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Welcome to the Troop Module, an add-on to Volunteer Essentials, which is a handbook for volunteers in all 

pathways. After you’ve read through Volunteer Essentials, come back to this add-on, which tells you specifically 

about the troop pathway. 

Defining the Troop Pathway 

Girls and adults participating in the troop pathway usually stay together for an entire school year and meet once a 

week, once a month, or twice a month—how often is up to you and the girls! Troops can meet just about 

anywhere, as long as the location is safe, easily accessible to girls and adults, and within a reasonable commute 

(―reasonable‖ having different definitions in different areas: In rural areas, a two-hour drive may be acceptable; 

in an urban area, a 30-minute subway ride may be too long). In each meeting, girls participate in fun activities 

that engage them in the Girl Scout Leadership Experience. 

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

• Fourteen Girl Scout Brownies who meet twice a month from November through March at a local community 

center 

• Seven girls who are homeschooled and meet weekly as a Girl Scout Cadette troop 

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

Understanding Your Role as a Troop Volunteer 

Your most important role as a troop volunteer is to be excited about everything this opportunity affords you: a 

chance to partner directly with girls; an invitation to play a critical role in their lives; a chance to watch them 

blossom under your direction! 

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

One note, however: As a troop volunteer, you serve as a partner and role model to girls. You’ll also work closely 

with a co-volunteer, because two adults must be present at all times when working with girls, and at least one of 

those volunteers must be female and not related to the other adult. This is an important distinction that bears 

repeating: Men can serve as troop volunteers, but an adult female who is not related to the other volunteer must 

be present at all times, and at no time is a girl to be alone with only one volunteer. Remember to also check the 

adult-to-girl ratios in Chapter 5 of Volunteer Essentials. 

Your Responsibilities 

Your other responsibilities as a troop volunteer include: 

• Sharing your knowledge, experience, and skills with a positive and flexible approach  

• Working in a partnership with girls so that their activities are girl-led, and also partnering with other 

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

• Providing guidance and information regarding Girl Scout events and troop meetings with girls’ parents or 

guardians on a regular and ongoing basis through a variety of tools, including email, phone calls, newsletters, 

blogs, or whichever other method you choose 

• Processing and completing registration forms and other paperwork, such as permission slips 

• Communicating effectively and delivering clear, organized, and vibrant presentations or information to an 

individual or the troop  

• Overseeing troop funds with honesty and integrity  

• Maintaining a close connection to your volunteer support team  

Your Support Team 

In your role as a troop volunteer, you’ll team up with helpers, including your co-volunteer(s), a volunteer support 

team, parents and guardians, council staff members, and others who have expressed interest in working alongside 

you. 

The first thing you’ll want to do is meet with this group and discuss what brought you to Girl Scouts, review your 

strengths and skills, and talk about how you would like to work together as a team. Also discuss: 

• When and where to meet as a troop 

• When, where, and how often to hold parent/guardian meetings 

• When you will hold an investiture (pinning and dedication) ceremony 

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

product sales (including the Girl Scout Cookie program). 

Remember to call on your volunteer support team, which can help you observe a meeting, assign you a buddy, 

help with registration forms, assist you with opening a bank account, plan your first meeting, and so on. Also 

plan to attend support meetings—usually held several times throughout the year—that provide excellent 

opportunities to learn from other volunteers.  

Taking Your First Steps 

Your first steps as a troop volunteer include the following: 

• Form a troop committee 

• Decide when and where to meet 

• Hold a parent/guardian meeting 

This section shows you how to complete all three steps. After you’ve completed those, you’re ready to plan and 

hold your first few troop meetings, which is discussed in the remainder of this module. 
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Forming a Troop Committee 

You need to involve other adults in the troop—please don’t try to go it alone or depend on too few adults! Many 

hands make light work, and the role is more fun when it’s shared. Think about the people you know whom you 

admire, who connect with children (especially girls), who are dependable and responsible, and who realistically 

have time to spend volunteering. (Remember that these adults will need to register as Girl Scout members, fill out 

volunteer application forms, take online learning sessions, and review written resources.) Consider business 

associates, neighbors, former classmates, friends, and so on. If you have trouble finding reliable, quality 

volunteers to assist, talk to your volunteer support team for advice and support. 

Your troop committee members might help by: 

• Filling in for you 

• Arranging meeting places 

• Locating adults with special skills to facilitate a specialized troop meeting 

• Assisting with trips and chaperoning 

• Managing troop records 

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

• Troop Cookie Manager: A volunteer who would manage all aspects of Girl Scout Cookie sales 

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

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

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

to keep track of the money and keep the books. 

Set up positions that work for you, and draw on other volunteers who possess skill sets that you may lack. When 

you’re ready to invite parents, neighbors, friends, colleagues, and other respected adults to work with you, send 

them a letter and invite them to their first troop committee meeting. The adult guides for the Girl Scout Daisy, 

Brownie, and Junior It’s Your World—Change It! leadership journeys include a sample welcome letter and a 

friends/family checklist to assist you in expanding your troop’s adult network. There’s a similar version included 

in the appendix to this module. 

Deciding When and Where to Meet 

When to meet is at your troop committee’s discretion: What day and times work best for the girls, for you, for 

your co-volunteer(s), and for other adults who will be presenting or mentoring? Once per week throughout the 

school year is common, but so is once or twice per month. Is after-school best? Can your co-volunteers meet at 

that time, or will meetings work better in the evenings or on the weekends? If so, which day of the week? At 

what time? 
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Where to meet can be a bit trickier: A troop meeting place needs to provide a safe, clean, and secure environment 

that allows for the participation of all girls. You might consider using meeting rooms at 

• Schools 

• Libraries 

• Houses of worship 

• Community buildings 

• Childcare facilities 

• Local businesses 

For teens, you can also rotate meetings at local coffee shops, bookstores, and other places girls enjoy spending 

time. When choosing a space, consider the following: 

• Cost: The space should be free. 

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

activities. 

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

you plan to use the space. 

• Resources: Determine what types of furnishings (table? chairs?) come with the room and ensure that the 

lighting is adequate. A bonus would be a cubby of some sort, where you can store supplies! 

• Safety: Ensure that the space is safe, secure, clean, properly ventilated, heated (or cooled, depending on your 

location), free from hazards, and has at least two exits that are well-marked and fully functional. Also be sure 

first-aid equipment is on-hand. 

• Facilities: Sanitary and accessible toilets are critical. 

• Communication-friendly: Be sure your cell phone works in the meeting space. 

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

meetings. 

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

who may come to any meetings. 

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

―I’m a Girl Scout volunteer, and I run a troop of ______ girls. We’re doing lots of great things for girls and for 

the community, like ____ and ______. We’re all about leadership—the kind that girls use in their daily lives and 

the kind that makes our community better. We’d love to hold our meetings here because ______.  

Holding a Parent/Guardian Meeting 

A parent/guardian meeting is a chance for you to get the know the families of the girls in your troop. Before the 

meeting, be sure you’ve done the following: 
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• Arranged for a parent, another volunteer, or a group of older girls to do activities with the girls in your troop 

while you talk with their parents/guardians  (if girls will attend the meeting, too) 

• Practiced your discussion on the five topic areas described earlier in this section (Girl Scout Mission, 

Promise, and Law; benefits of Girl Scouting for their daughters, including how the GSLE is a world-class 

system for developing girl leaders; all the fun the girls are going to have; expectations for girls and their 

parents/guardians; and ideas of how parents and other guardians can participate in and enrich their daughters’ 

Girl Scout experiences) 

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

parents/guardians will absolutely want to know! 

• Created a sign-in sheet. 

• Determined what information parents should bring to the meeting 

• Created a one-page information sheet (your contact information, contact information for other troop 

committee members, the day and time of each meeting, location of and directions to the meeting place, what 

to bring with them, your troop number, and information on how to get journey books and other merchandise 

like sashes, vests, T-shirts, and so on). 

• Gathered supplies, including the sign-in sheet, the information sheet, Girl Scout registration forms (available 

from your council), permission forms for parents/guardians to keep on hand (also available from your 

council), any other appropriate forms (see the appendix of this module), Girl Scout merchandise catalogs 

(also available from your council), pens, and an envelope for dues.   

• Prepared yourself to ask parents and guardians for help with the troop, planning to be as specific as you can 

about the kind of help you will need! 

Registering the Girls in the Troop 

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

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

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

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

works for many new volunteers: 

• As the girls and adults arrive, ask them to sign in. Hand out registration forms and any other paperwork, 

including a one-page information sheet. 
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• Open the meeting by welcoming the girls and adults. Introduce yourself and other members of the troop 

committee. Have adults and girls introduce themselves, discuss whether anyone in their families has been a 

Girl Scout, and talk about what Girl Scouting means to them. Welcome everyone, regardless of experience, 

and let them know they will be learning about Girl Scouts today. (If you’re new to Girl Scouting, don’t 

worry—just let everyone know you’ll be learning about Girl Scouting together!) 

• Ask the girls to go with the adult or teen in charge of their activity and begin the discussion.  

• Discuss the information you prepared for this meeting:  

 All the fun girls are going to have! 

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

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

and the importance of completing and returning it as indicated 

 How you plan to keep in touch with parents/guardians (e-mail, text messaging, a phone tree, fliers 

the girls take home, posting on an invitation-only group you create on Facebook are just some ideas) 

 The Girl Scout Mission, Promise, and Law 

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

the program does for their daughters. 

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

teaches life skills and helps fund troop activities. 

 The cost of membership, which includes annual GSUSA dues, any troop dues (ask your local 

council), optional uniforms, and any resources parents/guardians will need to buy (such as a journey 

book) 

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

sales generate funds for the troop treasury 

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

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

(be as specific as possible!) 

• Collect the completed registration forms.  

• Remind the group of the next meeting (if necessary) and thank everyone for attending. Hold the next 

meeting when it makes sense for you and your troop committee—that may be in one month if face-to-face 

meetings are best or in six months if you’re diligent about keeping in touch with parents/guardians via e-

mail, phone calls, or some other form of communication. 

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

group, inform them of decisions, and discuss how they can help the troop. 
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Planning and Holding Troop Meetings  

To plan and hold successful troop meetings, follow the steps in each of the following sections. You’ll feel 

confident and comfortable in no time! 

Using Journeys 

Like all pathways, the troop pathway offers an opportunity to deliver the Girl Scout Leadership Experience, in 

which girls discover themselves, connect with others, and take action to make the world a better place. The most 

efficient—and fun!—way to deliver the GSLE in a troop setting is to use journey books, which are the core 

program offering from Girl Scouts. To get started, all you need is a sense of adventure to guide girls on a 

great journey. Check out these five simple tips:  

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

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

busy volunteer. A guide talks you through each component of the Girl Scout Leadership Experience and 

provides clear definitions, illustrating how each piece is part of a well-researched, powerful, and change-

making experience for girls.  

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

appropriate for the troop) girl journey as if you were a girl and without thinking what to do with it.  

3. Break out your accompanying adult guide and flip straight to the ―sample sessions at a glance‖ two-page 

spread for a ―bird’s eye‖ view of how to bring the journeys to life.  

4. Now that you know what’s possible, invite the girls (and their parents) to use their imaginations for 

how to make the journeys real in ways that excite them (girl led). You do not have to do everything as 

exactly as laid out in the books. The books are a great resource with lots of room for creativity. Remember, 

the books provide the ice cream: The girls and you add the sprinkles!  

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

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

Throughout your own journey—and even before—volunteer and staff members of your local Girl Scout council 

are there to offer crucial support with learning opportunities and advice. Never hesitate to contact them. 

Utilizing Other Resources 

You have other resources at your disposal, as well, including the Daisy Girl Scout Activity Book, Try-Its for 

Brownie Girl Scouts, Junior Girl Scout Badge Book, and Interest Projects for Girls 11–17. These resources 

provide topic-specific skills-building activities as girls earn the associated badges. 

http://www.girlscouts.org/gsle
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In addition, you’ll find a wealth of Girl Scout resources centered on four core areas: STEM (science, technology, 

engineering, and math), financial literacy; the environment and outdoor education, and healthy living. Contact 

your local council or your volunteer coach for guidance on where to find these resources and how to infuse them 

into your troop activities. 

Holding Troop Meetings 

Troop meetings usually include six components, and journey book sample sessions are also arranged in a similar 

way, making the process easy for you! 

• Start-up: Start-up activities are planned so that when girls arrive at the meeting they have something to do 

until the meeting starts. For younger girls, it could be coloring pages; teen girls might jot down a journal 

entry or just enjoy a little time to talk. 

• Opening: The opening focuses the meeting and allows girls to start the meeting. Each troop decides how to 

open their own meeting—most begin with the Girl Scout Promise and Law, and then add a simple flag 

ceremony, song, game, story, or other ceremony designed by the girls. Girl Scout Brownies, for example, 

might create a new tradition by skipping in a circle while singing a song. Ceremonies, even when brief or 

humorous, make Girl Scout time special. 

• Business: Troop business may include taking attendance, collecting dues, making announcements, and 

planning an upcoming event or trip. This is a good time for girls to lead, especially as they grow up! (Note 

that some troops move the business portion of the meeting to an earlier slot.) 

• Activities: Activities will depend on what the girls want to do in their troop and how they want to spend their 

collective time. Outdoor time is important, so, encourage the girls to an activity at a park or forest. If girls are 

interested in animals, encourage the girls to plan a visit to a zoo or animal shelter. As you engage in one of 

the two leadership journeys, review the ―Sample Sessions at a Glance‖ in the adult guide for journey activity 

ideas.  

• Clean-up: Clean-up is just how it sounds, and it’s a great habit for girls to get their meeting space back to the 

way it was when they got there—maybe even cleaner than it was! Girls can also take leadership of the 

cleaning themselves, deciding who does what. They might even enjoy the tradition of a kaper chart (or a 

chore chart, listing all the chores, and assigning girls names to each), so that everyone takes turns at each 

responsibility. 

• Closing: The closing lets the girls know that the troop meeting is ending. Many girls close with the 

friendship circle, in which each girl stands in a circle, puts her right hand over her left, and holds the hands of 

the girls standing next to her. The friendship squeeze is started by one girl, and then passed around the circle 

until it comes back to the girl who started it. When the squeeze is finished, girls twist clockwise out of the 

circle lifting their arms and turning around out.  
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Treat Time! 

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

You help each troop member do her part to ensure the meeting and activities are enriching and fun. Based on 

their grade levels and abilities, girls may decide and plan opening and closing activities, bring and prepare treats, 

teach songs or games, and clean up. As girls grow, they can show and teach younger members about Girl 

Scouting. They can also assist you in preparing materials for activities. For activities such as trips, campouts, 

parent meetings, and multi-troop events, girls may be responsible for shopping, packing equipment, handing out 

programs, cleaning up, gathering wood, and so on. As long as you pay attention to grade level and maturity, the 

list of girl involvement is endless! (See Chapter 3 in Volunteer Essentials for a better understanding of girls’ 

progression by grade level; also see detailed information about each grade level in the journey adult guides.) 

Troop Governance: Letting Girls Lead 

Many troops employ a democratic system of governance so that all members have the opportunity to express 

their interests and feelings and share in the planning and coordination of activities. Girls partner with you and 

other adults, who facilitate, act as a sounding board, and ask and answer questions. Girls from the youngest Girl 

Scout Daisies through Ambassadors will gain confidence and leadership skills when given the opportunity to lead 

their activities, learn cooperatively as a group, and learn by doing instead of by observing. 

The following are some traditions troops have used for girl-led governance, but these are just examples—girl-led 

and cooperative learning can happen in many ways! Journeys offer other examples of team decision-making, too. 

• Daisy/Brownie Circle: While sitting in a circle (also called a ring), girls create a formal group decision-

making body. The circle is an organized time for girls to express their ideas and talk about activities they 

enjoy, and you play an active role in facilitating discussion and helping them plan. Girls often vote to finalize 

decisions. If girls are talking at once, consider passing an object like a talking stick that entitles one girl to 

speak at a time (see Chapter 4 of Volunteer Essentials for additional tips). 

• Junior/Cadette/Senior/Ambassador Patrol or Team System: In this system, large troops divide into small 

groups, with every member playing a role. Teams of four to six girls are recommended so that each girl gets 

a chance to participate and express her opinions. Patrols may be organized by interests or activities that feed 

into a take-action project, with each team taking responsibility for some part of the total project, and girls 

may even enjoy coming up with names for their teams.  

• Junior/Cadette/Senior/Ambassador Executive Board: In the executive board system (also called steering 

committee), one leadership team makes decision for the entire troop. The board’s responsibility is to plan 

activities and assign jobs based on interests and needs, and the rest of the troop decides how to pass their 

ideas and suggestions to the executive board throughout the year. The executive board usually has a 

president, vice president, secretary, and treasurer and holds its own meetings to discuss troop matters. Limit 
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the length of time each girl serves on the executive board so all troop members can participate during the 

year.  

• Junior/Cadette/Senior/Ambassador Town Meeting: Under the town meeting system, business is discussed 

and decisions are made at meetings attended by all the girls in the troop. As in the patrol and executive board 

systems, everyone gets the chance to participate in decision-making and leadership. Your role is to act as a 

moderator, who makes sure everyone gets a chance to talk and that all ideas are considered. 

A Sample Troop Year 

Here is just one example of how you could set up your troop year. As long as you’re basing your activities on the 

GSLE (using the three keys—discover, connect, and take action—and realizing the outcomes/benefits that Girl 

Scouts promises) and using the three processes (girl-led, learn by doing, and cooperative learning), there is no 

wrong way! 

• Hold a parent/guardian meeting. 

• Open a checking account, if needed. 

• Register all the girls in the troop. 

• Meet together for the first time, allowing the girls to decide how they can learn each others’ names and find 

out more about each other. 

• Kick off the journey with a trip or special event that fits the theme. Have the girls brainstorm and plan this 

trip or event. 

• Have the girls work through the journey, which will involve eight to ten gatherings (but can be more or less, 

depending on whether you combine or stretch out the sample sessions, based on your needs. 

• Complete the take-action project. 

• Encourage girls to plan a culminating ceremony for the journey, including awards presentations. 

• Choose badge-exploration activities that girls will enjoy and that will give them a well-rounded year. 

• Have the girls plan, budget for, and work on their Girl Scout Cookie sale (see Chapter 7 of Volunteer 

Essentials). 

• Help girls plan a field trip or other travel opportunity. 

• Pre-register girls for next year. 

• Camp out! 

• Participate in a council-wide event with girls from around your region. 

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

Service Units 

A service unit is an area designated to deliver Girl Scout programs.  These units are usually based along 
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neighborhood, school district, county or town boundaries.   

Every service unit is assigned to a Field Marketing Executive (FME) employed by the council.  They are 

responsible for the recruitment and appointment of a Service Unit Manager (SUM), who, in turn, is responsible 

for delivering services in one unit.  An FME's primary work is in partnership with the Service Unit Manager 

and the service team.  An FME conducts a performance review with the service unit manager and assists in the 

evaluation of the service unit's work. 

Your Service Team  

Service units are operated by a group of volunteers called the service team.  As a volunteer, the SUM heads the 

service team and is responsible for Girl Scout  activities in the unit.   

The service team ensures that Girl Scout troops receive the membership and program services they need to 

make Girl Scouting happen for their girls.  Together, the team members support the service unit troop leaders 

by organizing troops, providing program materials, resources and information to troop leaders, organizing 

service unit events, and representing Girl Scouts in the community.  Service team members are required to 

take training for the position to which they are appointed. 

The service team meets regularly with the FME to plan and evaluate their services and activities. The FME, the 

service unit manager and the team hold regular meetings with troop leaders.  At these meetings, troop leaders 

receive council and service unit information, share ideas, and participate in training.  These meetings are an 

important communication link. 

 Service Unit Positions  

Service Unit Manager 

Administrative volunteer in charge of the service unit. Recruits, appoints, and evaluates service team members 

and troop leaders.  In partnership with the FME, they lead the service team and service unit meetings. The SUM 

represents the service unit at conferences, council meetings and other events. They submit to FME monthly 

reports of service unit activities and events.  

Assistant Service Unit Manager 

Administrative volunteer assists Service Unit Manager.  Helps recruit, and evaluates service team under the 

direction of the Service Unit Manager.  Leads the service team and service unit when Service Unit Manager is 

unable to do so. 

Council Delegate  

A representative of the Service Unit who attends and participates in the annual meeting and is the voting voice 

to act in the behalf of the Service Unit at the Annual Meeting. Delegates selected at SU level based on 

membership. 

Service Unit Financing, Events and Monies 

Service Unit Financing 
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Service unit funds may not be used for troop programs.  They are for the actual needs related to the 

management of the Service Unit and for volunteer resources.  Only one fund-raising project per service unit, in 

addition to cookie sales, will be authorized each year. Each service unit is required to submit to the council an 

annual ―Service Unit Financial Report‖ to be reviewed by the CFO/COO.  This report should be submitted by 

June 1 each year.  

Service Unit Events 

Service unit events may not be used as fund-raising activities. Per GS-WEST policies. 

Service Unit Monies 

Service Units must have their money in a checking account at a council-specified bank under the name of Girl 

Scouts - Western Oklahoma, Inc. Service Unit #, Service Unit Treasurer’s Name and Address. A service unit 

wishing to maintain funds for special planned expenditures over the $500 limit after June 30 may request a 

waiver. Waiver requests will be submitted with the year-end financial report and referred to the COO for 

approval. Three signers must be listed on each account, one being the CEO. 

Alumni 

The alumni group operates under the auspices of Girl Scouts—Western  Oklahoma, Inc.  The purpose is to give 

services and support to GS-WEST. Members are required to be currently registered as a Girl Scout. As a 

registered member of Girl Scouts-Western Oklahoma Inc., and an adult over the age of 18, you are a member of 

the alumni. 

Registrar 

Assists troop and groups in completing registration paperwork.  Ensures paperwork is completed properly, the 

correct amount of money is attached, and forwards both paperwork and money to the council. They answer 

questions from troop leaders about procedures to register as a Girl Scout and how to complete girl and adult 

registration forms and the troop dues summary. 

Secretary 

Records the business of the service unit, maintains a service unit troop roster and provides meeting agenda 

and meeting notes to the service unit volunteers. 

 

Service Unit Cookie Chairperson 

Manages the annual cookie sale within   the service unit.  Trains troop cookie chairpersons, prepares service 

unit cookie order, distributes cookies, oversees collection and reporting of cookie money, keeps accurate 

records, ensures money is deposited and reports are completed on time, and promptly distributes incentives. 

Service Unit TOPS Chairperson 

Manages the TOPS, Nut and Candy sale within the service unit.  Trains troop TOPS chairpersons, 

distributes information about the program, collects all troop reports, prepares service unit reports, submits 

reports on time, and distributes nut and candy products and incentives. 

 

 

Treasurer 

Maintains and submits accurate financial records of transactions and financial reports for the service unit.  

 

Adult Learning Coordinator 
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Serves as a consultant to troop leaders about training required for the leadership position and participates in 

activities and trips.   

Troop Organizer 

Recruits girls and adults.  Organizes and maintains Girl Scout troops within an assigned geographic area, 

and assists with troop registration and coordination of bridging activities. 

New Leader Mentor/Coach 

Assists and supports troop leaders in providing Girl Scout program according to the needs, interests and 

abilities of girls.    

New Leader Checklist 

Placement Process 

__ Volunteer application completed/approved 

__ GSUSA Membership Paid ($12 ANNUAL FEE) 

__ Complete the GSUSA On-line Orientation (available at www.gswestok.org on the on-line training link   

     to reach the tutorial) 

__ Complete the Girl Scout Essentials 

__ Complete CPR/First Aid (you must have 2 adults with CPR/First Aid members may be certified for only 

     $7 CPR and $7 First Aid. Preregistration is REQUIRED. 

__ Mentor Assignment 

__ Troop Visit 

__ Complete the Leader Agreement Form 

__ Ensure 5 girls per troop 

__ Troop number assigned -if registering as an (01-troop leader) 

__ Select a Co-Leader for your troop or request assistance with this step. 

*All troops must have a minimum of 2 adults registered in each troop.* 

Troop 

___ Conduct Parent Meeting 

___ Join the GS-WEST Ourspace online community. https://sites.gswestok.org 

___ Complete registration forms for all girls and all operational leaders, assistant and support adults (i.e. 

       Drivers, camp certified person, product sale chair, treasurer, first aider) and turn into council office 

       ASAP to insure girls/adults are covered under insurance. 

___ Conduct first troop meeting; cover troop guidelines and council policies. You may choose to use the 

       council publication called ―The Communicator‖ as your guide during the Parent Meeting. Be sure to 

       enlist parent help from the very beginning to support your troop’s activities and program. 

___ Open troop checking account,  This is usually done using the check’s received from registration night 

        to create a balance and then troop writes one check for members who have registered. Remember a 

      minimum of 2 adults and 5 children for each troop. Each account must have 2 unrelated people as 

      signers on the account, plus the council’s CEO listed on all accounts as Girl Scouts-Western Oklahoma, 

      Inc., SU ___, Troop___.  A financial report is due to the council each year by June 30. Sound 

      money management is the ultimate responsibility of the leader. 

___ Select a troop treasurer of the leader and co-leader are related and ensure they are a registered member.  

___ Select a product sales coordinator to be responsible for troop cookie sales and other product sales. 

http://www.gswestok.org/
https://sites.gswestok.org/
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___ Request one parent of each registered girl also become a registered member so they can assist with 

       troop activities, transportation and other activities. 

Service Unit-your geographical support area in scouting 

___ Contact your service unit manager (SUM) to update contact information and troop data. She/ He will 

        be a great resource in your new role. 

___ Return phone calls & emails from your Service Unit Manager (SUM), she/he is there to support you in 

        your leadership experience.  

___ Attend monthly Service Unit Meeting for additional troop and leadership support or assign a troop 

        representative to attend for you. 

___ Ask about a Mentor/Coach at the Service Unit Meeting or share your email. We encourage yahoo 

       group or other email support group to share information, successes and idea! 

___ Attend an activity that supports the efforts of your Service Unit. Attend special Service Unit Team 

       Meetings when planning larger troop/SU events. Remember girls experiences will be more enriching if 

       sharing it with others.  

Council 

___Contact your council representative, (FME– Field Marketing Executive) if you need assistance in 

       recruiting troop members or other form of support. 

___ Remember to consult your (SW) Safety-Wise publication if you are uncertain about policy or 

        procedures for travel and activity planning. 

___ Attend Council Training Events: Your council provides both leadership support training and 

        enrichment training for personal & professional development.  This is a great opportunity for building 

        friendships, as well as networking! 

___ Be mindful of registration deadlines - They are important!  

You 

___ Recruit troop committee, do not do this alone! 

___ Enjoy your girls! 

___ Relax  and have fun! 

___ Remember the gift of your time is invaluable to another. Our volunteers are precious treasures—we are 

        lucky to count you   among them! 

 

 

Appendix: Forms 

Include the following information on the top of every form.  

Membership Year 

Council Code 563 

All of the forms are available online at www.gswestok.org/ forms--facts/  and many of the forms can 

be turned in via email. 
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FORM  INSTRUCTIONS  DEADLINE 
SPECIAL 

COMMENTS 

Dues Record 
Used to record regular payment of troop 

dues by girls. 

Record total weekly dues 

collected on Detailed Cash 

Record. 

May be kept by a girl 

or an adult. 

 Event Report 

Used to summarize and report on the 

actual costs of an event. To be 

completed by event coordinator. 

Received by the council 5 

days after the event. 

Attach sample 

evaluation, any 

publicity, and 

summary of 

evaluations. 

Event Staff Agreement 

Details the responsibilities and 

     duties you agree to do for a 

     specific event. 

Defines the term of your 

     appointment to event. Indicates 

     what training you must take for 

     event. Identifies your supervisor. 

Any time you are interested 

in being an event staff and 

your supervisor appoints you 

to an event staff position. 

  

 Extended Trip 

Approval 

Used for any trip lasting three  

     nights or more.  

To be completed by the adult in 

     charge of the trip. 

At least two months prior to 

departure date to the council. 

You also need to fill 

out the Plan 3E 

Enrollment form. 

Financial Assistance 

Request 

Used to request assistance for girls. 

To be completed by the Leader. 

Turn in to the Council when 

need is recognized. 

Keep records of 

financial assistance 

received by girls, 

adults, and troops and 

report on Financial 

Report for Troop. 

Financial Report for 

Troop 

Completed by leader. 

Summarizes troop income and 

     expenses for the year and  

     indicates balance on hand at the  

     end of the year. 

Must be completed to be considered 

     for reappointment 

Must be completed and 

turned in to Service Unit 

Manager by June 30. 

Required for  

re-appointment and 

re-registration. 

Girl Scout 

Ambassadors 

Puts your troop on list for special 

council/community events. Usually 

requires uniforms. 

As soon as possible, send to 

council. 

Check with girls and 

parents first. 
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Girl’s Record 
Keeps accurate, detailed record of a girl’s 

accomplishments and awards. 
 On-going 

Give to girl’s parent 

when she leaves 

GS-WEST for another 

council. 

Health  Examination 

Record 

Used by girls going to resident camp 

or on extended trips. 

Submit according to deadline 

for camp or event. 

Must be completed by 

a physician. 

Health History Record 

for Girls and Adults 

Must be filled out for all members by  

     the parent/guardian. 

Leader keeps completed copy and  

     brings to events, trips, etc. for each 

     member. 

Includes adult participants 

The second page Health Exam record 

     is used by girls going to resident 

     camp or on extended trips. 

Must be updated annually, 

before the member may 

participate in Girl Scout 

activities. 

Health Exam record must be 

submitted according to 

deadline for camp or event. 

We recommend that 

parents/guardian have 

a copy to take to events 

that are attended 

individually.  This 

prevents them from 

having to fill it out 

more than once. 

Honor Program 

for Troops 

Helps plan and recognize quality Girl 

Scout program. 

Submit to Membership 

Services by June 1. 

Use form in September 

to guide planning plan 

year. 

Incident Report 

Must be completed by the adult in 

charge after any of the following 

incidents: 

Accidents 

Illness requiring hospitalization 

Death 

Child abuse/neglect 

Extra-ordinary situations 

Relay only the facts. 

The completed form must be 

submitted to the CEO within 

24 hours. 

Include photographs, 

news clips, police 

reports, etc.  For child 

abuse, the report must 

be made the same day 

the possibility of abuse 

is noted. 

In-Kind Donation 

Receipt 

Use when you receive a donation for Girl 

Scouts, other than money. 

Provide to donor upon receipt 

of donation. 

Provide a copy to Fund 

Development as soon 

as possible after 

receiving donation. 

In-Kind Solicitation  

Record 

Use to record a request for a donation for 

Girl Scouts. 

As soon as possible, submit 

to Council. 

Helps ensure more than 

one person in our 

organization does not 

ask the same potential 

donor. 

Inventory for Troop 

Used to record the number and location of 

all books, flags, camping gear, and more 

belonging to the troop. 

Must be received by Service 

Unit Manager or FME no 

later than June 30. 

  



 

Page 19 

 

 

Leader Agreement /  

Appointment 

Details the responsibilities and duties you 

     agree to do under your volunteer 

     position description. 

Defines the term of your appointment to 

     your volunteer position. 

Indicates what training you must take for 

     your position. 

Identifies your supervisor. 

As soon as your supervisor 

appoints you to a 

volunteer position. 

1 copy for self 

1 copy for SUM 

1 copy for Council file 

  

  

Lifetime Membership 

Registration Form 

Used by adults who want to register for 

lifetime membership. 
None. 

Cost is $250.00 until 

9/09 and $300 

beginning 12/09. 

 $130 for seniors in 

high school until 9/09 

and $156 beginning 

2010. 

Money-Earning 

Evaluation 

Used to evaluate the success of the money-

earning project. 

Turned in two weeks after the 

money-earning project to the 

Program Director 

  

Money-Earning 

Request 

Used for approval of all money-earning 

activities. 

Complete and submit to the Fund 

Development Department. 

A budget must be submitted. 

At least 30 days prior to the 

money-earning 

project. Turn into the Fund 

Development Director. 

Attachment of itemized 

budget and detailed 

information is needed. 

If activity will be for 

an Extended Trip 

approval should be 

submitted. 

Parental Permission 

Used to gain permission and to promote 

     communication between leader and 

     parent/guardian. Leader and parent  

     keep their portions. 

To be completed by both the leader and 

     parent/guardian. 

Determined by leader. 

Must be used for High 

Risk, Sensitive Issue, 

and Photo-Video 

authorizations. 

Plan 2 Enrollment 

Form 

Used to claim extra insurance for 

     non-Girl Scout members who attend a  

     meeting or event. 

Forms must be turned in to the COUNCIL  

     for a signature & processing to Mutual  

     of Omaha 

Two weeks prior to the event. 
Forms are available at 

the Council by request. 
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Plan 3E Enrollment 

Form 

Used for additional insurance for the girls  

     and adults on extended trips. 

Forms must be turned in to the COUNCIL  

     for a signature 

Two weeks prior to an 

extended trip. 

Forms are available at 

the Council. 

  

Service Project Report 

Used to keep track of all the service 

     projects in GS-WEST. 

Turn in to the Program Department. 

Complete as soon as the 

service project is complete. 

This information is 

used with GSUSA, 

United Way and other 

donors to show the 

impact of our council. 

Sponsorship 

Agreement 

Used to establish relationship and define 

responsibilities between a troop and 

sponsor. 

When you form the 

relationship, submit copy of 

form to your FME. 

Recognize your 

sponsor at your end-of-

year ceremony with an 

appreciation certificate. 

May request from 

council 30 days prior 

  

Training Registration 

Used to register for training 

     opportunities. 

To be completed by registered Girl Scout 

     adults. 

Must be received at the 

Council by the registration 

deadline. 

  

Training Request 

Used to request a training course for an 

     individual or group at a particular 

     location or a particular day or time. 

  
Submit to Field 

Marketing Executive 

Volunteer Driver  

Information 

To be submitted by any person who will be 

transporting girl or adult Girl Scouts. 
To be resubmitted annually.   

Welcome to Girl 

Scouts! 

Complete this form and provide to the 

parent/guardian of each girl in your 

troop. 

First parent meeting at the 

beginning of the year or 

when your troop starts. 

Helpful for parents to 

have as handy 

reference about the 

troop. 

Year Pin Request 

To be competed for recognition of more 

than five years as a volunteer or staff. 

Volunteers are recognized in five-year 

increments. 

5-20 years at a Service Unit 

Event 

25+ years at a Council Event 

Help us recognize all 

of the hard work that 

you do! 
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