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NOTES

1 Unless otherwise noted, “adult” is someone who is at least 18 years of age, not in high school and not
registered as a girl member of the organization.

1 “Groups”is used throughout this document to refer to troops, service units, day camps, program
groups (i.e. Girl Scouts Beyond Bars, CHOICE, etc.), travel groups, events or any other form of
pathway within Girl Scouting.

1 Volunteer - Girl Scouts of Oregon and Southwest Washington (GSOSW) defines volunteer as, “an
adult member who gives her/his time to extend the Girl Scout Leadership Experience to girls, either
directly or indirectly.” A volunteer could fill a formal role that includes an appointment process
(troop leader, day camp director, trainer, board member or service team member) or an informal
role that relies on a verbal agreement to serve in a direct or indirect role with girls (parent helperin a
group, driver, group cookie manager, event helper).

Volunteer Essentials and Safety Activity Checkpoints - GSOSW views Volunteer Essentials and Safety
Activity Checkpoints and all their contents as the minimum standards by which Girl Scouting will
operate in the council. GSOSW may choose to develop policies more strict than outlined in Volunteer
Essentials and Safety Activity Checkpoints.

REGISTRATION

Policy All girls and adults participating in the Girl Scout Movement shall be registered as
members of Girl Scouts USA and pay annual membership dues, except those adults
who are registered lifetime members. All members agree to abide by the policies and
principles of Girl Scouts USA and GSOSW.

Procedure GSOSW will not deny membership due to an inability to pay. Financial assistance forms can
be requested through the area service center.
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ADULT DEVELOPMENT

GSOSW values adult development to ensure safety and high quality programs for girls while providing
opportunities for personal development for adults

Adult Learning

Definition GSOSW defines volunteers providing “direct service to girls” as individuals who facilitate the
delivery of the Girl Scout Leadership Experience from a variety of volunteer positions (e.g.,
leaders, advisors, counselors, unit leaders, event chaperones, drivers).

Indirect volunteers are volunteers who support girls “behind the scenes” as a strategic
thinker, administrator or project-based volunteer (e.g., board members, school organizers,
treasurers, trainers, delegates).

Policy Completion of adult development courses is required as outlined in council
procedures.

Procedure The following are courses as required by council policy for volunteers providing direct or
indirect service to girls. This does not apply to short-term volunteers with less than two days
of volunteer time. (A day is defined as any amount of time spent in a volunteer role during a

24 hour period.)
Course Required:
*Position-specific Before starting volunteer position or working with girls.

leadership training
*GSOSW website offers the most current listing of recommended and required coursed for
each volunteer position.

The following are courses as required by council policy for at least one volunteer, per group,
attending the specified activity. In this instance, “group” is NOT defined as a service unit or
council-sponsored event

Course Required:

Girls on the Move Before leaving the meeting space and/or for overnights in
buildings with running water, heat, toilets, lights, kitchen
facilities and phone coverage.

Girl Scout Camping Before taking girls camping at an established site that is
Basics missing one or more of the above amenities.

Extended Trip Before planning trips of more than three (3) nights.

Firstaid and CPR Before leaving the meeting space for more than six (6) hours

AND as outlined in Volunteer Essentials and Safety Activity
Checkpoints.

Volunteers may be asked to take additional training to update or improve skills in certain
areas.
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The minimum standards outlined in Volunteer Essentials and Safety Activity Checkpoints
regarding what specialized courses are required before undertaking certain activities will be
followed. GSOSW has additional standards, including courses and certifications required for
higher risk activities.

GSOSW recognizes there may be people qualified and eager to volunteer in Girl Scouting
but whose economic situations do not allow them to cover training expenses. Individuals
who may need financial assistance are encouraged to consult privately and in confidence
with their volunteer supervisor to determine whether GSOSW is able to assist them with
some or all of the adult development expenses necessary to fulfill their volunteer role.
Contact the area adult development manager for more information.

Participants need to register for all group-setting courses. A course may be cancelled if the
minimum number of participants has not registered for the course by the deadline.

Registrations will be accepted on a first come, first served basis. .

If there is a fee for the course, it is to be included with the registration. Incomplete
registrations will not be accepted.

Only registered participants will receive a confirmation letter

Failure to take required courses may result in dismissal from the position or be grounds for
not being re-appointed.

Participants need to be present for the entire course in order to receive credit for attending
the course.

Volunteers transferring from other Girl Scout councils who have documentation of prior
experience or training may request a waiver from required council adult development
courses. Contact the area adult development manager for more information.

Adult Recognitions

Policy

Policy

GSOSW will follow a system of recognitions that is outlined in council adult recognition
guidelines and Girl Scouts USA’s publication, Adult Recognition in Girl Scouting.

PRODUCT SALES

All product distributed to groups and Girl Scout families shall be signed for and the
signing party shall be financially responsible for that product.
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Procedure

Product distributed to groups and Girl Scout families is not returnable to the service
units or council.

All girls shall be registered members of Girl Scouts USA and have signed
parental/guardian approval before taking orders or selling any product.

All service unit and group product sales managers shall be registered members of Girl
Scouts USA and must successfully complete the volunteer application process,
including background check.

If abooth saleis less than six (6) hours long, including travel time, a first aider is not required
to be present.

In order to participate in the product sales program, a troop that was an active troop in the
previous year needs to have its completed financial report from the previous year on file
with the council’'s membership department.

Individual Booth Sales
Individual (parent/guardian) booth sales are defined as a booth sale benefitting one
girl and staffed by the girl and her parent/guardian.

Any parent/guardian who has been restricted by the council from handling funds is
not allowed to participate in an individual booth sale.

Groups planning to hold an individual booth sale will follow these procedures:

1 The product will be given to the girl and her parent/guardian as if the girl had
already pre-sold the amount, with the group cookie manager preparing a
receipt and having the parent/guardian sign for the product.

1 Thegroup cookie manager will let the parent/guardian know whether any
product will be allowed to be returned and by when.

1 The product checked out is the responsibility of the parent/guardian that
signs the receipt.

1 Parents/guardians need to be made aware of the above requirements when
asked to partake in an individual booth sale.

Parents/guardians will need to work with the group cookie manage to sign up for
booth sales after booth sale sign ups become “unlimited” for groups. The
parent/guardian will also need to work with the group cookie manager to release any
slots she/he has sighed up for but will not be using.

Groups get first priority at signing up for booth sales.

Group Booth Sales and Booth Sales Assistants
Group booth sales require two registered and background-checked adults to be
present at all times. One of these adults must have successfully completed “Girls on
the Move” training OR the “Booth Sales Assistant” workshop.
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Policy

Procedure

Adults who have been restricted by the council from handling funds are not allowed
to participate in group booth sales.

Registering the group for a booth sale in the council online system is equivalent to
submitting a “Notice of Intent.” For group booths not registered with the council
online system, a “Notice of Intent” is required.

Booth sale assistants are adults who are currently registered and background
checked AND have also completed a short “Booth Sales Assistant” presentation with
their group product manager. The workshop is a short meeting where the group
product manager, leader or co-leader will provide the booth sales assistant(s) with
relevant information they may need while at the booth sale, including:

1 Emergency procedures and group/council emergency contact information.
9 Group procedures for recording cookie sales and safe money handling.

1 Booth sale etiquette, safety and any special rules for the booth sale site(s).
1

Relevant cookie information that customers are likely to ask (where does the
money go, what is the group doing with money, price and variety of cookies,
Gift of Caring information, etc.).

1 How toencourage girls to develop leadership qualities through the booth sale
experience.

COMMUNICATIONS

When using Girl Scout channels, members are only permitted to promote
events/opportunities that are directly related to Girl Scouts.

Members must follow GSOSW'’s Online and Social Media Procedures.
Adult members must follow GSOSW’s Media Relations Guide for Volunteers.

Girl Scout channels include, but are not limited to, Girl Scout Yahoo groups, social media, e-
mail, flyers, newsletters, announcements and websites.

Events and camps that can be promoted are those led by staff, service unit volunteers and
groups and Girl Scout specific events offered by program partners. If you are unsure if an
organization is a current program partner, contact your local program specialist.

Examples of events/opportunities that cannot be promoted through Girl Scout channels

are events for other organizations that are not program partners, host family opportunities
and health care.
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Policy

Procedure

Service project opportunities can be promoted as long as the receiving organization’s
mission and purpose are consistent with Girl Scouts’ mission.

GSOSW’s Online and Social Media Procedures document is located on the council’s
website under “Forms & Publications.”

GSOSW’s Media Relations Guide for Volunteers is located on the council’'s website under
“Forms & Publications.”

STORE

Returns of current merchandise will be accepted within 60 days of purchase when
accompanied by a receipt.

Merchandise will be accepted for exchange or refund when returned in the original package
and in new condition.

Current earned recognitions and insignia will be exchanged for merchandise only. No
refunds will be given.

All sales are final for books, fun patches and discontinued merchandise.

Exchanges and returns will be accepted at any GSOSW council store.

FINANCES

Money-Earning Activities

Definition

Policy

“Money-earning” refers to activities following a budget that are planned and carried out by
girls in partnership with adults to earn money for the group treasury.

Money-earning activities have program value for girls with “earning” being the operative
word. The girls provide goods or services (car wash, babysitting, dog walking, etc.) in
exchange for payment.

The only council-sponsored money-earning activities' are those approved by the
board of directors.

' This refers to product sales.
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Procedure

Donations

Definition

Policy

Only registered groups and registered girls may participate in council-sponsored
money-earning activities.

Group leadership must provide eligible girls with the opportunity to participate in the
council-wide product sales. (Because of Girl Scouts USA determinations, groups can
not be penalized for not participating in council-sponsored money-earning projects)

Participation by groups in money-earning activities, other than council-sponsored
product sales, must have demonstrated need and prior approval.

Non council-sponsored money-earning activities will not be approved if group
financial reports are not current.

Money-earning activities will not receive approval if scheduled to be held during the order-
taking portion of the fall product sale or during all aspects of the cookie sale.

Money-earning activities may not receive approval if scheduled to be held during some local
United Way campaigns. As part of an agency agreement with some United Ways, Girl Scouts
are not allowed to fund raise during the local United Way campaign.

A group will complete the “Application for Additional Money Earning Activity” and submit it
for approval. Applications are to be submitted to the service unit event/travel coordinator
at least six weeks prior to the proposed event. (If there is no service unit event/travel
coordinator, the form is to be submitted to the area program specialist.) Upon approval by
the volunteer service team member the application is to be submitted to the area program
specialist at least two weeks prior to the proposed event.

Girl Scout Daisies do not participate in group money-earning activities other than council-
sponsored money-earning activities.

Per Volunteer Essentials, raffles, bingo and other games of chance cannot be approved.

Commercial products with packaging and/or company logo/name may not be sold by Girl
Scouts. To do so would imply endorsements of the products by Girl Scouts, which is not
allowed.

Donations can be cash or in-kind (materials and services) for which the donor does not
receive any goods or services. Cash from companies that donate to non-profits based on
employee volunteer work (i.e. Intel, Wal-Mart) is also considered a donation. These funds
can be designated to a specific group or activity and are called “pass through donations” by
GSOSW.

Only registered adult volunteers may solicit donations to support Girl Scout programs
or services. Girls shall not solicit donations.
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Procedure

All volunteers soliciting donations of any kind must receive approval to request and
accept donations on behalf of Girl Scouts.

Any donation for which the donor requests a receipt for a charitable contribution must
be made directly to GSOSW. GSOSW, as the non-profit organization, will issue a
receipt to the donor in accordance with IRS regulations.

Donations may not be designated for the benefit of a specific girl or adult.

Pass-through donations must be made payable to, and received by, GSOSW. Groups
may not accept pass-through donations directly, in accordance with IRS regulations.

Door-to-door soliciting shall not be permitted except for council product sales.

Donation solicitation may not receive approval if scheduled to be conducted during some
local United Way campaigns.

Adult volunteers will submit the “Donation Authorization” form to the service unit fund
development coordinator at least six weeks in advance for approval recommendation. (If
there is no volunteer in service unit fund development coordinator position, the form will be
submitted to the regional development associate.) Upon approval recommmendation by the
service unit fund development coordinator, the application is submitted to the regional
development associate for final approval at least four weeks prior to the solicitation.

Pass-through donations received by GSOSW for desighated groups will be forwarded in a
timely manner to the adult in charge of the designated group, once the funds are received
by the finance department of GSOSW.

Volunteer-hour matches received by GSOSW may be requested as a pass-through
donation for groups by using the “Donation Authorization” form. Funds received will be
forwarded in a timely manner to the adult in charge, once the funds are received by the
finance department of GSOSW.

Fund Raising/Fund Development

Definition

Policy

Fundraising/fund development refers to a long-term relationship-building process — one in
which donors lend support to an organization in the form of money or products/services
because they support the organization’s objectives and services to girls. They receive the
organization’s gratitude and a tax deduction, as allowable by law.

Fundraising/fund development is the responsibility of the adult members of the
council. Individual girls or groups shall not solicit funds.

Prior approval shall be obtained from a regional development associate for any adult
fundraising activity.
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Procedure

Bank Accounts

Policy

Procedure

Adult volunteers will submit the “Donation Authorization” form to the service unit fund
development coordinator at least six weeks in advance for approval recommendation. (If
there is no service unit fund development coordinator, the form will be submitted to the
regional development associate.) Upon approval recommendation by service unit fund
development coordinator the application is submitted to the regional development
associate for final approval at least four weeks prior to the solicitation.

Fund raising may not receive approval if scheduled to be conducted during some local
United Way campaigns.

Girl Scouts, in their Girl Scout capacities, may not solicit money for other organizations.

All groups shall be required to establish a Girl Scout bank account when their
cumulative total of funds exceeds $100.00. (Cumulative total means the total of ALL
monies collected, regardless of whether they are collected in one lump sum or several
smaller amounts.)

All accounts shall be opened under the council’s tax ID number and account
information will be kept on file with the council’s financial department.

Group bank accounts shall:
1 only be used for Girl Scout expenses and only have Girl Scout funds in them
1 bhave a minimum of one signature on a check

1 have a minimum of two signers on all accounts. All signers must be unrelated by
blood, marriage or household, registered members of Girl Scouts USA and have
successfully completed the volunteer application process, including a current
background check

1 not have any signer(s) who have been restricted from handling Girl Scout funds.

1 not have an employed staff member as a signer on the account unlessitisa
staff-led group.

Girl Scout funds shall not be co-mingled with non-Girl Scout funds in any manner.
Group accounts may have up to one debit card per group.

Groups shall not establish credit card accounts or hold credit cards in the name of the
group.

Groups opening bank accounts should contact the service unit treasurer to receive the
appropriate paperwork and obtain approval for opening an account.

Any volunteer not complying with these Council Volunteer Policies and Procedures and/or
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found to be mismanaging Girl Scout funds may be restricted from handling Girl Scout funds
or released from her/his volunteer position.

Financial Statements

Each group shall maintain accurate records of income and expenses and shall submit

Adult(s) in charge of group funds and/or bank accounts shall be registered, have
completed the volunteer application process and be held accountable for those funds

Any volunteer owing a debt to GSOSW may be removed from her/his volunteer
position and may be subject to legal action.

A completed group financial report form, along with a copy of the group’s most current bank
statement, will be submitted to the service unit treasurer for review no later than June 30 of
the current program year. If there is no service unit treasurer, the form is to be submitted to
the membership manager. The service unit treasurer will submit all forms to the
membership manager by July 30 of the current program year.

The troop financial report, all receipts and a “Detailed Bank Activity Record” form #107 (or
similar financial tracking tool) are to be kept with the troop records and available, upon
request, for review by parents/guardians of the girls in the troop, service team members

A completed service unit financial report form, along with a copy of the service unit’s most
current bank statement, will be submitted to the membership manager no later than July 30
of the current program year. The service unit financial report, all receipts and a “Detailed
Bank Activity Record” form #107 (or similar financial tracking tool) are to be kept with the
service unit records and available, upon request, for review by the members of the service

Policy
reports as required.
at all times.
Procedure
and/or council staff.
Policy
Policy G
Procedure

will will
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