all categories of employees, special 
regulations pertain to compensation for non-profit executives. These regulations are referred to as intermediate 
sanctions and ensure that compensation provided to a nonprofit executive is not in excess of the fair market value 
of the services the executive provided to the nonprofit. To help councils comply with these regulations, GSUSA 

https://pearl.girlscouts.org/Resources/council_sample_compensation_philosophy.doc
http://www.eeoc.gov/laws/statutes/index.cfm
http://www.eeoc.gov/laws/statutes/index.cfm
http://www.dol.gov/whd/flsa/index.htm
http://www.dol.gov/whd/
http://www.dol.gov/whd/
https://pearl.girlscouts.org/Resources/FairPay%20Advisory.zip
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has prepared an advisory to assist councils in complying with these regulations, called Executive Compensation 
Resources. However, even if your council meets the technical standards outlined in the IRS code, you may still 
face scrutiny from state regulatory officials, the media, internal constituents, and the public. The best way to 
ensure not only legal compliance but also maintenance of the organization’s integrity, reputation, and public 
goodwill is to institute sound, proven practices around executive compensation. 

Salary is only one component of an employee’s total remuneration. Employee benefit offerings can make up a 
significant portion of your council’s payroll expenses, with a recent study finding that employers spend as much as 
43 percent of payroll dollars on statutory (required by law) and non-statutory benefits. Other than statutory 
benefits, such as Social Security, unemployment and worker’s compensation, you are not generally required to 
provide benefits to employees. An employer who eliminates benefits, however, risks loss of a competitive edge 
for recruitment and retention, as surveys indicate that employees give considerable weight to compensation and 
benefits offerings when choosing to join or leave an employer.  

Administration of a benefits plan (including pension, health, dental, vision, flexible reimbursement accounts, life 
insurance, etc.) creates its own unique set of challenges and risks. Administration of pension and employee health 
and welfare plans (medical, dental, life, disability, etc.) is governed by the Employee Retirement Income Security 
Act of 1974 (ERISA). ERISA was established to ensure that benefit plans are established and administered in an 
equitable and financially sound fashion. ERISA requires plan administrators to: 

 File an annual report (Form 5500 Series) with the IRS containing basic information about each benefit plan 

 Provide all plan participants and beneficiaries with certain information, including: 

 A summary annual report regarding the plan’s financial status  

 A summary plan description describing the terms and features of the plan in a clear and 
understandable manner 

 A summary of any material changes to the plan no later than 210 days after the end of the plan year 
in which material changes to the plan become effective, except that any medical benefit reductions 
must be communicated within 60 days of such change  

 Establish a grievance and appeals process to enable plan participants to access plan benefits  

If your council fails to comply with ERISA regulations, your council may face penalties. ERISA also provides plan 
participants with the right to sue for benefits and breaches of fiduciary responsibility. 

In any publication about benefits at your council, a provision should be included reserving the right to modify, 
amend, or terminate such benefits. Have your council’s legal counsel review these documents. 

In addition to ERISA, your council will need to comply with the newly enacted provisions on health care reform; 
those currently offering health coverage must comply with the Consolidated Omnibus Budget Reconciliation Act 
(COBRA) and the Health Insurance Portability and Accountability Act (HIPAA). You can find a brief summary of the 
legislation in the following sections. 

COBRA requires employers that sponsor group health plans to allow former employees and dependents to 
continue their group health insurance coverage for up to 18 or 36 months. This is not required, however, for 
employees who are terminated for gross misconduct. Additional information on COBRA compliance is available 
here. 

 

https://pearl.girlscouts.org/Resources/Executive%20Compensation%20Resources.zip
https://pearl.girlscouts.org/Resources/Executive%20Compensation%20Resources.zip
http://www.dol.gov/dol/topic/health-plans/erisa.htm
http://www.dol.gov/dol/topic/health-plans/erisa.htm
https://pearl.girlscouts.org/Resources/COBRA%20Update-March%202009.doc
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HIPAA has several components: 

 HIPAA Portability provisions for employer-sponsored group health plans: 

 Limit exclusions for preexisting conditions 

 Provide credit against maximum preexisting condition exclusion periods for those with prior health 
coverage 

 Prohibit discrimination against employees and dependents based on their health status 

 Provide availability of health-coverage enrollment to individuals when they lose other coverage, get 
married, or add a dependent 

 Obligate plans to provide plan participants with certificates of creditable coverage 

 HIPAA Privacy Rule provisions establish standards to regulate the use and disclosure of individuals’ 
protected health information (PHI), setting standards for individuals’ privacy rights to understand and 
control how their health information is used. HIPAA limits the circumstances under which a plan may use 
or disclose PHI and requires individuals’ written authorization for any use or disclosure of PHI that is not 
for treatment, payment, or health-care operations or otherwise permitted or required by the Privacy 
Rule. Plans must: 

 Develop and implement written privacy policies and procedures. 

 Designate a privacy official for implementing these policies. 

 Designate a contact person for receiving complaints. 

 Maintain reasonable safeguards to prevent violations of the Privacy Rule. 

 Establish procedures for individuals to complain about an organization’s compliance with the Privacy 
Rule. 

Other laws affecting pension and welfare benefits administration include the Mental Health Parity Act (which 
requires group health plans to set the same annual and lifetime cost limitations for mental health benefits that 
they set for medical benefits), the Pension Protection Act (updating plan-funding regulations and requirements), 
and the Tax Reform Act (setting limits on salary deferral contributions). 

GSUSA provides a number of GSUSA-sponsored and endorsed benefit plan options including:  

 Group dental insurance  

 Group vision care insurance  

 Group life/accidental death and dismemberment and voluntary life insurance 

 Group long-term disability insurance and employee-assistance program  

 Group short-term disability insurance 

More information on the plans is available through the GSUSA Risk Management & Insurance Department. 

In addition to the benefit plans and statutory benefits discussed, you may also offer leave options, some of which 
are required by laws, such as the Family and Medical Leave Act (FMLA), and some of which are voluntary, such as 
paid vacation. The HR Policy Guidelines for Staff in Girl Scout Councils provides a variety of template policies for 
administering paid and unpaid leave. In addition, the HR consulting unit has prepared advisories and updates on 
employer obligations under FMLA and the Uniformed Services Employment and Reemployment Rights Act 
(USERRA). 

https://pearl.girlscouts.org/Resources/HR%20Policy%20Guidelines%20for%20Councils.doc
https://pearl.girlscouts.org/Resources/FMLA%20Changes%20Advisory%20and%20Sample%20Forms.zip
https://pearl.girlscouts.org/Resources/FMLA%20Changes%20Advisory%20and%20Sample%20Forms.zip
https://pearl.girlscouts.org/Resources/Military%20Leave%20and%20Reemployment%20Advisory.zip
https://pearl.girlscouts.org/Resources/Military%20Leave%20and%20Reemployment%20Advisory.zip
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Remuneration in the form of salary and benefits isn’t the only form of reward available to employees. Your 
council can use a wide variety of reward-and-recognition programs to affirm the contributions of employees. A 
customized resource to assist you in developing your own reward-and-recognition programs can be found here. 

Just as managers are accountable for providing feedback to employees, employees need channels to air concerns 
or complaints. An open-door management policy, described in the HR Policy Guidelines for Staff in Girl Scout 
Councils, may serve as one informal vehicle for this feedback process. Employee surveys, interviews, and focus 
groups can be additional vehicles for assessing the health of the culture and climate and identifying trends and 
areas of concern. Formalized complaint-resolution protocols, as outlined in the guidelines’ problem-resolution 
policy, serve as an internal outlet for individual employee concerns. Recent case law has demonstrated that 
having effective policies, procedures, and complaint systems in place can provide the employer with a means of 
legal defense in the event an employee is subject to certain forms of harassment or discrimination in the 
workplace. This affirmative defense is available to the employer if the employer can demonstrate: 

 The employee was not affected by a concrete or tangible employment action (the employee was not 
fired, demoted, transferred, and so on) 

 The employer took preventative and corrective steps (established and enforced a policy against the 
behavior, addressed the behavior, and attempted to correct it) 

 The employee failed to avail herself or himself of the preventative and corrective avenues available 

It is your council’s responsibility to set its tone and behavioral climate. Then, it is management’s responsibility to 
lead by example, model appropriate behavior, monitor the workplace, and intervene when behavioral 
expectations are not met. Managers and supervisors are the guardians of the organizational operations, culture, 
and climate, and have a legal duty to act to ensure the safety, security, and well-being of employees, volunteers, 
girls, and others who participate in or come into contact with council activities and departments. If a manager fails 
to exercise due care and fails to intervene when she or he knew or should have known of policy violations, safety 
violations, or legal infractions, the manager puts Girl Scouts at risk for regulatory penalties, lawsuits, and damage 
to its reputation. 

Training management and employees in proper workplace conduct and the consequences of improper conduct is 
essential. No policy or complaint system is foolproof; every employer runs the risk of liability for the actions of 
rogue managers or coworkers. But a good-faith effort goes a long way toward protecting your council’s interests. 
Critical pieces of your council’s HR policies and program include: 

 Regular management training on Equal Employment Opportunity statutes 

 Prevention of harassment and discrimination 

 Wage and hour compliance 

 Enforcement of health and safety regulations  

Once an individual is hired and begins working, legal doctrine says that your council is vicariously liable or 
responsible for the actions she or he takes in the course of executing work. In other words, the supervisor (and by 
extension, the organization) is accountable for and must be responsive to any repercussions of an employee’s 
action or failure to act. Therefore, sound management ensures that employees are trained in organizational policy 
and procedure and receive oversight and guidance as they conduct their duties. In the worst-case scenario, 
management’s failure to exercise proper oversight and guidance could result in the employee’s subsequently 
harming another individual in the course of executing her or his duties; in this case, your council may be found 

https://pearl.girlscouts.org/Resources/Council%20Employee%20Recognition%20Program%20October%202008.doc
https://pearl.girlscouts.org/Resources/HR%20Policy%20Guidelines%20for%20Councils.doc
https://pearl.girlscouts.org/Resources/HR%20Policy%20Guidelines%20for%20Councils.doc
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liable for negligent supervision and could incur legal fees, fines, and settlement costs, as well as injury to Girl 
Scout brand and reputation.  

As with negligent hiring, this concern is particularly critical for employees interacting with or responsible for girls. 
For example, if your council knew that an employee had unsafe driving patterns and a history of minor accidents 
yet continued to allow the employee to drive council vehicles, you could be held liable for negligent supervision 
and/or negligent retention if the employee subsequently had another accident causing injury to girls she was 
transporting to a council event. In this case, your council knew or should have known the employee posed a risk of 
harm but took no action to remove the employee from driving responsibilities, thereby retaining the threat of 
harm.  

Even if the absence of proactive supervision does not result in serious harm as described here, passivity on the 
part of a supervisor can result in other losses to your council: lost opportunities, decreased motivation on the part 
of other workers, or lost productivity. Each council employer is therefore obligated to set performance 
expectations and standards, monitor performance for adherence to standards, and initiate corrective actions as 
necessary. Such obligations are fulfilled through the establishment and implementation of a performance-
management and development system. A good performance-management system should include: 

 A code of conduct and performance standards 

 A discipline philosophy 

 Consistent and timely supervisory communication and action 

 Supervisory follow-up 

 An appeal procedure 

Although the formal appraisal form is very often what comes to mind regarding performance management, the 
form is just one small (but important) part of a comprehensive performance-management system. The form 
merely serves as a written summary record of what should be an ongoing, daily interactive process between 
supervisor and employee. The process begins when performance and workplace behavior expectations are 
established through the setting of policies, procedures, goals, and objectives; it is reinforced when communicated 
through various venues including orientation, training, meetings, feedback sessions, and daily discourse; and 
finally, it is modeled and enforced through the behavior and actions of management.  

If working properly, the performance-management system ensures that employees are treated in a fair and 
equitable fashion and have the resources and support to grow and develop. Under a well-functioning 
performance-management system: 

 Employees weigh in on goal setting and therefore know what they are expected to accomplish and believe 
that they are able to live up to these expectations. Setting unrealistic goals or asking employees to 
accomplish goals at any cost can lead to poor morale and unintended consequences. Employees faced 
with unattainable goals may resort to unsafe or unethical practices, compromising their integrity and 
reputation and those of your council. 

 Employees are provided with training, resources, support, and behavioral guidelines (competency models, 
code of conduct policies, and feedback) along the way so they understand desired end results and how to 
accomplish them. 

 Managers and supervisors are provided with the tools, resources, training, and support they need to 
guide and support the employees they oversee. 

 Employees receive supervisory feedback and support. If they stray from the expected performance 
parameters—both in achieving their goals and the way that they do so—they are given early notice and 
warning.  

 Employees are provided with ongoing coaching and development opportunities in order to improve 
weaknesses and enhance strengths. 
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 When performance gaps are identified, employees are given adequate time to acquire skills and 
demonstrate improvement and/or progress. 

 Employees are provided an internal avenue for redress if they feel they have been treated unfairly. 

If the overall performance-management system is grounded in this framework, performance problems are easier 
to address. Employees who receive ongoing feedback and support aren’t surprised by end-of-year performance 
documentation and ratings. By raising performance issues early, the supervisor allows employees the opportunity 
to improve before behaviors become ingrained. In many cases, performance can be turned around long before 
any formal performance improvement process has to be implemented. If informal measures cannot improve 
performance, at least the employee has been given ample warning of the need for change and is not taken by 
surprise when faced with follow-up consequences.  

For those cases in which informal coaching and support are not effective in turning around performance, the next 
step is following a formal plan. An employee who is provided with adequate feedback all along the way is less 
likely to jump to the conclusion that she/he is being treated unfairly or in a discriminatory fashion when formal 
action is taken. This progressive communication and intervention process is described in the progressive discipline 
policy available in the sample human-resources policy guidelines. The process has four steps:  

1. Verbal counseling: When a performance issue is first identified or inappropriate behavior is displayed, it is 
brought to the attention of the employee as soon as possible. An informal discussion between the 
supervisor and the employee is often sufficient to prompt voluntary corrective action by the employee. 
The employee may receive a written summary of the discussion.  

2. Written warning: If oral counseling with the employee does not result in corrective action, the supervisor, 
acting in consultation with the human resources department, prepares a written warning. This formal 
memorandum highlights the prior counseling session and the subsequent work performance problem(s) 
leading to this warning. This written warning is addressed to the employee with copies to the next 
appropriate level of management and to the employee’s personnel file, and includes all the information 
required by the progressive disciplinary process. 

3. Final warning: If the performance problem(s) continue, or performance deteriorates, a final written 
warning is given to the employee after consultation with the human resources department and 
appropriate members of the supervisory chain. 

4. Termination: If the employee’s work performance continues to deteriorate or an acceptable level of 
performance is not achieved, the supervisor, after consultation with the human resources department 
and the CEO or designee, prepares a termination letter. The manager delivers this termination letter to 
the employee in a timeframe worked out with human resources and approved by the CEO. 

Although this process is designed to allow ample time for an employee to demonstrate improvement, some 
performance infractions are so serious or egregious that they require initial intervention at the level of a written 
warning, final warning, or decision to terminate employment. It is for this reason that your council retains the 
right and discretion to modify the process to meet business needs and individual circumstances. If properly 
crafted and implemented, the process helps ensure that supervisory actions are: 

 Based on documented, business-related performance deficiencies, involving an employee deviating from 
established expectations communicated in advance 

 Reviewed by a human resources professional and upper level management to ensure consistency and 
equitable treatment 

 Properly documented 

 Subject to internal redress and review through an appeals procedure 
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By following the recommended steps, your council does everything it can to ensure fairness within the 
employment setting. Following due process allows your council a chance to receive input from affected parties 
and review the appropriateness of a formal employment action prior to its execution. In that way, your council 
has a chance to take corrective action regarding employee concerns and complaints before you enter the external 
legal arena. 

Following the steps listed in the preceding section will prove helpful in the circumstance of having to terminate an 
employee for cause; however, it is recommended you consult your council’s legal counsel prior to implementing a 
termination decision. The attorney helps review the documentation, assess extenuating circumstances (workplace 
precedent, special factors such as proximity to return from family medical leave or military leave, active worker’s 
compensation claims, pending charges or claims or other forms of protected activity, etc.), and determine the 
risks of proceeding with discharge. 

There may be times, however, when an employer needs to sever the employment relationship not because of the 
employee’s actions or failure to act, but because of business circumstances, such as budget reductions. In such 
cases, the employer may embark on a reduction in force (RIF), or layoff, initiative. Your council should take the 
same care in initiating a reduction in force as it does in severing an employment relationship using progressive 
discipline. If the process is not properly planned, implemented, and documented, your council may find itself 
facing discrimination charges, not to mention a demoralized remaining workforce. GSUSA’s A Reduction In Force 
Guide can assist councils faced with these kinds of actions. 

In some instances, your council’s legal advisors may recommend use of a waiver and release to protect you 
against charges of discrimination and/or wrongful termination. The HR consulting unit has prepared sample 
releases and waiver forms to assist councils in working with local legal counsel to develop releases. They are 
available at Sample Termination Releases and Guidelines. Review of any release and waiver by your council’s 
attorney is critical, as federal, state, and local laws have an impact on the release language. 

 Americans with Disabilities Act 

 CEO Performance Management and Development Tool  

 Consolidated Omnibus Budget Reconciliation Act (COBRA) GSUSA advisory 

 EEOC Compliance Manual 

 Employee Retirement Income Security Act of 1974 (ERISA) 

 Exempt Staff Performance Appraisal and Development Tool 

 Fair Labor Standards Act (FLSA) 

 GSUSA’s A Reduction In Force Guide 

 GSUSA’s Behavior Based Interviewing Guide 

 GSUSA’s Fair Pay advisory  

 GSUSA Model Council Employee Recognition Program 

 GSUSA Sample Compensation Philosophy and Guidance 

 GSUSA’s Uniformed Services Employment and Reemployment Rights Act (USERRA) advisory 

 HR Policy Guidelines for Councils 

 HR Toolkit  

 Human Resources Policy Guidelines for Staff in Girl Scout Councils 

 Independent Contractor or Employee?  

https://pearl.girlscouts.org/Resources/Reduction%20in%20Force%20Guide%20September%202009.doc
https://pearl.girlscouts.org/Resources/Reduction%20in%20Force%20Guide%20September%202009.doc
https://pearl.girlscouts.org/Resources/Sample%20Termination%20Releases%20and%20Guidelines.zip
http://www.ada.gov/
https://pearl.girlscouts.org/Resources/CEO%20Performance%20Management%20and%20Development%20Tool.zip
https://pearl.girlscouts.org/Resources/Cobra%20Update%20Advisory%20and%20Model%20Notices.zip
http://www.eeoc.gov/policy/docs/race-color.pdf
http://www.dol.gov/dol/topic/health-plans/erisa.htm
https://pearl.girlscouts.org/Resources/Exempt%20Staff%20Performance%20and%20Appraisal%20Development%20Tool.zip
http://www.dol.gov/whd/flsa/index.htm
https://pearl.girlscouts.org/Resources/Reduction%20in%20Force%20Guide%20September%202009.doc
https://pearl.girlscouts.org/Resources/Behavior-Based%20Interviewing%20Guide.doc
https://pearl.girlscouts.org/Resources/FairPay%20Advisory.zip
https://pearl.girlscouts.org/Resources/Council%20Employee%20Recognition%20Program%20October%202008.doc
https://pearl.girlscouts.org/Resources/council_sample_compensation_philosophy.doc
https://pearl.girlscouts.org/Resources/Military%20Leave%20and%20Reemployment%20Advisory.zip
https://pearl.girlscouts.org/Resources/HR%20Policy%20Guidelines%20for%20Councils.doc
https://pearl.girlscouts.org/Resources/HR%20Toolkit%20Updated%20May%202005.doc
https://pearl.girlscouts.org/Resources/HR%20Policy%20Guidelines%20for%20Councils.doc
https://pearl.girlscouts.org/Resources/Independent%20Contractor%20or%20Employee-Updated%20April%202010.doc
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 Managing Girl Scout Volunteers 

 Performance Management and Appraisal Plan booklets 

 Performance Management and Goal Setting for Employed Staff in Girl Scout Councils 

 Sample Termination Releases and Guidelines 

https://pearl.girlscouts.org/projects/2010/01ed2c82-1d13-48c1-abba-4da2ff011902/Files/Managing%20Girl%20Scout%20Volunteers--V1.docx
https://pearl.girlscouts.org/Resources/Performance%20Management%20and%20Apraisal%20Booklets.zip
https://pearl.girlscouts.org/Resources/Perf%20Mgmt%20and%20Goal%20Writing.doc
https://pearl.girlscouts.org/Resources/Sample%20Termination%20Releases%20and%20Guidelines.zip
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Your council’s board of directors protects and preserves charitable assets—including your council’s reputation—
and ensures the effectiveness of an internal system designed to monitor organizational risks. In this way, the 
board serves as a type of risk-management clearinghouse for your council. One of the best strategies for council 
risk management is an informed board that employs effective governance practices.  

With the increase in rules, regulations, expectations, and the IRS focus on governance, your board of directors has 
an increased role in reducing the chances of experiencing an event that severely impairs your council, the Girl 
Scout brand, or both. Ideally, board members have opportunities to share their concerns through a culture that 
engages them in dialogue and keeps them informed about areas of potential risk. When that happens, the result 
is a board that sees itself as a strong risk-management resource for your council. 

In carrying out its fiduciary responsibility, boards are responsible for protecting the mission and financial assets of 
the organization. While protecting the assets and reputation of their council, board members pay attention to: 

 Governance policies and practices that include a strategy for developing a board comprised of members 
who represent the diversity of knowledge, skills, connections, and experiences needed to effectively lead 
councils in a complex and rapidly changing environment. These policies and practices include the board’s 
awareness and practice of the legal duties of care, loyalty, and obedience and strict adherence to a 
conflict-of-interest policy. Board members follow current bylaws and establish procedures for ways of 
work that result in a process of identifying priority risks and agreeing on strategies to address them. 
Boards establish a foundation of risk management by adhering to state and federal laws and the Girl 
Scout Charter awarded to your council; in addition, boards conduct meetings in a culture that promotes 
dialogue and discussion before debate and decision. This culture—or way of work—encourages the board 
to raise questions, develop well-thought-out strategies, and ensure that well-informed, risk-management 
policies are created and implemented.  

 Financial oversight, which ensures that fiscal policies and procedures are in place, a council budget aligned 
with strategic priorities is approved, and resources for budget implementation are available. The board 
ensures that other policies to guard against additional potential risks are created and followed. Examples 
of financial oversight are covered in detail in “Exercising Oversight and Accountability” in Chapter 11.  

 Fundraising policies and practices that ensure compliance with local, state, and federal laws. These 
policies also acknowledge the risks involved in council fundraising strategies, including its gift-acceptance 
policy. You can find more detail about fundraising policies in Chapter 10. 

 Human resources policies and practices that adhere to federal and state law; the board also directly 
oversees the performance of your council’s chief executive officer. These policies and practices are also 
covered in “Practicing Your Council's HR Philosophy” in Chapter 12.  

  

http://www.irs.gov/charities/article/0,,id=216068,00.html;%20https:/ocn.girlscouts.org/OCN/3.0/3.7/3.7.aspx
https://ocn.girlscouts.org/OCN/3.0/3.8/3.8.3/3.8.3.aspx
https://ocn.girlscouts.org/OCN/3.0/3.3/3.3.aspx
https://ocn.girlscouts.org/OCN/3.0/3.6/3.6.aspx


112 

Your council’s board understands the potential risks in its service-delivery system and works with your CEO to 
assess the key risks within your council and throughout your council’s operation. Once these risks are identified, 
the board ensures that risk-management plans are developed and put into practice. 

The board discusses potential risks to your council every year, and it reviews the management of those risks at the 
same time it considers all insurance policies. In addition, the board assesses your council’s capacity for risk 
mitigation.  

 Board Source 

 Nonprofit Risk Management Center 

 

http://www.boardsource.org/
http://www.nonprofitrisk.org/
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At its core, risk management is a three-step process: 

1. Identify potential loss sources. 
2. Find potential solutions. 
3. Implement solutions and monitor results continuously. 

This chapter walks you through each of those three steps. 

First, make a list of activities that could be a source of loss for your council, using the following categories: 

 Loss due to girls’ injuries refers to any type of injury, no matter how severe, that happens to a Girl 
Scout. This type of loss is devastating to the girl and her family, other girls, council staff, and 
volunteers. Any injury to a girl should be taken very seriously, and proper care and attention must be 
paid at all times. 

 Loss of property may include fire, theft, robbery, condemnation, taking by eminent domain, vehicle 
collision, wear and tear, or vandalism. 

 Loss of use of the property includes nonrenewal of leases and operating licenses, loss of necessary 
components (such as well contamination), weather conditions, or closure of the area by civil 
authorities (such as rangers determining high fire danger in a state forest in which a council’s camp 
operates).  

 Loss of personnel falls under two categories: 

 Illness, termination of employment by either your council or the employee, retirement, 
incarceration, or death 

 Loss of an individual’s necessary license or certification that is required to do a specific job 

 Loss of goodwill is the loss of public respect for an organization, following criminal or grossly 
negligent behavior. 

 Loss of income includes: 

 Interruption of an income stream, a store closed because of property loss, credit and collection 
problems, loss of a major contributor, or cancellation or an income-producing operation (such as 
a camp closing or a hotel where a fundraiser was to occur being damaged by fire) 

 The need to use income for unplanned expenses (such as paying fines, covering insurance 
deductibles, or operating under extraordinary circumstances) 
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Next, match sources of potential loss with potential solutions. Several techniques for doing this are discussed in 
this section. Sometimes, only one of these techniques is needed, but more often, a source of potential loss is best 
managed with two or more approaches. The key is to determine what makes sense for your council. 

Loss prevention, often thought of as “safety management,” includes identifying ways of operating that are likely to 
help avoid injury or damage. It includes: 

 Leading program activities in a safe manner 

 Training personnel 

 Engaging in preventive maintenance 

 Constantly improving performance 

Girl Scouts has a sound reputation as a safe organization for girls. Volunteer Essentials and the Safety 
Activity Checkpoints help guide safe practices during girl-centered activities. However, for your council to 
operate successfully, good risk management must expand beyond that framework. Maintaining a reputation 
for safety requires everyone at your council to manage risks related not only to girls but also to all 
volunteers and employed staff, as well as tangible assets.   

Loss control refers to activities that, once a loss occurs, help keep the total cost of the loss in check. Loss control 
includes doing first aid, working with insurers to quickly resolve a claim, making temporary repairs to avoid 
additional damage to a structure, and planning for contingencies and alternative activities when circumstances 
require changing direction. It reflects the analysis of what can cause loss and what your council wants to do when 
loss occurs.  

It is important that systems at your council ensure that insurance funds are not lost by the actions of volunteers or 
employed staff. Everyone must know that nothing should be done that will delay notice to an insurer of a 
potential claim, and that no promises may be made to others about what the insurer will or will not pay under 
liability policies.  

You may have heard the term self-insurance. Technically, there is no such thing as “self-insurance,” because 
insurance involves a transfer of risk. Paying for losses yourself involves no such transfer; therefore, the loss is 
retained. However, the term “self-insurance” has taken on a meaning that reflects a method of funding losses.  

Your council may plan to fund losses by:  

 Having an open line of credit from a bank to be used only in case of loss 

 Having plans to use fundraising for certain losses. (Note: Usually this is for loss to property only. It is fairly 
easy to have a special drive to replace a burned-down camp facility. It is not easy to have one to hire legal 
counsel to defend actions alleging negligence or to replace stolen money.) 

 Having a system of setting aside reserves for certain contingencies (which must be done with the advice 
of a tax-savvy professional) 

 Having enough flexibility built into the budget so that deductibles and/or small losses can be paid as 
operating expenses without disturbing the basic operations of your council 
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Risk transfer occurs when the financial consequence of an activity is transferred to another person or 
organization. Transfer of risk can be accomplished, for example, by hiring a licensed professional to design a 
building, thereby transferring the risk of poor design to the professional. Other examples include: 

 Hiring professionals to cater large affairs, rather than taking on the risk of managing a large group of 
volunteers who might not have the expertise to do the work 

 Making sure contractual language is designed to transfer risk to others whenever possible and to operate 
in ways to keep lines of responsibility clear; for example, if a bus is chartered with a driver, be sure your 
council doesn’t have the responsibility to make sure the bus and driver are properly registered/licensed. 
Keep the responsibility with the operator. However, your council does have the responsibility of obtaining 
evidence of that registration and licensing. 

 Making agencies sponsoring international exchanges responsible for providing certified translations of 
credentials when hiring international camp counselors 

 Requiring that contractors supply performance bonds 

 Requiring proof of general liability and errors and omissions coverage from contractors 

The primary method of transferring risk is by purchasing insurance. When a covered loss occurs, the insurer, not 
your council, pays for the loss. Insurance can be very useful to your council, because you probably don’t have the 
ability to pay for losses out of operating income, or even reserves. Therefore, it makes sense that your council is 
very careful in ensuring that the activities with a potential for significant loss are covered by insurance. This 
analysis cannot be left to an agent or broker alone; instead, your council needs to be actively involved in 
monitoring its own activities and letting those responsible for placing its insurance coverage (insurance 
agents/brokers) and those responsible for analyzing legal contracts (legal counsel) know what your council’s 
activities are and what insurance coverage exists.  

Annually review all current insurance coverage and select the best combination to allow cost-effective protection 
for your council. Does your council have the following basic insurance coverage? 

 Property  

 General liability 

 Workers’ compensation and (where available) employers’ liability and voluntary compensation 

 Automobile liability 

 Unemployment compensation, or a bond if self-insured 

 Activity, accident, and illness for events not covered through the plan supplied by GSUSA 

 Directors’ and officers’ liability 

 Fiduciary liability 

 Bonding and crime (disappearance, destruction, and dishonesty—and, if appropriate, ERISA-required 
fidelity bonds) 

 Business interruption 
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Also, compare activities conducted by your council to exclusions in the policies. For example, is there coverage 
for:  

 Saddle animal liability? 

 Incidental medical malpractice? 

 Watercraft? (and what size?) 

 Aircraft? 

 Certain activities or sports? 

In order to be sure your council can collect on claims, do not inadvertently void your coverage by not complying 
with policy conditions. The following are common ways policy noncompliance can occur: 

 Your council makes a major change at one of your sites (for example, new construction or demolitions) or 
deactivates a protection system (automatic sprinklers or fire detection system) and does not notify the 
insurer.  

 Your council pays a “small amount” to a potential claimant to try to avoid a formal claims process in 
situations with potential legal liability issues—such as $100 for a medical bill deductible from a pedestrian 
who was “bumped” by a vehicle.  

 Your council converts summer camp into a year-round training facility and neglects to notify your carrier 
of the change in exposure. 

 Your council doesn’t notify your workers’ compensation carrier of an employee’s allegation that her or his 
illness is job-related, because the manager thinks it isn’t. 

 Your council doesn’t notify your bonding company of a loss because the loss is under the deductible and 
the employee pays your council back. 

 Your council enters into a joint venture with another council and doesn’t notify your carrier.  

 Your council doesn’t notify an insurer of a potential claim because the allegations are embarrassing, and 
there is hope the problem will disappear. Instead, your council waits until a lawsuit is filed, giving the 
insurer the opportunity to deny coverage on the grounds that the insurer was damaged by not having the 
ability to do a timely investigation to prepare for a defense.  

When purchasing insurance, make sure to consider the carrier’s: 

 Financial strength 
 Availability of solvency funds 
 Admittance or non-admittance (that is, licensure) in your state(s) 

 Claims-management philosophy and its compatibility with the Girl Scout image 

 Coverage, which must be broad enough for your council’s activities 
 Price of the policy 
 Consistency in underwriting philosophy 
 Loss-prevention engineering services 
 General reputation 
 Understanding of the Girl Scout movement 

If you need further details about any of these issues, contact the GSUSA Risk Management & Insurance 
Department.  
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Liability insurance is a contract under which an insurance company will pay money that the insured party is legally 
obligated to pay because of bodily injury, property damage, personal injury, and other types of injury specifically 
defined in the contract. The controlling words are “legally obligated to pay.” If the insured—which usually refers 
to your council—is not legally liable for damages, or if the damages are not covered by the insurance contract, the 
insurance company is under no obligation to pay. 

Many Girl Scout councils are required to provide certificates of insurance to schools, shopping malls, and other 
organizations that provide meeting places and exhibition areas to your council. The certificate of insurance is 
evidence of the liability insurance carried by your council. The certificate is simply documentation of the coverage 
of the specified policy; it does not change the policy.  

Additional insured refers to any person or entity (other than the person or entity that purchased an insurance 
policy) that is also covered by the policy. The naming of additional insureds to a council’s liability policy potentially 
reduces the limits of liability available to your council, because the limits are now spread among your council and 
the additional insureds. Schools, municipalities, park departments, and others often request that they be added as 
an additional insured under your council’s liability policy. In general, this is possible if the additional insurance 
relates to a council’s use of specific premises for a stated period of time for Girl Scout meetings or activities. Girl 
Scouting is dependent upon the use of such facilities for meeting places, and your council’s insurance carrier 
should readily respond to such requests. 

Your council doesn’t want to include as additional insured business organizations that fail to carry their own 
insurance. These organizations, which may include skating rinks, horse stables, amusement parks, and other 
recreational facilities, should carry business insurance and generally should not be added as an additional insured 
to your council’s insurance.  

Local governing bodies often require councils to sign agreements or obtain permits before allowing the use of 
some facilities. Permits that indicate the space to be used, dates, and rules of conduct are usually reasonable. 
However, some agreements or permits include broad hold harmless agreements that may be beyond what is 
legally reasonable. Some agreements require a council to be responsible for anything that happens on the site 
they are using, regardless of whether it is related to your councils’ use of the site. Your council will want to be 
cautious with hold harmless agreements that are too broad, as they could put your council at risk by agreeing to 
terms not covered by insurance or, as is frequently the case, to terms that are not insurable, such as criminal 
conduct. You can find sample hold harmless agreements at the end of this chapter. 

Loss avoidance means avoiding an activity that presents a risk. This is a fairly extreme measure, but it’s 
appropriate in cases where the risk of loss is greater than the potential benefit. Loss avoidance also guides 
councils negotiating contracts for the use of property by outside groups, activities led by vendors, and contractors 
performing work for your council. Your council doesn’t want to take on risk through a contract by indemnifying 
the owner/operator of a facility for things for which the owner/operator would otherwise be legally liable.  

Council personnel sign contracts for various purposes. Three of the most common situations in which councils sign 
contracts are: 
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 When outside groups use Girl Scout premises 

 When Girl Scouts use others’ property and services 

 When your council contracts outside services 

Each of these situations is discussed in detail in the following sections, in addition to a short section with basic 
principles. 

Your council needs to have a board-approved, written procedure designating who at your council has the 
authority to sign contracts and outlining the steps to follow when signing contracts in each of these situations. 
Reviewing contracts at least 60 days prior to their effective date will allow your council the opportunity to make 
adjustments to minimize your liability.  

When reviewing a contract for any of the three purposes discussed in the following sections, your council should 
keep a few basic principles in mind: 

 Limit your council’s assumption of risk to activities within your control. Don’t accept responsibility for 
actions of a third party. 

 Indemnity, or hold harmless clauses, need to be limited to the negligence of your council, its employees, 
volunteers, and members. Beware of language that attempts to transfer liability from one party to 
another without regard to fault or negligence. (For sample acceptable hold harmless agreements, click 
here.) 

 Remove any clauses in a standard contract that don’t apply to the relationship between your council and 
the lessor or vendor. 

In addition, to keep from accepting a liability for which your council may not be insured, consider the following 
points prior to signing a contract or agreement: 

 Contracts and agreements are related only to council use of premises or council-sponsored activities. 
Before signing any contract or agreement, request the deletion of sections not applicable to council-
sponsored activities. 

 Limit the assumption of risk to those activities within your control. Your council doesn’t want to agree to 
be held responsible for actions of third parties or risks applicable to the lessor (the one leasing or renting 
the property to someone else) or operator. 

 Make sure that indemnity clauses specify the types of risks assumed. Beware of clauses that include 
words like “any and all liability,” “regardless of negligence,” and “any nature whatsoever.” Amend 
indemnity clauses so your council is responsible only for acts related to activities for which it may be 
legally liable.  

 Adding others as additional insured parties potentially reduces the limits-of-liability coverage available to 
your council.  

 Only those who have the legal authority to enter into a contract on behalf of your council may sign 
contracts. The wording needs to reflect that your council, as an entity, is responsible; amend any wording 
referring to personal liability of an individual or individuals.  

 Understand the meaning of all phrases in a contract before signing it. If in doubt, have your council’s 
attorney explain them. 

 Remember that failure to read and modify contracts may put your council’s assets at risk. Councils use 
their insurance only to provide for negligence arising out of Girl Scout activities. Your council does not 
provide coverage for the sole negligence of third parties. 
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Finally, consider the following:  

 Intentional acts of harm: There is almost always no insurance coverage for intentional acts of harm. If one 
person intentionally assaults another person, there is no insurance coverage to protect the assaulting 
person. However, a reasonable policy will provide coverage for your council, as long as your council did 
not direct or order the assault. 

 Damage to lessor’s property: The general liability insurance contract is one of legal liability. Therefore, 
beware of contract wording that makes your council responsible for restoring an area to its “original 
state.” Your council doesn’t want to be held responsible for damages for which it is not legally liable: for 
example, floods, lightning, and earthquakes. Try to also ensure that normal wear and tear does not 
become the responsibility of your council. 

 Certificate of insurance from others: For council-sponsored events, such as dinner dances or picnics, 
request that vendors supply a certificate of insurance proving commercial general liability, workers’ 
compensation, and auto liability insurance. Vendors providing or serving alcoholic beverages need to have 
coverage for liquor liability; their certificate should state the location where alcoholic beverages are being 
served.  

 Inspection of premises: When leasing a premise from others, be sure to visit it prior to acceptance to be 
sure the facility and equipment are in good order. Usually, the premise must, at the end of the rental or 
lease, be in the same condition as it was on the effective date of the lease, ordinary wear and tear 
excepted. Also, make sure the premise is compliant with the Americans with Disabilities Act in order to 
permit access for all individuals who want to attend.  

 Security: Some contracts specify that the lessee (the one leasing or renting from someone else) agrees to 
provide security personnel and measures. This additional expense to your council should be considered 
before signing the contract. Be sure to obtain a certificate of insurance from any vendor providing security 
services, indicating liability and workers’ compensation coverage. 

 “Standard paragraphs” in lessor/lessee contracts: Any such paragraphs not applicable to your council’s 
use of the premises or activity should be deleted.  

 Insurance: The lessee is usually required to have general liability coverage. Many contracts indicate 
comprehensive or public liability. Comprehensive is a term carried over from policy language prior to 
1986. Public is another term that is rarely found. Current broad liability policies almost always use the 
term commercial general liability.  

 Indemnification agreements: The wording should limit your council’s liability to those things for which it 
may be held legally liable, as provided under the laws of the state in which the contract is signed.  

 Waiver of claims subrogation and exculpatory clauses: It’s a good idea to avoid these clauses unless they 
are reciprocal, well defined in scope, and in compliance with state and local laws; always have them 
reviewed by your council’s attorney. 

 Copyrights: The contract may require the licensee to indemnify and hold harmless the licensor from 
claims arising from use of copyrighted music, materials, and so on. Your council makes sure that the 
proper permission has been received and is indicated on the materials being used.  

Read contracts and agreements carefully before signing, and be sure to consult with your council’s attorney for 
advice. State and local laws vary in wording and court interpretation, and your council’s attorney is in the best 
position to offer clarity and understanding. Once your council and its attorney have reviewed a contract or 
agreement, it should be reviewed by a professional risk manager and/or insurance representative.  
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The use of Girl Scout premises by outside groups can present substantial liability for your council. Approved 
council personnel should carefully consider who, what, why, when, and how the use of premises will be managed 
to minimize the possibility of your council being involved in a claim as a result of the group’s activity.  

Who is the potential user? 

 Does your Girl Scout council want to be associated with this group or individual?  

 What are the ages of the group or individuals?  

 Will a sub-group be involved (a contractor or service provider)?  

 Can the site and parking capacity accommodate the number of people involved?  

What will take place? 

 What is the intended use of the property?  

 Has the applicant asked for use within your council-defined time frame for contract approval?  

 Who will provide certified instructors for the activity?  

 How will the use of your council property increase its exposure to risk?  

 What special requirements (such as electrical or water needs) will the group have?  

 What potential environmental impact could this have on your council’s property?  

 Is security necessary?  

 Will all users and sub-groups abide by council rules and regulations?  

 Is the group willing to participate in a site orientation and walk-through prior to the rental date? 

 Will the users clean up the site and leave it in the same condition they found it?  

Why would your council choose to do this? 

 Considering income, goodwill, liability exposures, and expenses, is this financially advantageous to your 
council? Is the income subject to the unrelated business income tax?  

 Will this interfere with other council programming or staff functions?  

How will the contract be carried out? 

 Has your council received a valid certificate of insurance for all parties involved (named group, individual, 
vendors, service providers) including general liability, workers’ compensation, umbrella, and automobile, 
as necessary? Keep in mind, a valid certificate of insurance includes an insurance carrier rated “A” or 
better by an insurance rating organization such as A.M. Best. 

After the above questions have been answered satisfactorily, make sure that:  

 The contract has been signed within a council-approved time frame.  

 Proof of insurance has been verified within 30 days of use of property.  

 The group has participated in a site orientation and a walk-through and has been informed of emergency 
plans, and general-use and clean up information.  

It’s common for your council to use outside property and services. Since signing any contract can involve the 
transfer of risk from one party to another, approved council personnel should understand the liabilities assumed 
in the contract and make sure the risk is managed.  
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Such contracts may contain hidden or misunderstood liabilities that can have an adverse impact on council 
resources. Contracts are negotiable. Once approved, if council personnel review a contract and find that the 
contract contains objectionable language, there needs to be a negotiation to have the objectionable part of the 
contract altered or removed to your council’s satisfaction. Your council should not assume liability for activities at 
the site that are not controlled by council employees or volunteers.  

It’s a good idea for your council to have an approved list of facilities and services, based on Volunteer Essentials 
and Safety Activity Checkpoints guidelines, from which staff can choose. When signing contracts to use the 
facilities or services of others, consider who, what, how, and when the property will be used or service provided 
before signing the contract.  

Who will use the property or service? 

 What Girl Scout council entity wants to use this property or service (council, camp, service unit, troop, 
etc.)?  

 How many people and what age level does this involve?  

What will take place? 

 Does the property or the services provided match the needs or skill level of the group?  

 What is the proposed activity?  

 Has this activity been approved by a council representative?  

 Has the site been evaluated by the entity using the site?  

 Is the property or service on your council-approved list (based on Volunteer Essentials and Safety Activity 
Checkpoints guidelines)?  

 Will using this service provider or property unduly increase your council’s exposure to risk? If so, are there 
other service providers or properties that are a better choice?  

How will the contract be carried out? 

 Is your council paying for the service or use of the property?  

 Has your council obtained proof of insurance? A valid certificate of insurance includes:  

 Insurance carrier rated “A” or better by an insurance rating firm such as A.M. Best  

 $1,000,000 limit minimum (may be higher depending on number of people and activity) 

 An accurate description of the event or activity including set up and clean up 

 Notation that the scheduled event falls within the policy period shown 

 Is a signed contract required for the use of the property or service? If so, is the contract wording 
acceptable? If not, have approved council personnel tried to negotiate acceptable wording to address 
your council’s liability and safety with respect to the activity involved? If approved council personnel are 
uncomfortable with the wording of the contract, has it been reviewed by your council’s attorney?  

When will the contracted services take place? 

 Have approved council personnel reviewed contracts for service providers and property usage annually to 
confirm that they meet council standards (including insurance requirements)?  

 Have copies of the certificate of insurance and contract been retained according to council’s record-
retention policy?  

This section refers to contracting services for council-owned or leased properties such as buildings, food-service 
providers, janitorial services, landscaping, and lawn services. The recommendations apply whether the service is 
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paid for or donated. The primary concern is that the contracted vendors provide work that is acceptable to your 
council without injuring anyone or damaging any property. Review the items in this section to assess your 
council’s liability with respect to the service.  

Who will do the service? 

 Who is the company or individual providing the service?  

 Does your council want to be associated with this company or individual?  

 Will your council pay for these services or is the service donated?  

 If the service is donated, is your council willing to have the service provider adhere to same standards as a 
paid service provider?  

 Will a sub-contractor be involved and be held to the same standards?  

 Have council personnel checked references for this company or individual and any sub-contractors?  

 Did your council use a bidding process to determine a competitive price for this service?  

 Will this service provider unduly increase your council’s exposure to risk? If so, are there other service 
providers that are a better choice?  

 What will be provided? 

 What service will the company or individual provide? 

How will the contract be carried out? 

 Has a valid certificate of insurance been received for all parties involved (company, individual, sub-
contractors, independent contractors) including general liability, workers’ compensation, umbrella, and 
automobile, as necessary? A valid certificate of insurance includes:  

 Insurance carrier rated “A” or better by an insurance rating firm such as A.M. Best 

 $1,000,000 limit minimum (may be higher depending on number of people and activity) 

 An accurate description of work including set up and clean up 

 Notation that scheduled work falls within policy period shown 

 Your council named as additional insured 

 Is a signed contract required for the service? If so, is the contract wording acceptable? If not, have 
approved council personnel tried to negotiate acceptable wording to address your council’s liability and 
safety with respect to the work involved? If the wording of the contract is not acceptable, has it been 
reviewed by your council attorney? 

When will the contracted service take place? 

 Have approved council personnel reviewed the contracts for service providers annually to confirm that 
they meet council standards (including insurance requirements)?  

 Has proof of insurance been verified annually for ongoing services and immediately prior to service being 
provided for one-time work?  

 Have copies of the certificate of insurance and contract been retained according to your council’s record-
retention policy?  

After your analysis is done and risk-management decisions are made, your council moves to implementing the 
plan and monitoring results to make sure that the plan stays current. Based on that monitoring, your council then 
adjusts the plan, as necessary. 

This monitoring process can be as basic as keeping up-to-date phone lists of emergency contacts. But it may also 
involve recording losses and near misses to help identify areas that need more attention. It means keeping your 
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council’s leadership team informed of proposed changes in operations and analyzing those changes—using the 
guidelines in this chapter—before implementing them.  

Throughout this process, the GSUSA Risk Management & Insurance Department is always available to help you 
establish sound risk-management practices tailored to the activities of your council. This includes assistance with: 

 Identifying and prioritizing potential risks or losses 

 Developing, evaluating, and adjusting a risk-management plan tailored to your council 

 Reviewing your council’s insurance policies with an eye to how changes in exposures affect insurance 

 Working with insurance carriers and GSUSA’s broker to incorporate coverage changes  

 Keeping your council up-to-date and informed in areas you’ve identified as needs 

 Reviewing your contracts and leases with outside organizations 

GSUSA makes available a comprehensive insurance program that includes coverage for property, general liability, 
automobile, crime, workers’ compensation, directors’ and officers’ liability, and other areas. When questions 
about these types of coverage come up, you can also always draw on the resources of the GSUSA Risk 
Management & Insurance Department or your insurance broker, who can help you navigate challenging risk-
management decisions. 

The following are samples of hold harmless/indemnification agreements. Remember that because state laws and 
case law vary, none of these agreements should be copied or used without your attorney’s counsel. Deviations 
from minimum insurance requirements should also be reviewed by your council to determine whether the risk is 
acceptable.  

  Girl Scout Council shall indemnify, hold free and harmless, assume liability for, and defend the  
  School District, its officers, and employees from any and all costs and expense including, but not limited 
to, attorney’s fees, reasonable investigative and discovery costs, court costs, and all other sums which the  
  School District and its officers and employees may become legally obligated to pay because of any, all, 
and every demand for claim or assertion of liability, or any claim or action founded thereon, arising or alleged to 
have arisen out of an international act or omission of the    Girl Scout Council’s use of real or 
personal property belonging to the    School District, its officers and employees, or by any intentional 
action or omission by      Girl Scout Council, its members, agents, servants, employees, 
officers, or directors, for which the     Girl Scout Council may be held legally liable. Nothing 
herein shall require that the     Girl Scout Council indemnify, hold free and harmless, or assume 
liability for any negligent, intentional, or other tortuous act or omission of the    School District, its 
officers, and employees.  

    Girl Scout Council will indemnify, defend, and hold harmless    Merchants’ 
Association, Inc., its officers, partners, affiliates, agents, contractors, or employees, from and against any and all 
claims, damages, actions, liability, and expense, including reasonable attorneys’ fees and court costs, in 
connection with loss of life, personal injury, and/or damage to property arising from or out of the occupancy or 
use by     Girl Scout Council occasioned wholly or in party by any act or omission of   
 Girl Scout Council, its officers, agents, contractors, employees, members, or volunteers.  
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    Girl Scout Council agrees to indemnify and hold harmless the    Merchants’ 
Association, Inc., its agents, employees, or any other person against loss or expense including attorney’s fees, by 
reason of the liability imposed by law upon the    Merchants’ Association, Inc., except in cases of the  
  Merchants’’ Association, Inc.’s contributory negligence, for damage because of bodily injury, including 
death at any time resulting therefrom, sustained by any person or persons, or because of damage to property 
arising out of or in consequence of this agreement, whether such injuries to persons or damage to property are 
due or claim to be to any negligence of the    Merchants’ Association, Inc., its employees or agents or 
any other person. It is further understood and agreed that the     Girl Scout Council shall (at the 
option of the    Merchants’ Association, Inc.) defend the    Merchants’ Association, Inc., 
with appropriate counsel and shall further bear all costs and expenses, including the expense of counsel, in the 
defense of any suit arising hereunder, to the limits of its applicable insurance. 

    Girl Scout Council shall indemnify and hold the    Festival and its directors, 
officers, agents, controlling persons, employees, and representatives harmless from any and all liability, loss, 
damage, claim, or expense of any kind, including legal costs and attorneys’ fees that result from negligent or 
willful acts or omission by the Girl Scout Council and its agents, officers, or employees. 

In the event litigation is brought by third parties against either or both parties to this Agreement, the relationship 
between the Girl Scout Council and the Additional Insured    Festival shall be governed by rules of 
indemnification and contribution. The maximum liability of either party shall be limited to the extent of the 
negligence of that party. 

In the event that both parties are in some degree negligent for the loss or damage to property and injuries to third 
persons, including death, the parties shall be liable to the extent that such liability results from their individual 
acts or omissions. Each party shall be responsible for their respective share of liability, to be determined in 
accordance with the Uniform Contribution Among Tortfeasors Act [insert correct name depending on state if such 
act exists] as adopted by the state of    . This provision shall not apply in the event that only one 
party is responsible for the liability, in which case the indemnification rules shown above shall apply. 

The following agreement needs to be modified to include the special situations encountered in connection with 
the use of a specific Girl Scout property by an outside group. Although the agreement contains a sample hold 
harmless clause, such a clause means nothing if the group is not financially able to indemnify the property owner. 
Insuring the hold harmless agreement is one way the outside group can provide funds to meet the promise. Such 
insurance can be demonstrated by obtaining a certificate of insurance showing an adequate limit of liability 
($1,000,000 minimum) for general and automobile liability (including nonowned) carried by the outside group. 
Workers’ compensation and employer’s liability need to be shown by a certificate if the outside group employs 
staff. The certificate should indicate coverage for the indemnity clause and may also name your council as 
additional insured on all but the workers’ compensation policy.  

If your council is named as an additional insured, the insurance carried by the outside group would defend a claim 
against your council and also pay legal and other expenses. However, beware of the having the outside group’s 
insurance as the primary coverage unless its coverage and deductible provision are known; your council could lose 
protections otherwise provided by its own policies.  
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Ultimately, Girl Scout property exists to serve Girl Scouts. When it is used by others, your council must be assured 
that the usage will not reduce its use by Girl Scouts or otherwise reduce your council’s ability to serve girls in the 
future.  

Agreement for Use of Girl Scout Premises 

Reservation number  

Name of organization  

Address 

Phone number 

Person(s) responsible 

Name(s) 

Address 

Phone number 

This agreement is your official notice that the following facility (facilities) has been reserved for the use of the above 
organization: 

Name of facility 

From (Day)  (Date)  (Time)  

With departure on (Day)  (Date)  (Time)  

Daytime use only or overnights? 

Type of activity 

Fee for this period, accommodating not more than  people will be $  

This change is made to cover a portion of the proportionate share of the care, maintenance, and depreciation charges 
occasioned by the use of these premises under this agreement.  

 

The   (name of organization)   agrees to indemnify     Girl Scout Council against 
and hold it free and harmless from any cause of all claims, demands, loss, damage, and expense, including attorney’s fees and 
other legal expenses arising out of the use of   (name of facility)   by   (name of 
organization)  . 

The   (name of organization)   also agrees: 
 

1. That any damage to buildings, equipment, or property owned by the     Girl Scout Council, other 
than that due to ordinary wear and tear, will be charged to the   (name of organization)  . 
Any damage shall be reported promptly to the council. 

2. To assume full responsibility for injury, damage, or loss from any cause whatsoever to the person or properties of 
others. 

3. To comply with the insurance requirements indicated below. 
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This agreement is entered into by the      Girl Scout Council in reliance upon the above 
conditions and observance of the following rules and this does not give the   (name of organization)   
the privilege of including any groups other than those indicated above. A certificate evidencing the required insurance must 
be supplied to the council before the premises may be used by the organization. See the insurance requirements that follow.  

       by        

(Date)       (Authorized signature and title) 

Insurance Requirements 

Prior to the use of the premises indicated above, the organization agrees to provide the council with the following evidence 
of insurance:  

1. Certificate of commercial general liability insurance, including contractual liability for bodily injury and property 
damage in an amount not less than $1,000,000 combined single limit and naming the council as an additional 
insured. Fire legal liability shall be included in the limit.  

2. If the organization intends to use vehicles on the premises described above, a certificate of insurance is needed for 
commercial automobile liability for owned, nonowned, and hired cars with minimum limit of $1,000,000 combined 
single limit for bodily injury and property damage. 

3. If the organization employs staff, certification that workers’ compensation and employers’ liability are covered by 
insurance.  

4. The insurance should be with a company whose financial soundness can be verified by a national rating service such 
as A.M. Best, Standard and Poors, or Dun & Bradstreet. 

 

Rules [these are examples only; adjust to your situation]: 

 Cars must be parked in guest parking lot.  

 Smoking only in designated areas. 

 No outdoor fires may be built without prior 
permission and only at designated places. 

 Renter shall conduct a fire drill before retiring 
the first day on the site. 

 Premises shall be left in good condition for next 
occupants. 

 Renter will ensure that participants are in 
physical condition to participate in strenuous 
physical activities if such activities are planned. 

 Leader of the group will check in at the center 
office upon arrival and departure and will pay 
balance of fee before departure. 

 Departure time will be at or before   
A.M. / P.M. 

 A person 21 years of age or older representing 
the group will be on the premises at all times.  

 Possession, sale, or use of controlled substances 
or possession, consumption, or sale of 
intoxicating liquors by any person or group is not 
permitted at any time on council property. 

 Renters shall exercise proper supervision in their 
use of the premises so as to prevent damage or 
loss. 

 No hazardous or medical waster shall be left by 
renter. 

 If program supervision for activities such as 
horseback riding, swimming, boating, or 
adventure courses are provided by the renter, 
proof of an appropriate leadership certificate 
shall be provided to the council. 

 First aid and CPR certification is required. 

 

The council reserves the right to terminate this agreement for the use of its facility by the named organization, at 
its discretion, for violation of any of the above rules. 


