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Introduction

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 aggQ f f Y

e Protect everyoneput especially girls

e Reduce lossesnd sve resources

e Safeguard youd 2 dzy réputatiOrsiand public image, asell as that of the Girl Scoutawement
e Protect the environment

e Enhance youO 2 dzy dbility t@giepare for various circumste@s

e Know exactly what youd 2 dzy idshrénteineeds are

Good risk management doe@have to be expensive or time consumingsks simple as answering these three
guestionsfor your particular department:

e What can go wrong?
e What can we do to prevent th from occurring?
e |If something does happen, how can it be mitigated?

This guide considers tBe three questiong every aspect of your coun@loperation,separated out into
individual parts and chapters, as follows:

Part I: Mission Delivery

e Chapter 1Program

e Chapter 2: Camp, Properties, and Facilities
e Chapter 3: Volunteerism

e Chapter 4: Travel

e Chapter 5: Counebponsored Product Sales

Part II: Business Operations

e Chapter 6: Communications and Crisis Management

e Chapter 7: Interactive Marketing ar@bcial Media

e Chapter 8: Information Technology

e Chapter 9: Council Retail Operations

e Chapter 10: Fund Development

e Chapter 11: Financial Oversight

¢ Chapter 12: Human Resources

e Chapter 13: Governance, Corporate Administration, and Policy

Part Ill: CounclWide Risk Managemen
e Chapter 14: Implementing a Rislanagement Process at your Council

Throughout, you'll be givebasic operating standardassistance inlevelopngthe beginnings of a sound risk
management processnd specific tactickor each of your coff OA f Qa R $Bhelehhdiels &r¢f iag@rbto be
read ndividually,without having to read the entire guide from start to finish each, guQ find ideas to consider,
recommendations for action, and resourc@sdonsult for more information.



Part I: Mission Delivery



Chapter 1: Program

Girl Scouts provides leadership development and experiences for girls through a rich vafetaafvities and
adventures, while working to keep girls safe every step of the way. This chapter addresses how ydlucaounc
mitigate risk while providing activities that safeguard the health, safety, and gemelidbeingof girls at all grade
levels.

Ensuring Safe Supervision

The safety and protection of girls is paramount to a fun, leadesshilgling experience fogirls. To that end, it is
essential that volunteers receive and understand the importandbeGirl Scout Safety Guidelinaghich

adzY Yl NA T S 20AKaSS ptef 6f KBISniieér Essentigla mustread for volunteers. Not one item in the
short list of principlsis difficult or overwhelming many, in fact, feel like common sensbut 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 developig critical leadershibuilding skills.

Girl Scout Group Size

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 possiblas follows:

e Girl Scout Daisiest®2 girls

e Girl Scout Brownies: Q0 girls

e Girl Scout Juniors: £@5 girls

e Girl Scout Cadettesgg5 girls

e Girl Scout Seniorsg30 girls

e Girl Scout Ambassadors;3D girls

Adult-Volunteer-to-Girl Ratios

Every groupnust haveat least one lead adult volunteer and one or morevadunteers. Because the female role
modelis so central to Girl Scouting, at least one voluntarst bean adult femaleand to keep girls sef the
adult femalemust not berelated (by marriaye, partnership, or blood) to the otheolunteers Adult volunteers
must also beat least 18 years old or the age of majority (if it is at least d8)Jefined byyour state(s).

During all group meetings and activities, the lead volunteesolunteer(s), and other responsible adults
desigrated by the lead volunteemust bepresent according to theecommended atios of girls to volunteers in
Figure 11.

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

It@ crucial that your council makes volunteers aware of these ratiopalides, as well as any additional
supeavision policies you may have.


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

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

Permission from Parents/Guardians (Written or Electronic)

520dzYSYiSR LISN¥YAaaizy FNRBY | 3IANI Qa LI NBylisarNbef S| f
annual membership registration form, as is a photo rele&saddition,parents/iguardianswill need to provide
health-history information and permission to treat girls in an emergeR@rents/guardians alsmustupdate

3 A Kdaléh Qistores as their health changes.

Ensure thathat volunteers and girls inform parentgiardans of:

e The purpose of Girl Scouting
e Meeting dates, times, and places
e The type of activities planned

When activities take place outside thermal time and placeinvolve overnight travel or camping, focus on
sensitive or controversial topicsr engagen any activities not covered afety Activity Checkpointgolunteers
must advise each parent/guardian of the details of the activity and obtain additional pgomifor 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

Parent/guardiarpermission may be in the traditional paper form, but increasingly, your council may turn to
electronic permission, whicallows a muclguicker return on permission slips but also raises questions about
electronic signatures and scanned documeirianost cases, you do not have to include any special language
when using electronic signatures in lieu of a handwritten signatflinés is beaase the federal Electronic
Signatures in Global and National Commerce A8IEN Acticcords electronic records and electronic signatures
the same legal status as written records and handwritten signatliestronic signatures include but are not
limited to the following:

e Submission of an online survey through a click

e {dzoYAUlU odzili2ya 2NJ OKSO1062ESa I 002YLIyASR o6& 1 y3
thebox,L F 3INBS 6AGK (KSaS GSNyaoe

e A name typed by the sender at the end of amail message

e Faxed signatures ather electronic transmission of a document containing a handwritten signature

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

However please notehe following:

o Esignatures are effective only if they area 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 @idnsteire for a
particular purpose.

e . 2dzQff YySSR (2 200lIAYy LI NBylk3Idzr NRAFY LISNXY¥AZAAZ2Y
place, along with annual permission during registration.

e State laws may have additional requirements that may haveetfollowed.

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 disclofeatain health histories
and health exams aordingto the Guidelines for Council Records RetentiBar cases involving serious illness or
injury and hospitalization, retain records until theemberhas reached the age of majority in the state where
your council operates or where thmmemberlives, or the state where the incident occurred, plus seven years (or
longer, ifadvised by your legal counsel), or until any litigation is settled. In éagelsing 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:/ 2Y FARSYGAIfAGE LI ASaAa (2 KSFfGK KAal2NRSaAZT GKAC
aSOGA2Y 2F [/ KFILIGSNI Hd +2fdzyiSSNARA adK2dzZ R {SSLI IANI aQ
or parents to review them. Likewisall volunteer health histories must be kept confidential: the health

documentation of cevolunteers should never be privy to other volunteers. Guard the confidentiality of health
histories with the same zealousness you would any other sensitive infamati

Transportation with Girls

I 2¢ LI NByidia RSOARS (2 (GNIyalLBRNI 3IANIa 0SisSSy GKSAN.
individual decision and responsibilifyor planned Girl Scout field trips and other activitiestside the normal
time and placa in which a group will be transported in private vehicles:

e Every driver must be an approved adult* volunteer and have a good driving record, a valid license, and a
registered/insured vehicle.
e Girls never drive other girls.


https://pearl.girlscouts.org/Resources/Guidelines%20for%20Council%20Records%20Retention.pdf

e If a group is traveling one vehicle, there must be at least two unrelated, approved adult volunteers in
the vehicle, one of whom is female, and the glunteer ratios ifVolunteer Essentiataust be followed.

e If a group is traveling in more than one vehicle, the entire growst consist of at least two unrelated,
approved adult volunteers, one of whom is female, and thewgillinteer ratios involunteer 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.

Fa! Rdzf ¢ Aa RSTFAYSR o0& (GKS 3S 2F YlI22NRGe Ay SIFOK adl i
{SS (GKS dA¢NIYyaLR2NIAYy3d DANX a¢ aSoOlAzy Ay [ KFLIWGSNIn ¥

Sleeping Arrangements

On trips where male volunteers are part of the group, it is not appropriate for them to sleep in the same space as
girl membersMen may participate only if separate sleeping quarters and bathrooms are available for their use. In
some circumstances, such 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,ahdtthe
volunteerto-girl ratio is adjusted accordinghilways awid having men sleep in the same space as girls and
women, but during family or parerdaughter overnights, one family unit may sleep in the same quarters in
program areas.

Also ensure the following:

e Each participant has her own bed. Parent/guardian gesion must be obtained if girls are to share a
bed.
e Girls and adults do not share a bed; however, some councils make exceptions for mothers and daughters.
¢ Itis not mandatory that an adult sleep in the sleeping area (tent, cabin, or designated areth)engins,
but if an adult female does share the sleeping area, there should always be two unrelated adult females
present.
{SS GKS G¢NRALI tfFyyAy3a YR tNBLINIGA2YyE ASOGA2Y AY
camps and other fadiies.

Making Program Activity Decisions

Much of what happens in Girl Scouts occurs during group meetings at regularly scheduled times and sites. One of
@2dzNJ O2dzy OAf Qa o6A3FISE&0G LINA2NAGASAEASEY GKSy 3> ingsitesi(foua A @S
can get started with the guidelines includedMplunteer EssentialsYour council may even want to provide

volunteers with a list of previously used andoapved sites that are safe, us&iendly, and insured.

Girls also like to participate in events, trips, and other activities that occur outside the normal meeting time and

L I OS® ¢KSasS OlFy Gl 1S Yl ye -cftheNdadcElebsidadekhighadventure i N2 2 LIQ &
themed series offering, or a STEM event. Most activities like these are covered ®afetie Activity Checkpoints
LGQa A Y LI NIidngl inakéskureithatveluNdrs@ow about and are usingStiety Activity
Checkpointsvhen planning and engaging in activities with girls.

Understanding Which Activities Are Not Allowed

In an exciting, learningy-doing environment like Girl Scouting@ibnly natural that girls will sometimes want to
take part in activities not covered Bafety Activity Checkpointé/henactivities involve unpredictable safety
variables, they are not recommended as Girl Scout program activities. These include but laréed 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

e Hot air ballooning

e Bungee jumping

¢ Flying in small private planes, helicoptarsblimps
e Go-carting

e Hang gliding

e Stunt skiing

e Motor biking

e Parachuting

¢ Riding alterrain vehicles

¢ Riding motorized personal watercraft likejgitis
e Trampolining

e Hunting

e Simulated skydiving and zegwavity rooms

e Parasailing

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

In addition, there are some activities in which girls aotlinteersmay not engagevhen representingsirl Scouts.
These include:

e Endorsement of commercial products or services

e Solicitation of financial contributions for purposether than Girl Scouting

¢ Participation in political campgns or legislative activitiegnless the legislative activity has bessuncit
approved

L 2dzQf f gl yild G2 KF@S || LINRBOSaa T2 N\BaféhtAftRify EhéckpolNtBingtdzS & G a
investigate whether the activity is similar to one for whighfey Activity Checkpointalready exist. Then consider

whether the proposed activity requires any expert supervision or special certification. Finally, consult the GSUSA
Risk Management & Insurance Departmbéetore approving any activity not covered in thHeeckpoints.

Using Safety Activity Checkpoints

hy OS @& 2 dzQ @ San&t/i@y As R GoRus8afiéty Activity Checkpoinksd (G KS @2f dzy G SSNEQ 3
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to your geographic realities. Although you do not want to delete text in the checkmointkess specifically

allowed to do so by your insurance by and legal counseladding information, as necessary, will make the

resource more complete for your volunteers.

¢2 O0KFG SyYyR>X AGQa faz2 | Zapproked fadlites forppcpulaDactiviidkd S || f A &
horseback riding or rolleskating. Your council can papprove these places based on critesiech agjeneral

safety oversight, personhgualifications, and liabilignsurance limits. That way, rather than ignore policies they

might find burdensome or confusing, volunteers addis¥ ¥ KI @S +y Sl ae gte& (G2 02YLJ
requirements

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

What Makes Someoné v dzl f A FA SR¢ K
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Here are some considations your council may want to explore when determining whether someesran
expert in a given field:

wDoes the person have documented training and experiend&?itten evidence of competence in a
leadership role for a particular activity may inclugecords of previous leadership, records of previous
training to instruct the activity, course completion certificates or cards, letters of reference, amad/or
written evaluation of previous successful leadership.

wWhat does she or he need to be able to ddhis person has the knowledge and experience to make
appropriate judgments concerning participants, equipment, facilities, safety considerations, supervisio
and procedures for the activity.

wHow does your council ensure she or he can do¥Yi@ur couni, or someoneyou designateverifies the
skills of those deliveringpecialized program activitie€onsider the persa®:
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Cancelling Program Activities

From time to time pecause ofnclement weather, failure to meet minimum number of participants, or other
unforeseen circumstancegou may need to cancedn activity Becausayirls and/or volunteersnay havepaid to
participate,your councif@ cancellation policgeeds to addresguestions of refunds, postponement, and how to
deal with dissatisfied parentgliardians.

Meeting First-Aid Requirements

Activitiescan take place in a variety of locations, which is why-firdtrequirementsare basedn the remoteness

of the activityt as noted in theSafetyActivity Checkpointfor that activity. For example, it is possible to do a two
mile hikethat has celphone reception and service along the entire route and EMS (Emergency Medical System)
is, at maximum, 15 minutes away at all times. It is also possitliikéomore remotely with no cefihone service

at a place where EMS would take more than 15 minutesrtive. Althoughyou do not want to discourage adults

and girls from exploring remote places, you want to ensure that a volunteethbasecessary medical experience
(including evacuation techniques) to ensure group saféle levels of first aid requd for any activity take into
account both how much danger is involved and how remote the area is from emergency medical services. In
addition, firstaid 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 Tallle 1

Less tharl5 minutes Level 1
9
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15¢30 minutes Level 2

More than 30 minutes Wilderness First Aid (WFA) Wfilderness First Responder (WFR)*

Figurel-2: FirstAid Requirements

*Although a WFR is not required, it is strongly recommended when traveling with groups in areas that are greater thate3Cfnomnu
EMS.

Table 12 does reflect the limitations of somfest-aid (level 2)trainings. It is important to understand the
differencesbetweenan extended firstid course, like theAericanRed GrossSports Safety programand a
wildernessrated course. Altough standarandsport-safety firstaidtraining provides basic incident response,
wildernessrated couses include training on remotassessment skillsis well ashe emergency firstid
response, including evacuation techniquesusewhen EMS is not readily available.

Making Decisions about Sensitive Issues

According taFeeling Safe: What Gigay a Girl Scout Research Institute study, girls are looking for groups that
allow connection. They want help with the issues they fagehss bullying and other conflicts (online and
offline), peer pressure, dating, sexual harassmegga(n,online and offline), academandathletic performance,
eating disorders, alcohol and drug abuse, depression, and more. It is your €rexpondiility to ensure the
health, safety, and weleing of girls when planning activities that deal witnsiéve 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 agsensitiveé L 1 Q& A YLR NI Fyd (2 NBYSYOSNI KFd 6K
some families, region®r school districts is not so in others. Your council will need to dedniehtopics require
additional preparation oparent/guardian notification and permission slips. This sectiongd@#th 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 volwadrs 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 localneesgexperts, 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
aboutgirls they fear are bulimic, suicidal, or in abusive relationships? How should they respond to girls who come
out about their sexualityr those who live in unsafe environments? How should they handleiwen

conversations about unsafe sex or pregnghd hink about the resources and referrals your cowacil offer, as

well as practices anguidance on when to contact parents regarding these matters. Consider including your

O2dzy OAf Qa o6F&A0 I LIINRBLF OK (2 aSy arkelekis§irlsiidyawzSistamizedy Of dz
version ofVolunteer EssentiglgradR A (i A 2 y5 Xi@2O drKESA yo3  { Sy aiktbahgdiebodik?2 LIA Oa ¢ & S
Remember thatyourcourici R2 Say Qi KIF @S G2 R2 Ad Ittt 6KSy Al 02YS
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 ¢grget the most expert help and information available.

CounciHestablished guidelines for counaponsored activities or projects about these issues lelp
2NHIFYATFGA2Y NBalLRyR (G2 3IANI &AQ ySSRa gAlK2dzi LINR G2
incidents or conflicts that may arise. Suggested steps include:

1. Adopt a position statement on sensitive issueghis will give your counailritten support before
addressing issues afsensitivanature. Council leadershi@lso should keefhe board of directors aware
of plans for programs on sensitive issues.

10
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2. Develop procedures for implementatioriThese procedures will aid adult volunteers when presenting
sensitive issues to girlalso direct volunteerstothés A 4 Odza a Ay 3 { Sy ack\lolur@esr ¢ 2 LIA O
Essentials

3. Offer learning opportunities for adult volunteers who will deliver thactivity or project. Provide
learning opportunities for all adults who may deal with sensitive issues in the process of delivering
programto girls. Depending on the issue, social workers, clergy, psychologists,-basdtprofessionals,
or attorneys may lenguidance and advice.

4. Plan the conversationYourcouncil should work with angroups that intend to cover sensitive topics.
LYF2NXI A2y aK2dAZ R Ffgle&a o6S F3S FLILINRPLINARFGST £ 2
may be willing to helpGSJSA does not advocate or endorse one particular viewpoimhost sensitive
issues. All positions should be respectanld alternative points of view should always be represented.

Choose any prospective advisors and/or presenting partners on sensities isgth thoughtto potential
consequences. Create a plan for questions from all sides, as part of a media®I81S G a | yid- I A y 3
51 & /[ 2YYdzyA Ol (i A ¥ef @ng malesials befy didpl&/étlorchanded out by presenters ahead
of time to assure tht it is appropriate for Girl Scouts.

5. Conduct an evaluatiomt both the council and Girl Scout group levélow did everything go? What
could be improved upon for next time? Were the objectives met? Questionnaires, discussisimsple
forms are possilel means for evaluation.

Resources

e Feeling Safe: What Girls Say

e Girl Scout Safety Guidelines

e Guidelines for Council Records Retention
e Safety ActivityCheckpoints

e Volunteer Essentials

11
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Chapter 2: Camp, Properties, and Facilities

Girl Scout camps and other counaWned properties host millions of girls, volunteers, visif@gests, and council
staff throughout the year. This chapter covers the physicatetspof Girl Scout prograwaelivery sitesandthe
riskmanagement concerns specific Girl Scout camp programming.

Experiencing Girl Scout Camp

Girl Scout camp includefay, weekend, and resident experiences that introduce and explore thefedbors. A
defining characteristic of this pathway is that it is an outdoor, condensed experience.

o Day camgncludesgirls who haveat a minimumgcompleted kindergarts; it typicdly meetsfor at least
three consecutive days for four or more hours.

¢ Weekend campncludes girlsvho have, at a minimuntompleted kindergartenit typically lasts for two
or three days, with overnights.

¢ Resident campncludes girls who havyat a minimun, completed kindergarterit typically lastghree to
fourteendays with overnights Campers live at the prograsite for the duration of theamp. Resident
camp is typically delivered by seasonal, garte staff during the summer season.

Adult-Volunteer-to-Girl Ratios

The recommendeddult-volunteerto-girl ratiosfor campand trip/travel campingre two nonrelated adults (at
least one of whom is female) to every:

e 6 Girl Scout Daisies

e 12 Girl Scout Brownies

e 16 Girl Scout Juniors

e 20 Girl Scout Cadettes

e 24 Girl Scout Seniors

e 24 Girl Scout Ambassadors

Plus one adult to each additional:

e 4 Girl Scout Daisies

e 6 Girl Scout Brownies

e 8 Girl Scout Juniors

e 10 Girl Scout Cadettes

e 12 Girl Scout Seniors

e 12 Girl Scout Ambassadors

“

KeepinmindkK I & a2YS FINBlFra 2F (KS O02dzyiNE KI @S Y2NB a0GNAYy
legal advisor and local reguldd® | dzi K2 NAGASad ! f a2 a4SS a foyndodzhNdssfad { | F ¢
supervision of girls anddult-volunteerto-girl ratios.

12



Assuring that Volunteers Adhere to Safety Principles

The safety and protection of girls is paramount to a fun, leadershiiding experience for girls. To that
end, it is essential thatampvolunteers receive and understand the importanckthe Girl Scout Safety
Guidelineswhich summarize théSafetyWiset chapter ofVolunteer Essentialgnother mustread for
volunteers. Not one item in the sholist of principles is difficult or overwhelmingmany, 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 giillso@nefit from the safe
environment that allows them to be at their best, while developing critical leaderbhifding skills.

Personnel

Your counciprobablyoffers girls opportunities to hold leadership roles at campieSsantial to fill these roke
with people who are at least two years older than the participants with whom they work, and make sure that
adults are present athe girlsin these roledeadactivities or work withcampers

Program aides, counseleiis-training, apprentices, and junior counselatsouldnot beincluded in the adult
volunteerto-girl ratios. In addition, keep the following guidelines in mind:

e To provide continuitycontractat least half the administrative sieand a quarter of resident camp
program staff for the entire season.

¢ Ensure that b staff members at a resident camp operating for more than two weeks are free from duties
for at least 24 corecutive hours every seven day&fé at resident camps opating two weeks or less
need tohave at least 12 consecutive hours off every seven days.

e Give esident camp staffrswho work primarily withgirlswith physical or developmental disabilities 24
consecutive hours off every seven days48 consecutive hosroffeverytwo weeks.

¢ Give alstaff members who live at resident camp at least two hours free from working directly with girls
everyday.

I O0A3 LINIH 2F {SSLAy3a IANI A FYyR adGrH¥¥ ar¥sS +d O YL
draw on their strengths. Among othgualities, camp staff membersas well as staff provided by an outside

contractor or who work at a leased sitelzy RSNE G F YR IANI 4Q ySSRa& YR RSY2yal
pressure

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

Staff-Development Musts

Be sure thateveryyear, your councitampadministrator and orsite director of eah camping opportunity
completesome professional developmerglated to the subject matter of the camping opportunity or
management of a camp.

In addition, offer orientation tamn-site staffmembers prior to their arrival at the sitevhetherby mail,viae-mail,
or online.Orientation includes, at a minimum:

e A programdelivery staff manual produced by your council
e Areading list of available resources

13
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your local regulatory bodies (suchymsurlocaldepartment of health) regarding requirements for the content and
duration of precamp training The minimum suggested time for theatning follows:

¢ Resident camp lasting 14 dags more: Seven days, with a minimum of six-aite days

¢ Resident camp lasting fewer than 14 daysur days, with a minimum of two esite days
e Day camp lasting 14 day® more: Four days, with a minimum of taon-site days

e Day camp lasting fewer than 14 dayiighteerhours, with a minimum of six esite hours

Programdelivery staff who are not present on the progratalivery site for the entire season or duration of the

event and are unable to attend th@e-camp training should have at least 14 hours of couhesligned precamp

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 @uevraining; however, you will want those staff
members to review childievelopment issues and safety and emergency procedures for the site.

Precamp training for all stafhcludes information on health and safety measures, the Girl Scout Leadership
Expeience, equipment use, operations, and whatever else your council deems necessary.

A record of all learning opportunities offered at the prograelivery sita including the information covered, the

GNI AYSNRa yIYSET FyR aAi 3yicRuivaldntd) S kept jotaJeriadkaS dsignated ByNJ S f
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 yo2irdzy” O A f-t€aén prazdlirésdndon-site crisis

team procedures.

Employees also have a personal responsibility for protecting themselves, their coworkenseatekrsfrom
accidentsAs suchensure that theyreport hazardous conditions immediately and inform supervisbisuaany
on-the-job accident

Council Vehicles

DANI {O2dzi OIF YLA YR 20KSNJ FI OAfAGASEAa O2dzZ RyQU 2 LISN.
@2dzNJ O2dzy OAf Qa GOSKAOf S&a KI @S OdzNNBy (i sisetltosupport G A 2y |
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. Ale keep the following in mind:

e Chartered buses, motor vehicles, motorboats, and other modes of transportation are operated only by
gualified andappropriately licensed adults.

¢ Commercial passenger vehicles meettadifederal safety regulations regardipgiblic transportation of
children and have a current vehicle license, a current vehicle registration, and a current state inspection.

¢ Buses and vans meet federatate, and locatafety regulationshat coverpublic transportation of
children.

Codes regaling allowance and requirements for operations of buses and vans vary by location; make sure to
check the state and local codes that applyet@ dzNJ O2 dzy OAf @ | f a2 &S S far oy & LI2 NI
traveling with girls.

Retain vehicle recordsr as long as vehicles are owned, plus seven years, or until any litigation is settled. If
82dzQ@0S O2yUiNY O0SR @OSKAOf Sas (1SSLI NBO2NR& F2NJ 0KS Radz
settled.
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Transportation and Maintenance Vehicles

Equip all vehicles with emergency accessdfiks flashlights and firsaid kits)and perform maintenance
regularly (documented with written records or electronic versions). Be sure your council has a current signed
agreement with lessors of neowned vehicles that specifies responsibilities for operation and maintenance.

Also ensure that all drivers of counoined or-operated vehicleK I @S (G KS | LILINRLINAF S RNAR
by law and have given your council their basic driver inféfthia2 Y 0 Ay Of dzRAY 33X o6dzi y20 f 7
number and auteinsurance details).

Other Vehicles

Trailersand small watercratft less than 26 feet in lengthalso need to meet all applicable laws and regulations,
with documented regular maintenanc8mall watercraft also require proper storage, especially in the off season.
Equip each small water craft with:

e PFDs (personal floatation devices)
e Throwable PFDs

e Air horns

e Whistles

e Lights if used after dark

e Extra paddles and/or oars

e Bailing devices

e Firstaid kits

Certain vessels require additional safety equipment. Corgafiety Activity Checkpointsr specific types of
boating.

Sleeping Quarters

In order for sleepover® remain funfor girls your council needs to assure safe sleeping quarters. This section
shows you how(Also § S a{ f SSLIA Yy 3 | NNI fradr¥ifofmiation) Ay / KI LG SN ™

Permanent Facilities

Sturdy sleeping quartei@e well maintainedare well ventikted, and provide adequate space for movement and
storage. Bunks are attached to walls, and there are adequate exitgldieztion systems, and fire escapes. In
addition, these quarters conform to the Americans with Disabilities Act guidelines.

Non-Permanent Facilities
When using nospermanent sleeping quarterssuch adents, yurts, and teepees be sure they provide:

¢ Adequate fire exits

e Crossventilation

e Adequate space for each person

e A mattress for each person sleeping on the floor

e 30 inches between niaesses

e Fabricthat iscertified flame retardant by the manufacturer

e Fabricthatis free of tears, mold, and rot, with ties in good repair

e Astructurethat is stable and level, with adequate footings, deckings, grade, roge tension, and steps
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Ensurethat each tent/yurt/teepee unitmakesaccommodations for girls with disabilitiesd is at least 150 feet
from a sufficient number of bathrooms

Food Service

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

Facilities

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

e Similarly, dining facilities should be clean, easy to maneuver, protected from bugs and wildlife, and
compliancewith local health codes.

e 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.

Menu Planning

For anyGirl Scoutctivity exceeding five nights, have a nutritionist or equivalent professional review and approve
(in writing) the menu

For the current camp season, plus three yeaegkrecords of menus and food purchases (including item brands
and quantites),the number of people served, and evaluations of the meals sanatt 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 dpimg new camp cookknowwhat their predecessors did.

Food-Service Personnel
All foodservice personneaddhere to city, county, and/or state foegkwice guidelineswhich may include:

e Dress

e Hygiene

¢ Equipment training

e Age prohibitions (such as for usidgimg equipment)
e Safe use of cleaning compounds

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

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

Safe Food-Preparation Procedures

Label plainly ath mark as hazardous the contents dif@isonous substances, detergents, bleaches, cleaning
compounds, or any other potentially injurious materiégsore these productenly in their original, labeled
containers to prevent contamination of food. Kegmaterials safety data shee{(MSDS) on file for all chemicals
used.
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Clean all fooepreparation and serving areas after each usanif foodservice personnel has skin infection,

cold, orcommunicable disease, ked&er or himout of all foodservice areas until cleared by a health supervisor
to return to work. Equip your hanrdiashing facilities with antibacterial soap or hand sanitizer and singge

towels or air dryers. Post signs remingl 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 sdoddgand 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:

e All perishable foods are kept at a temperature of 4@ckes or lower, with thermometers located in a
readily visible place in all refrigeration faciliti@gcluding ice chests.

¢ Atemperature chart is filled in daily at each refrigerator and freezer, and supervisors are informed if the
temperatures ofappliances rise above 40 degrees.

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

e Frozen foods are kept at a temperature that will keep the food in the frozen state until ready for
processing and preparatioilo food that has been thawed is refrozen unless it has been cooked or
processed beforeefreezing

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

Dishwashing by Machine
All dishes, silverware, and ddag equipmentvashed by machine follow this process

1. Scrapehe utensils free of food particles.

2. Washby dishwasher in hot, sudsy water that is at least 180 degrees.

3. Rinsein clear, hot water that is at least 180 degrees.

4. Sanitizen an approved chemicahnitizer orinsefor 30 seconds in water that is at least 180 degrees.

All dishes, silverware, and cooking equipment washed by Ffallwv this process

1. Scrapehe utensils free of food particles

2. Washin hot, sudsy water (minimum 110 degrees)

3. Sanitizewith a chemical solutiofused as specified on the label and approved by appropriate health
authorities).

4. Air-dry.

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

All dishes and silverware are stored in dirste, insectresistant, and rodentesistant storage areas between
uses according to local health codes.

Cooking Outdoors

Cooking outdoors has been part of the Girl Scout experience sinkg/it® SLIGA 2y ® | SNEQa K2 g
when cooking oubf-doors.

Outdoor Cooking Areas

Make sure a fire extinguisher or other form of extinguishing daviegch as a bucket of sand, baking soda, a fire
broom or rake, or an Indian pumps readily availale when using camping and/or backpacking stowespen
air barbecus. The cooking areshould meet all local fire ordinances and prevailing fire bans.
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Garbage Areas

Keep all garbage that contains food wasasd is temporarily stored in the kitchen addhing areakin leak
proof, rodentredstant, nonabsorbent containers. Cowgith tight-fitting lids when not in continuous usEollow
agarbagedisposalprocess that meets the requirements of your local health and sanitation agency.

Agreements

When contracting with a foodervice company, use a written contract that states what each party will provide.
Minimum standards should include general liability and automobile liability, with lmhiesast equal to those

carried by your council, $1,0001 1 Sl OK 2 OO0dzNNBY OSkbuZnnnZann | IINBIL
compensation coverage. In addition, be sure your council is named as an additional dsir8dS G KS d&! RRA
LyadzNBRé &S O forzhé dutafion of thé daditr&tNanmaiceitiéite of insurance from the company

is on file at your council office.

Health Services
All day camp and overnight sites should have a designated heatttice area
At sites used for stays of three nights or mptiee healthservice areaeedsto provide:

¢ An examination area

e Heating or cooling systems, where applicable

e A shower with hot and cold running water

e One bed for every 50 participants and staff

e Accessibility by ambulance or emergency vehicle

e Arefrigerator

o Atelephone

¢ Alight or luminescent sigihat is visible from the outside in the dark

Keep a vehicle designated for emergencies available and ready at all times, capable of tr&espoaizailable
first-aid supplies and equipmettiat isappropriate to the types of accidents and injwgithatmay occur at the
programdelivery site or administrative facility.

Make sure emergency services can be contacted from all progedivery sites and facilities. Also, create a

health-care plan for each sitédcility, and reviewit every year. This plan specifies heatdtire procedures and

staff responsibilities for instances like emergencies, containing contagious diseases, andseér® dzNJ O 2 dzy O A
existing crisicommunication plan in the event of accident, emergency, or osfigmificant incident involving the

health, safety, or security of participants or staff (including trips leaving the progedivery site). Seé¢ a I y | 3 A y 3
I NAAaAa [/ 2YYdadpre® foridataily/ci erisis\cgmmunication.

Health Records

Consult youtocal regulatory health agency for guidance on what type of health informatnalfor health history
girlsneed to submit before taking part in camp.

Keep a health log of all healttare procedures carried out on the progratelivery site. The industryatdard

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 coputerized 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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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

e Description of injury, illness, or complaint

e Description of care rendered

e Signature of person administerifigst aid or referring the participant for medical care
e 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 counselaateral regulations. Records include:

e Healthcare logs

e All health histories (annualzLJRF 4§ SR NB O2 NRa 2 F 3 A NI, éodpletdd By parenty’ R LIN
or guardians)

e All healthexamination forms (records of medical checkups given by licend¢® a8 A OA I ya X LIKe & A
FaaAradlydas ydaNBES LINI OGAGAZ2YSNES 2NJ NBIAAGSNBR vy
camp)

o Permissiorto-treat forms (medical power of attorney)

e Participantagreement forms

e Reports of all incidents occurring diog the event

e Reports of exposure incidents (blobdrne pathogens)

For cases involving serious illness or injury and hospitalization, retain records untiéthberhas reached the
age of majority in the state where your council operates or wherentleenber lives, or the state where the
incident occurred, plus seven years (or longer, if advised by your legal coanseijil any litigation is settled
See theGuidelines for Council Records Retentionfurther details.

.S &dNB Ffft @2fdzyGSSNI KSFHEOGK KAAG2NASAE I NB GNBF GSR
histories handy at all times, the health documentation ofvotunteers 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.

{SS GKS alLt! !¢ aSOGA2Y 2F [/ KILJXGSNI menPoraaiay ¥ir@iNE 2y O
Accountability Ac(HIPAAPf 1996.

Procedures

All drugs, prescription and nonprescription (including thoesguiringrefrigeration and drugs used for livestock on
the site), arestored in a controlled manner and dispensed only as ireséd, in writing, by a healtbare
LINEFSaaArzylt 2NJ GKS FANI Qa LI NByd 2N 3dzZ NRAFYy D

Complete a health screening for all participants and staff within 24 hours of arrivadtfeitiesof three or more

nights.The screening should be performed by anaduk 2 F2f t 2¢6a (GKS GNRGGOGSY RANBC
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 aadhgtafferQay R OF YLISNR & aidl

Be sure each group leaving the progrdeiivery site includes at least one adult currently certified in first aid and
CPRwho is able to administer medication, keep a health log, and perform other mobile medical tasks
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Special Cases

Briefyour programdeliverysite staff on servingeople with special medical needs addition, train your staff to
recognize and report to the heahltare supervisoanysignsor symptoms of depression, suicidal tendencies and
behavior, substace dependence, mental iliness, and eating disorders among participants and staff.

Aquatic Sites

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

Facilities

The degin, construction, and maintenance of all boat docks, slips, and mooring rareaseet the safety
requirementsand regulations of local, state, and federal authorities, and the Co&st Guard, where applicable.
Be sure mall craft and all waterfront egpment comply with U.S. Coast Guard and other regulations, where
applicable. Warning sigrshiouldindicate water depths on the edges, sides, and ends of piers, floats, and
platforms for those who are visually impaired and hearing impaired.

Keep he swimmirg area as free as possible from hazards. In natural bodies of watgically separate and
clearly marlall aquatic activityareas (swimming and boatindj they are not clearly marked, activitissouldnot
take place at the same time.

For beach andtber waterfront areas:

e Girls are instructed to avoid strong currents, sharp dofis, quicksand bottoms, rough surf, and other
potentially dangerous conditions.

e As best as can be determinddepthe water free of dangerous marine life.

e The bottom igelatively free of debris, sharp stones, and shells.

e Separate svimming, dving, and smaltraft areas and ensure they aciearly markedroped off, or both.

Clearly definewimming areas for various classifications of swimmers by ropes, buoys, or booatsitial bodies
of water, and by markings and ropes in pools. Signs and/or bastienddcontrol access to docks, watercraft,
and equipment.

Use the buddy system: Dividélg into teams of twoand instruct each girl that she 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.

YSSLI NI O]l 2F 3IANI 4Q 6 KS NiSda ohaottbibarddsystenf to Indic@@ whith\gitl$ areSnR &
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 wristharider marker ofa different

color).

Respect basic swimngrrules and safety precautions:

e Girls do not dive into abovground pools, shallow areas, etc.

e Girls swim in supervised areas only.

e Girls swim only during daylight hours or in a wWlpool at night.

e Girls do noswim immediately after eating, when overheated, or when tired.
e Girls swim at a safe distance from any diving board.
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o Electrical appliances are not used in or near swimming areas.
e Bottles, glass, and sharp objects are not allowed in swimming area.

Swimming Areas

The design, construction, and maintenance of waterfront arsagnming and diving areas, swimming pools, and
decks comply with the ANSI/NSP2003 American National Standard for Public Swimming Pools.

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

Pools must be fenced e K SA IKGZ 201 GA2Y S FYR YFOGSNAIE aLISOAFTASE
entry and exit must consist of steps, recessed steplsldes, 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 fedband state code requiremengndthat pool rules are postedhere
everyone can see them. Drain covers need to comply ANISI/APSIP 2006 American National Standard for
Suction Entrapment Avoidance in Swimming Pools, Wading Pools, Spas, Hot Tubs, and Catetihgasiising a
L22f G yA3IKGZ wihSundardzieBlighting &dureStljatipkolitle)Sdrplete illumination to all
underwaer areas of the pool, and degltea lighting to identify hazards on the deck. If a pool is not used at night,
a posted sign should statédJse of pool after dusk is not alted ¢

Put diagrams illustrating resct@eathing 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. Youoancil 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.

Diving Areas
PosttNodivinga A Ay d Ay | NBF A 6KSNB RAGAYy3I AayQid tft26SRI |
aboveground pools

Allow only feeffirst diving, unless the participant is part of a designated diving class with a trained instructor.
Diving areas and diving bammustconformtotheb G A 2 VI €  { LJ | Vv R ANSYNSPL 2008 & (0 A ( dzi
Standard for Public Swimming Paols

Slides

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

Life Jackets (PFDs)

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

e U.S. Coast Guaiapproval decals
e Proper size and fit for each user
e Buoyancy, atested annually, sufficient to support the designated weight
e A safety check given prior to use
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Be sure a U.S. Coast Guaadproved PFD is worn by each person at all times when using small craft, regardless of
swimming ability. Every PFD should be in sealle condition and appropriate for the type of water on which the
small craft is used, and each wearable PFD (Type I, II, Ill, V, and hybrid) should be of the appropriate size (within
the weight range and chest size marked on the PFD) for the persomvedus it. PFDs used for trips should have

a whistle attached for signaling purposes.

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

Pool Operation

Create a manual for operation of the pool for-site staffi 2 Sy ddzNBE GKS L}R22f Qay

e Cleanliness

e Appropriate pH level

e Watertesting schedule and documentation arencplete
e Proper upkeep

e Operating instructions are followed

Post all rules and regulations of the aquatic area in a highly visible poséioewthem with participants during

their first visit to the aquatic area, and ensure they are practiced by partitspand staff. Make sure staifs

know they are expected to adhere to all swimming and boating rules during free time and during session breaks
when campers are not present.

Personnel

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

At each aquatic areagbsure 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 asassary. Lifeguards must meet the certification requirements
outlined in theSafety Activity Checkpointsr swimming:

¢ For swimming activities in public pools, hoasld cruiseship 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, slomoving streams, and rivers, one adult lifeguard (cexdifin
American Red Cross Lifeguard Training plus Waterfront Lifeguard course or the equivalent) is present for
every 10 swimmers, plus one watcher.

e When girls are wading in water more than kréeep, an adult with American Red Cross Basic Water
Rescuesertification or with documented experience in basic water rescue skills is present.
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Swimming Lifeguards and Watchers Ratios

Number of Lifeguards Watchers
Swimmers
1¢10 1 adult 1*
11¢25 1 adult 2%
26¢35 2 persons, at least 1 is an adult; 3*
others maybe 16 years of age o
older.
36¢50 2 persons, at least 1 is an adult; 4*
others may be 16 years of age ¢
older.

*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 aswimming activity (instruction, recreation), type of swimming area, weather
and water conditions, and rescue equipment availaBleaquatic lessons, ensure there is an adult present who
possesses qualifications specific to the activity.

The waterfront/aquatic director should meet the following qualifications:

e Certification
e Training
¢ Lifeguard training from a nationally recognized body, or
e Swim instructor certification from a nationally recognized certifying body, or
e Instructor rating from a nationally recaged boating or watercraft organization, or
e Equivalent certification
o ExperiencelINB @A 2dzd SELISNASYOS Ay Yyl 3aSySyid 2 tahadzllSND
a similar aquatic areas)
e Current certification in first aid and CPR

All boatingand 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 obisred when water activities are incorporated.

C2NJ 20KSNJ AYyadNHzOGA2y It FTOUABAGASEAY @2dxff ySSR I O
programs, or documented experience indicating knowledge and skill in teaching the attinétys coverin

greater detail ithed 2 K G al 1 SW®ualfiedX Sidelasn Chapter 1

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

e Ifthe 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, tieyst possess rescue #kiappropriate to the activity
andfunction 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 giveaorafhall
activity is determined byhe Safety Activity CheckpointSor canoeing, one instructor or qualified adult is
currently certified with certification(s) appropriate for the activity, or equivalent certification, or documented
experience andkill in teaching and/or supervision specific to canoeing

Horseback Riding Facilities and Activities

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

Stable and Riding Area Maintenance

Beginningevel participants ride in fencedin ring, which idarge enough for the number of horses used and

small enough for the instructor to exercise voice cont8&iables, sheds,utbuildings or barns used for housing
horseshave aisles at least 8 inches wide, with at leastch ceilings (high enough to avoid contact with a rearing
K2NASQa KSIFROU® ¢KS&@ IINB Of SIySR RIAfes ¢Sttt @GSydAatl
Each camp should alsave a written emergencgnanagement plan in case of fires and other incidents in the

stable, riding, and pasture areas.

LGQ& AYLRNIFyG G2 aid2NB ff YSRAOFGA2ya TFT2N) K2NERSA
site health and saty plans. Document all first aid and medication administered to horses. Remove sick, injured,
2N) dzyaSidiidf SR K2NASA | OO0O2NRAYy3A (G2 @2dz2NJ aAGSQa LINROSR
participants and horses are present.

Also eevelop a egular 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:
e Wiring
e Structural stability
e Fire and smoke dettors
e Location of combustibles

e Location and maintenance of electric appliances
e Location and maintenance of gaswered machinery

Horse Maintenance and Care

Horses must acclimate to the facility and its surroundings before the camp season starts.tdmé¢ha&ach 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 horsewithin a specified time and assign responsibility for veterinary services, special feeding
requirements, and loss. Keep a certificate of insurance for leased antkased horses on file at your council

office and ensure that your council is namedadsitional insuredd 8 SS G KS d&a! RRAGA2Y I Lya
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 doentation of all medical treatment and health maintenance on file
at the work site.
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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 quantitiesdfeay 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 andooe than eight hours a day for trail riding.

Establish rest periods throughout the working day. Have the riding diretdémagethe work schedule and review

it, as necessary.

Horseback Riding Personnel

Instructorsand riding directorshould havehe qualifications and experiences listed in the horseback riding
Safety Activity Checkpoinls Y I RRAGA2Y X AGQa NBO2YYSYRSR GKIF G NARAY

e Experience in stde management

e Ability to demonstrate proper riding form

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

e Expefence managing a horse program (including instructang the ability to anticipate, prevent, and
handlehazards

¢ Knowledge of safety management for a horsemanship program

Staff involved with horsebaetding activities and those in the stable area need to meag pants and shoes or
boots at all times, and wedrelmets when working directly with horses.

Horseback Riding Activities
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 instructoes make
daily safety check of the following:

e Condition of the track

e Stable area

¢ Riding area

e Handling area

e Horse health, including physical condition and temperament

Before starting riding lessonsaveriding staff evaluate each rider fability, attitude, and prper attire. Staff
shouldalso evaluate horses for behavior, physical condition, and condition of the tack. Participaruaslyidiee
horses that are properly fitted.

In addition, traitriding and dressagskills require special attentiofsee the two fdbwing sections for
information). Before girls engage in any other riding activitiesich asuch as jumping, cavalletti, vaulting, and
riding horses in paradesconsulté 2 dzNJ O2 dzy OAf Q& Ay adzNk yOS o6 NRB {1 SN©®

Trail Riding

Trail riding includes all riding outsitlee ring, aliday rides, overnights, and trail rides with pack horses. In addition
to what is outlined in the&Safety Activity Checkpoinisr horseback riding, the flmwing guidelines apply:

o All trails and bridle paths are inspecteat fobstructions, branches, etprior to use by riders.
e lye aiGNMzOGdzNBa (KFG GKS K2NARS Ydzad 32 GKNRdJzZZIK 2N
weight and, whereapplicable, have guardrails.
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e Emergency procedures are established for the following:

e Injury of a participant or staff member on the trail

e Injury to a horse

e Equipment breakdown

¢ Unexpected hazards on the tralil

e Runaway horse

e Situations in whiclparticipants lecome separated from the group

Before taking trail rides, participants:

¢ Demonstrate satisfactory elementary riding skills (walking and trotting)
o Demonstrate they arén good physical shape

e Know how to control the horse

e Learn basic knots used for horsebaickng

e Know hand signals for trail riding

e Learn packing skills, if applicable

e 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 okamergency, ananustcarry equipment to hobble and stake horses.

Dressage

Use guidelines from thenited States Pony Clamnd theAmerican Saddlebred Horse Associatidren
developirg a dressage program.

Other Outdoor Program Sites

Sports facilities, challenge courses, and various specialty equipment need to be managedasdistussed in
the following sections

Sports Sites and Facilities

Sports sites and facilities may incluale 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 rfeestl and state building codes and the safety
guidelines of theAmerican Alliance for Health, Physical Education, Recreation, and.Dance

When the sports facility, challenge course, or site (used only by Girl Scauds)risuse, post the area as diinits

to groups and individuals. For example, a sign might réBlig use of this area without instructors is not
permitted.€ When sites are used simultaneously by Girl Scouts and other groups, no sign is necessany, but G
Scout participants are advised not to use the site unless accompanied by an instructor.

Challenge Courses

The safest and most beneficial adventure challenge programs are those that take into consideration the learning
objectives, ages, and needs of thd NI A OA LJ- G Ay 3 L2 LJdzL | GA2yd® ¢KSNB YI & 0o
important to select a location that is ofiimits to trespassers and vandals.

Challenge courses must be constructed and inspected by qualified experts. In general,aléiitgge challenge
courses are preferred; trebased 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.
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A minimum 15:2 |learneto-facilitator ratio is industry standard. Ttgafety Activity Checkpointsr challenge
courses requires that the instructdo-participant ratio meets or exceedsimmmum standards, as identified by the
original manufacturer or installer of the challenge course and/or is in compliaitbecurrent industry standards.
At leasttwo instructorsmust also begresent.Instructors must haveocumented experience, indicagn
competence in equipment maintenance, safety and rescue techniques, proper use afirse, and handsn
training. Ensure that instructorbave provided written documentation of the completed trainiagdthere is a
regular process of reviewnd updatefor all instructors Instructorsshould beskilled in selecting appropriate
activities, teaching and supervising spotting and belaying technjguesmodifying tasks to provide an
appropriate experience for thgrade leveland skill levels in the group. Before use, instructors inspect all
equipment, course components, and landing areas in the activity area.

Equipment

Ensure that all apparatesand/or protective gear providedre appropriate to the skill level and size biet
participants andare adjusted to meet the needs of the participants. Prepare a regular maintenance schedule that
includes annual safety inspections for all apparagiequipment, and protective equipment, and keep a written
record of all inspections @ahmaintenance. Remove all apparadgsequipment, 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 (tackelbasll
gloves, archery bows, or shin guards) for at least (but not limited to):

e Excessive wear and tear

e Certifying seal (where applicable)

e Missing parts and pieces

e Fit of equipment to the individual

e Appropriateness of equipment for the activity

All instuctors and additionabolunteersmust 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 teachirexperience on file in the site office until completion of the event.

Ensure that an adult with current firstid certification, including CPR appropriate to the age level served, is
present at the activityTheAssociatio for Challenge Course Technology (AG@BdAssociation for Experiential
Education (AEHave basic guidelines that are widely accepted in the industry.

Long-Term Property Planning
Your council should have a lorgnge prgerty plan for all the sites and facilities it owns or leases. This plan:
¢ Identifies administrative and progralR St A SNE aAiGSazX o6dzif RAYy3Iaz | yR
needs and that can be financed and maintained
e L& | R2LJi SR 0 2arddRdulestdrOehittyaliottels Qsupportthg 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 implememi&ne In addition, every
location your council owns or leases needs asjiecific, written, propertynanagement system. The system
includes:

e Operating and capital budgets
e Administrative procedures
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e Safety and risknanagement plans
¢ A plan forenvironmental protection and preservation
¢ An inventory of buildings and materials
¢ A baseline infrastructure inspection (including, but not limited to, electrical, plumbing, heating,
ventilation, and aiconditioning systems, insulation, and so on)
e Aproperty portfolio including
¢ A boundary survey
e Adeed
e A topographic survey map
e Aerial photographs
e Contracts
¢ A Soil Conservation Service survey
e Schematic drawings of the electrical, sewage, and water systems, utility lines, and valves

e An ongoing maintenarmcplan

All sites and facilities used for Girl Scout activities and business operations must conform to the guidelines in this
chapter, theSafety Activity Checkpointand 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.

Use of Sites Not Owned by Your Council

When a Girl Scout group uses a site not owned or operated by your council, there must still be adequate
supervision, ag@ppropriate activities, and council approval. On a+oemed site, a contract needs to state that

the site owner meets all applicablaws 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 ofdbtvity taking place at a nonouncitowned site, as

well as the prograntelivery site director, should have contact information in case of maintenance or utility
problems or emergencies. Have the contract reviewed by your legal representative to ensumoynait 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 insuéed SS G KS a! RRAGAZ2Y | £ lndérdzNBRE
her or his polig for the duration of the contract.

Infrastructure Maintenance

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 anatiaathperson, and that all tanks
and boilers are equipped with tested and operable safety valves.

Water

Water at counciowned and operated sites must meet thel FS 2 I { S NJ réqgbidengehts fgf Bman O (i Q &
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 areaédza & KI @S | 00Saa (2 LRGlIofS gl GSN® LT LR
procedures for purifying water near the water source. Provide watgification equipment (and instructions on

how to use it) to all groups using the site. In addition, kaequfficient 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.
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Sewage and Wastewater

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.

Solid Waste

Collect garbage anmash through a system approved by local health authorities. Disposal areas must be clean,

safe, and sanitary, with garbage stored intifyht, rodentresistant containers until it can be removed for

disposal. Whenever practical, recycle glass, metgdepaand plastics. Remove toxic and medical waste according

G2 @2dzNJ O2dzy OAf LINPOSRA2NB&AI 6KAOK aKz2dAZ R F2ftft2¢ 20

Toilets and Bathing Facilities

Toiletsand showersnust meet standards for health, construction, maintenancel aleanlinessThough local
regulations vary, it is suggested that camps provide the following:

e 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 Gfigpe

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.

Fire Prevention

Smoking is prohibiteth fabric terts, living quarters, training rooms, dining areas, and feedsice facilities.
Beyond that, get your local fire safety officials involved in the protection of all cenpeibted sites and facilities,
making arrangements with officials that include:

e An anual preplanning visit by the officials

¢ Dates of operation of events on the site

e Fireprevention procedures

¢ Notification, evacuation, and practice fidgill procedures for all sites

e Alerts to staff and participants when procedures change

¢ Inspection of ife-fighting equipment

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

e Location of compressed propane gas tanks

e Water sources (pools, lakes, storage tanks)

. 2 dzNJ O2 dzy O Afirafeationgpldd niust Spyly td all Ni8rations of your council and include:

¢ An audible and visible alarm system, with a backup system
e Fire extinguishers located throughout the facilities
e Posted evacuation plans

e Procedure for evacuation of the féity, including documentation fpctice evacuations on a regular basis
for all staff and participants)

¢ Regular, documented inspection of all fsafety equipment and facilities
e Lighted exit signs
e 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:

e Smoke detectors and other detection devices, such as methane
e Fireplaces and chimneys
e Areas where flammable materials gveesent or where fuel is stored and used
e Kitchen hoods
e Firesuppression equipment, including sprinkler and alarm systevhgch should be located in:
e Housing units
¢ All councHoperated vehicles
e Qutdoor cooking, barbecue, and fi@rcle areas
¢ Kitchen and thing areas
e Small, motorized craft
e Artsand-crafts areas
¢ Interiors of occupied buildings
¢ Maintenance areas and facilities
e Open fire areas
e Cooking areas
e Cook stoves, including barbecue grills
e Portable lanterns
e Electrical systems
e Propane tanks
e Emergency liging 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 detectord,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, ingpecte
regularly, and meeting fire codes or the {fafety codes of the state, thdational Fire Protection Association
(NPFA 101 Life Safety Copdm an equivalent group that provides periodic inspections.

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

Keep all flammable, poisonous, or explosive materialsch as cleang agents, gasoline, kerosene, weed killers,
and chlorination chemicatsin protective storage.

Store materials in covered, safe containers with contents labeled according to the appropriate regulations.
Materials safety data shee{MSDS) must be available and kept in a centiadessible 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.
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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 alloticfants (adults or girls) to

operate them.

Safe Sites

Develop a written safetynanagement plan that covers all potential emergencies and factors that may affect the
health and safety of people involvedbosiness operationsctivities, training meetings and ®cial events

The use of some sites during periodsinfisual hazardsuch as hunting season, is not recommended. Regardless
of the seasonkeeprecordspermanentlyat your council office(s) for events like accidents and death, toxic
chemicalspills, damaging fires, storms, and natural disast€heck theGuidelines for Council Records Retention
for details.

Be sure to inventory all expdable 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 individuahits, the condition of supplies and replacement needs, and
identification numbers, where applicable. Where appropriate, poaterials safety data sheg{MSDS) so that

they are highly wible.

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 ctvols recommended by your local county extension service and state conservation
office.

Council Equipment

From computers and other business machine®kectrical devices, dollies, and other equipmeno
employee, volunteer, or participant should operateuncitowned or-leased equipment or machinery
without the authority and training to do so.

Postthe operating procedures for couneilwned or-leased equipment on or near the equipment. Where
applicable placea materials safety data she€MSDS) on file at the work location for all potentiallysgc

or toxic materials used. Usaahd tools and power tools according to standards set by@leupatioml

Safety and Health AGOSHA). In addition, keep copies of operation and maintenance manuals (or electionic
versions) o file at your council office. Supply appropriateofective equipmentthat has beerinspeded for
excessive wear and tear

Note: 5 2 t/ldan muncitowned equipment and tools to outside contractors performing work, whether o
or off council premises.

Security

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 la@nforcement officials for the protection of all the sites and facilities
your council operates. Those arrangements include:

e Dates of operation
¢ Notification of patrol routes
e Jurisdiction of local law enforcement
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e Alist of pesonnel and contact numbers
o Alist of departure and arrival days and other days when traffic may be heavy
¢ Inspection of boundary lines and other security factors

New Construction

Development of new sites and facilities need to meet prevailing laws andatéms, 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, congiction, and site amenities by law meet the standards ofAlngericans with Disabilities
Act They also conform to applicable fire and health regulations and building codes.

Resources

o American Alliance for Health, Physical Education, Recreation, and Dance
¢ American Camp Association

e American Saddlebred Horse Association

e American Society for Testing and Materials
¢ Americans with Disabilities Act

e American Vaulting Association

o Certified Horsemaship Association

e Girl Scout Safety Guidelines

o Materials safety data sheets

e National Fire Protection Association

e National Spa and Pool Institute

e OSHA

e Guidelines for Council Records Retention
e Safety Activity Checkpoints

e United States Pony Club

¢ Volunteer Essentials
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Chapter 3: Volunteerism

Where would GirBcouting be without our nearly omaillion hardworking volunteers? They deliver program to
girls and fill cruial behindthe-scenes roles, keeping councils like yours going strong. Havingaiskgement
policies and procedures as part of your cou®aiblunteermanagement practices helps guard against personal
harm, property loss, anfiability for everyone invbred.

Managing Volunteers

Your councid volunteermanagement system is a strong component of its overalniakagement plamnd
includesa network of policies, procedures, practices, and tools that providemmkagement benefitdncluding:

o Establisked standards for volunteer behavior

e A consistent set of operatg standards

¢ Information on which to basgour orientation and learningpportunities
¢ Defense in the event afnadverse legal action

A streanlined, comprehensive voluntegnanagement systa helps define volunteer and staff responsibilities
and accountabilitiesminimizing risk.

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

Recruiting Volunteers

Girl Scout volunteer recruitmemhust bea nondiscriminatory processSelect each volunteain the basis oher

or hisability to perform in the proposed positioon volunteer and council neeiandon the prospective

@2 f dzy abitBandwmillingness to attend training and meet the qualifications for membership with GSUSA. No
qualified adult volunteer will face discrimination basedsuth factors adisability or on age; an exception is

made when the position description clepstates that a volunteer must meet a minimum age requirement. In
addition, Girl Scouts does not discriminatgainstvolunteerson the basis of:

e Race

e Color

e Religion

e Sex

¢ National origin
e Citizenship

e Age

e Genetic information
¢ Any characteristicashoseprotectionmay 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 fasmghis is done to keep girls
safe.

Be sure w@ff and volunteers involved irecruiting volunteergprovide candidateswith consistentinformation
about the application and placement processes, available opportunities, and Girl Scoutuzed colture.
Develop and distribute youecruitmentmaterial, including online postings, in accordance with council and
GSUSA guidelines.
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Ideally, the recruitment process attracts qualified volunteers who ar&echesd to appropriate positions, so having
carefully desined volunteer roless the best way to start. To minimize risle, gure thateach role isiecesary,
benefits your council, iappropriate for a volunteer to perform, aridfully developed and described by a position
description.Managing Girl Scout Volunteeostlines a process for developing effective position descriptions.

Gathering Information

One of the fist steps in your contact withotential volunteers is gathering information about thenboth general
and sensitive/confidential.

General Information

Use the guidelines iManaging Girl Scout Volunteeiis?

documents. Make sure to gather fully completed application documents, because getting as much accurate,
current, and positiorspecific data as possible about volunteer applicants isiortant step in ensuring that
IANI AQ a4l FSGeé NBYlFAya @&2dzNJ O2dzy OAf Qa dzivz2ald NBalLRya

Volunteer applications capture the following information:

Personal and contact infmation
Backgrounecheck authorization and consent for release of information

Applications can also capture:

References and reference contact information
5NRAOSNDa fAOSyasS AyF2NNIGAZ2Y
Employment and volunteer experience

Educational history

Other relevant sils

Sensitive and Confidential Information

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 sigmatures
scanned documentd$n most cases, you will not have to include any special language when using electronic
signatures in lieu of a handwritten signaturiéhis is because the federal Electronic Signatures in Global and
National Commerce Act{&GN Actaccords electronic records and electronic signatures the same legal effect as
written records and handwritten signatureSlectronic signatures include but are not limited to the following:

Submission of an online survey through a click

Submit buttonsorcheckd 2 ESa | O02YLI yASR o6& f Il y3da 3sS G2 GKS
button/checkingthebox. | ANBS A GK GKS&asS GSN¥yaodé

A name typed by the sender at the end of amail message

Faxed signatures ather electronic transmission of a document coimiag a handwritten signature

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

However please notehe following:

Esignatures are effective only if they are in a form that is capable of being retained and accurately
reproduced for later redrence. 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 @idnateire for a
particular purposeGSUSA guidelines are to retain electronicaigres for as long as an individual is a
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member, plus two years (in addition to the current year), or until any litigation is se8lkeelthe
Guidelnes for Council Records Retentifmn additional details.

e If a statute odawt such as the Fair Credit Reporting Act (FER&quires that informatiorrelating to a
transaction be provided or made available to a consumer in writing, that requirement cab@nly
satisfied under ESIGN if certain disclosures are made to the consumer, and the consumer consents to
receive such documents electronicallfherefore, if youcouncil wouldike to obtain electronic consent
to conduct a background check, first obtaiseparate consent to provide disclosures electronicéiyce
this consenis obtainedthe councilmay then obtain theconsent and authorization required under the
FCRA.

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

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

In addition,hlecause information is available through social networks, search engindsother technology

dzi At AT S GKSaS FTNBS YSOKIyAayvYa ¢KSy apl@ationdzl G Ay3 GKS
All documentation, bth electronic and hard copiesjust be retainedsee theGuidelines for Council Records
Retentior) andkept securethis 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 isoperihg the role that requires a background check, plus
seven years, or until any litigation is settl@totect electronic and printed information against intentional and
unintentional destruction, modification, and disclosure.

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

e Limiting access to authorized personnel and others on a tedéahow basis

e Backing up electronic data

e Using antivirus software and safeguards such as spyware, antivirus softwatdirawalls

e Storing paper recordsif anyr in a secure location
/| 2YFARSYOGALEAGE fa2 FLIWXASE (G2 @2fdzyiSSNJ KSIf (K
handy at all times, the health documentation ofeolunteers should never berivy to other volunteers. Guard
the confidentiality of all adult health histories with the same zealousness you would any other sensitive
information.

Screening Volunteers

Volunteer screeninig the process of authenticating the information@uwnteerapplicant submits to your council
Criminal background checkingpne type of volunteer screening, is the process of looking into the history of an
individual to determine whether she or he has a criminal rec®tteBlue Book of Basic Documestandard,
approved by the board iraduary 2010, reads as follows:

The council maintains a comprehensive voluntgemagement system that includes the following:

e Volunteer application, placeent, and evaluation processes

¢ Volunteer screening process that meets state and local requirements
e Volunteer training process

e Volunteer grievance process

D{! {! Qa -@dhdgemeritgteiescribed itManaging Girl Scout Volunteesipports this standard and
highlights other necessary components related to siteeening and selection of volunteessich as position
description development, the volunteer application, reference checking, and interviewing.
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Note: Appointment of volunteer&iappens only after screening is complesad volunteers receive the
approprite level of screening for their roles.

Your Council’s Screening Policy

Ultimately,your council is responsible for establishiymur own policies and procedures and for complying with
local, state, and federal regulations. Your legal counsel can halpeadgtyour 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 councilsifpa criminal backgroundcresning process in place as follows:

e Conduct criminal background screening, including a check edfémxder registries, for volunteers
working directly with girls. Volunteers fulfilling the adult requirement of the aslolunteerto-girl ratios
by gradeével as detailed i K S &Volentzértio-DA NI wlk GA248¢ aSOUGA2a€the T / KI
volunteersto screen

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

e Repeat the screening process every three years.

If a volunteer has been vetted by another local agency whose screening policy aligns with you¢@umacifou
can access the original screening document, using the redutt® @rior screening is a possibility to explore.

Background-Screening Vendors

GSUSA has negotiated partnerships with two respected backgreenegning companiesintelliCorp and
LexisNexis to ensure that councils get the best possible pricing and sesvidirough our partnership with these
companies, your council can order backgrotsodeening and criminal searches for volunteers at reduced rates
with online service 24 hours/7 days a weBloth companies comply with the Fair Credit Reporting Act.

¢ IntelliCorp:IntelliCorp is a nationwide provider of background checks and employment and volunteer
AONBSYyAy3as YR aAyOS wmoppc KIFa 0SSy GKS I NOKAGSOG
repository of criminal records and other public informafi®@ Ly G St € A/ 2 NLJQ&a 2yt Ay S :
potential volunteers can enter data confidentially, gives you instant access to billions of public Tecords
RIFIGF ySSRSR G2 YIS GKS 06Said LRaarofsS OKa#andSaod L
sex offender data for all 50 states. For information, contact IntelliCorp Records, Inc-45@5268.

o LexisNexist.exisNexis Volunteer Screening offers-tmst volunteer background screening to youth
serving and other nonprofit organizationslping to protect the safety of others and the reputation of
nonprofit organizations by mitigating the risk associangth placingvolunteers. Screening more than 4
million potential employees and volunteers since 2002, LexisNexis has identified mo20than0
individuals with criminal convictions, including more than 3,000 registered sex offenders. For information,

contact LexisNexis Screeniiglutions aB810-374-3507.

Use the following recommendations when evaluating and determining the releassirtation, or non
appointment of a volunteer based onpgnding orpast crime or other questionable behavior:

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

e Review the individu& employment or volunteehistory.

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

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

e Consider the amount of time elapsed since the incident occurred.

37



38



Pay close attention to any convictions that include:

e Sex offense

e Child abuse/any offense involving a minor
e Animal abuse/cruelty

e Theft or larceny

e Pornography

Please keep in mind théiackground 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.

Matching Volunteers to Positions

Makeevery attempt to place volunteers in positions that meet both their needs and yousgukltionswhere
this is not possible, the needs ydur council take precedence. Volunteers are netifin writing of acceptance
tot or disqualification front the volunteer position. Placement letters include any applicable assignment
restrictions, such as limited financial or driving duties. Guidelioeand sample®f these letters can be found in
Managing Girl Scout Volunteers

Mutual acceptance of position accountabilities, expectations, and time commitnfastsientified in the position
descrption) are made through a signed volunteer agreement. If individuals@pdgrced in the positions for
which they applied, they can be recommended for other positions and/or can regnesterassignment.
Although it is at your coun@ discretion, it§ recommended tha¢achvolunteersis appointed to a maximum o
one-year term.

All volunteers sign an agreement that cledidysthe responsibilities of both the position and of Girl Scouts, and
both paties acknowledge it by signingand then retaining a copy. Refer tdlanaging Girl Scout Voluntediar
information on how to create volunteer agreements.

Upon aceptance of their positions, volunteers complete the GSUSA Registration Form and pay the membership
fee. Membership includes a photo releasdowing your council to use volunte€images for marketing
purposes and als@rovides basiinsurance coverag If not registered as a member, coverageesnot apply.

Adults who do not register as Girl Scout members can sign a liability waiver. This release, created by your council,
dischargegour council from any liability or claim that voluntesanay make agast your council| with respect to

bodily injury, personal injury, iliness, death, or property damage resulting from their activitiegouititouncil,

or otherwise. Your coun@ legal counsel can advise you on creating waivers and raedamgmentation.See

Chapter 14 irthis guide for additional information.

Preparing and Supporting Volunteers
LG A& @2dzNJ O2dzy OAf Qa NBalLRyaAoAtAde Gzv

e Give volunteers the link to th@nline Volunteer Orientationand set up a process by which each
@2t dzy 6 SSNRE O2YLX SGSR tSINyAy3 t23a FNBE NBEOASHSR
e /dzAG2YAT S D{! {! Qa VI Valdhwdr EsseditiiwithyaudsalinfétrhayidR.dtzs2 | =
important that you not delete content ifWolunteer Essentialbut you are welcome to add to, move, and
format the content in any way you wish. After customizing, Sévkinteer Essentialss a PDBr ePUB
documentanddistribute to volunteers electronicallpérhapsbyadd@ A G G2 @2 dzNJo©2 dzy OA
as a printed document.
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e Customize the&safety Activity Checkpointsvhichguide 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 horsedauk sites), yowan
create a PDF and/or add the content to your Web site.

¢ Distributeto volunteersthe Girl Scout Safety Guidelinea onepage 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
learning sessions, at servioait meetings, in anail communication, in newsletters, and the liKéis
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 apeafeiryWise.

o Createadditional learningopportunities, using those offered by GSUSA and/or those created by your
council. These learning opportunities might be fagdace sessions, online opportunities, or publications,
RSLISYRAY3A 2y gKIFG 62Nl a o0Sald 7F2dditds i theiolasSNA I f & 2
volunteers play.

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

Releasing Volunteers

Your council is responsible for preparing and supporting Girl Scout volunteers in youniaickameans that you
needa process for orientingour volunteers to Girl Scouting and their roles and responsibilities, including
making them aware of the process by which their grievances may be addressed. Thorough and ongoing
supervision also helps rimdain a low level of risthat volunteer disputes will escalaté your council is aware of
issues its volunteers are facing, th&ea much better chance that potentially risky situations will be dealt with
before they become problematic.

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

e Volunteerreported problems (whistldlowing)
¢ Inquiry into incidents

e Guidelines for makindecisions

¢ A notification process for everyone involved
e An appeals process

e Documentation of all oftte above

If a volunteerappointmentdoesr®work out, eitheryour council or the voluteer may initiate release from the
position. If your council initates the release, the volunteegnanagement stafproceed with the necessary actions
according to council policies and procedures, enspreper documentation, and nofésthe volunteer with a
release or termination letter that:

e Isrespectful in tone

e LYT2NXa (GKS @2f dzy 4 SSNJ 2 Flose fedeMdard giskzysslonf Qa RSOAaA2Y
e Explainshe reason for the releasef-termination decision (attach related documents if necessary)

e Thanks the volunteer for her tiis service

Release from the position does not cancel membership with Girl Scouts of thenléSA your council determines
that the volunteer is unable to meet the membership requirene®eeManaging G Scout Volunteerfor
information éout how to develop a volunteeaippeal procedures at your council.
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Resources

e Girl Scout Safety Guidelines

e Managing Girl Scout Volunteers

e Online Volunteer Orientation

e Guidelines for Council Records Retention
e Volunteer Essentials
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Chapter 4: Travel

Girl Scout travel offers opportunities for girls to have fun, experience adventurapandrse themselves in the
Girl Scout Leadership Experience. Justdiky other Girl Scout activitiravel presents a certain amount of risk.
Risk managemerloes not guarantee a seamless trip, but it d@prove decisiommaking, help avoid surprises,
and improve the grouf@ experience. No need to be intimidated; in most cases, risk manageahent girl travel

is common sense. Keep it simple by integratisgmanagement awareness into everything you do and building
upon whaf@ already in place.

Creating a Plan

Imagine a group of Girl Scouts and adults on an international trip (although this plan caagbedaidr any Girl
Scout travet local, regional, or ational). What risks might they encounter? A rislanagement scenario
regarding travel documents might look like this:

1. Identify risk and those responsibleCc2 NJ SEI YLX S5 GNI} @St SNEQ LJ &&LJ12 NI &
2. Analyze the likelihood and consequencdigh,because the group is walking in a crowded marketplace. A
lost passport would take a long time to replace.
3. Analyze and accommodate riskEducate girls on risknanagement techniques like leavipgssports
locked in hotel safe. Trip volunteers carry copi€albdocuments.
4. Analyze priorities?2 K 6§ Q& Y2NB AYLENIIFyYydY t NRPGSOGAY I AYLRNI
identification?
5. Plan.Include emergengplan procedures. Carry copiasd know the location of the embassy and
replacement procedures.
Implement plan.Tripvolunteerscollect and secure all documents.
7. Track and managelripvolunteersrecheck documents at appropriate intervals.

o

Council Checklist for Travel Readiness

Your councitan use the following checklist to determigeurcriteria® NJ | 3aSaaAy3 IAINRdzZLIAQ G
factors listed may also hejpur councibpprove plans, evaluate trips, and make recommendations.

Girl Scout Leadership Experience

e The trip has a clear purpose, which was developed by and is understood by tlaadiddults.

e The trip incorporates the Girl Scout Leadership Experience processésdglielarning by doing, and
cooperative learning) by supporting girls to work successfully in groups and accept the responsibilities of
working together to make realig, detailed plans well in advance.

e The trip meets at least one of tHe leadership outcomes

Council Consent

e Groups wishing to travelbtain council permission for trgpby checking witlgour councilon travel
planning procedures.

e ltisé 2 dzNJ G eesjzgh€ibilify @ be clear on what those procedures are and whether any special
trainingis necessary so that adults and girls know and follow council policies whenrigavieicluding
proceduredor handling emergencies.
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The traveling group participates all required council workshopnd submits all formdncluding
permission formsby the deadlines established lggur council.
The appropriate people at your couhareinformed of any changes in plans.

Trip Planning and Preparation

The proper number ofipprovedadult volunteerswho accept the responsibilitieer the trip have been
recruited. (Seél K S aVolghtértid-D A NI iwChapte? 120 this guide

Girls and adults learn in advance as much as possible about thevhezathey will travel, includig the
people, language, cultureustoms, food, and activities they will be experiencing. One of the best ways to
increase comforts for girls andiolunteersto know what they are getting intand know how to be
culturallyrespectful travelers.

Travel arrangements are made in advance. Girls and adults work together to make realistic, detailed
plans. Time is provided for eating, sleeping, rest anakeglon, 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 accomnattbns are confirmed in writingnd, whenever possible, all stopmg
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 matassure the following:

e Parent/guardian permission must be obtained if girls are taslzabed.

e Girls aml adults should not share a beabwever, some councils make exceptions for mothers and
daughters.

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

When planning activities, review the program standards listeSafety Activity Ché&pointsfor each

activityl YR NBFSNJ G2 adgal 1Ay3 tNRANIY ! OGAGAGE 5SOAAA?2
Make sure groups are familiar with2 dzZNJ O2 dzy OAtf Qa L2t A 08 2y K2de®R KI N2
GKS G¢ NI yaTSNNAyYy3I wiohs of ChapiemrRl4 forldededidl Wi r¢qlirgpesiatith 4 SO
review these forms, make sure this is communicated to groups so they have ample time to add this
requirementinto their planning.

Groups working with other vendors or organizations must get ptioat the organization/vendor has at

least $1 million in general liability insureen(demonstrated by a valigdificate of nsurance).

Special equipmemtequired (tents, bicycles, and so da)checked and ready well before the departure

date.

The entie itinerary is known t@dults, parentsyour council and the emergency contact at home.

Parents and/or guardians understand all plans and actively consent to th@gitisipation.

Money Matters

Girls and adu#t create a detailedgealistic budgetremembering to include such items as transportation,
food, tips, insurance, recreation, admission fees, taxes, and emergency funds.

Money-earning projects are carried out with the permissioryotir counciand in accordance with Girl

Scout policies.

Per®nal 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.
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e 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 nogceipt purchases.
o All ofthe 3 NB a=AsK) éredibr debitcards and/or travele checks should nde held by just one
person at any time during the trip.
o Decisions are made in advance about how to pay bills that occur before the trip, en route, and afterward.
e For overseas trips, most hospitals and adwstrequire cash or crediard payments.

Personal Conduct and Equipment

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

e 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.

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

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

e 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 adsathed 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.

Health and Safety

e Both the Travel Appendix dfolunteer Essentialsy R 1 K &2 Add S 6F SQIRI LIGSNI 2F G KI
when preparing for any trip.

e Required health examinations and immunizations are completed, and parents/guardians have a means of
dzLJRF Ay 3 GKS&S KSIf(iK KAAG2NARASE gKSYy 3FANI aQ KSIf
records, permissiorofms, insurance forms and medical waivers, necessary medications, eyeglass and
contact lens prescriptions, and/or extra eyeglasses. Retain records aagoodime Guidelines for Council
Records Retentian

¢ 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 obtainethéentire trip through your council,
under one of the optional accident or accidearid-sickness plans available. For international trips,
comprehensive foreign travel insurance and travel assistance is available through GSUSAMDuaredult
2T hYl KIFI Q& DA Ndr mofenfodmatio?. S6 LJ 3 S

e An adult at home has agreed to serve as a contact for routine ehecknd emergencies.

o \Written itineraries, including telephone numbeasd addresses, are prepared for girls, their families, your
council office, and the contact at home. @rernationaltrips, the written itineraries include locations of
the U.S. embassy and consulate.

e Everyone understands procedures for handling acdslghinesses, and emergencies.

¢ Volunteersfor specialized trips, such as canoeing or backpacking, have takensaféty and leadership
training for the activity.

e For trips of a day or more, at least one currently certified faister (levell) is preent.
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In addition, your council makes sure to cover the following areas:

¢ Volunteerscan sigragreementsand contracts to rent transportationbut they must work from a list of
recommended vendors and notify the council when such an agreementhas ppenlgi SS G KS a. | 3
t NAYOALX Sa 2F /2yGNIOGA FYR hGKSNJ ! ANBSYSyiaé¢ as
e Even when there is no cost, such as when a sehoslcompany donates transportation, a written
agreement for the arrangement must be signed.
¢ Courtil policies and guidelines make certain that both the travelersyamot councilare properly
protected by general liability and automobile liability insurance in the event of an accident.
o If atrip takes Girl Scouts, voluntegamd/or council staff outsle 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, leaderdhiiding experience for girls while
traveling To that end, it is essential thatavel volunteers receive and understand the importance of the
Girl Scout Safety Guideline® KA OK & dzY Y I N&1ASa §amteddio{unteerSE$sentialgnother
mustread for volunteers. Not one item in the short list of principles is difficult or overwhelmimgny, in
fact, feel like common sensebut these principles must be distributed and discussed with volunteers
nonetheless. Volunteers will know thagfety is the top priority of Girl Scouting, and girls will benefit fro
the safe environment that allows them to be at their best, while developing critical leadelshiging
skills.

Transporting Girls

How parents decide to transport girls betweBrK SA NJ K2 YSa | yR DANI {O2dzi YSSidA
individual decision and responsibility.

For planned Girl Scout field trips and other activitiesitside the normal time and platein which a group will
be transported in private vehicles:
e Every dwer must be an approved adult* volunteer and have a good driving record, a valid license, and a
registered/insured vehicle.
e Girls never drive other girls.
e Ifagroup is traveling in one vehicle, there must be at least two unrelated, approved adult \@vhiitte
the vehicle, one of whom is female, and the glunteer ratios involunteer Essentialaust be followed.
e If a group is traveling in more than one vehicle, the entire group must consist of at least two unrelated,
approved adult volunteers, one afhom is female, and the givlolunteer ratios involunteer 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.

Fal Rdzf ¢ Aa RBprifghRachdateli KS | 3S 27F
Contracting with Outside Firms

When you contract with other® provide transportation foGirl Scout travel, your counailust ensurehat the
owner/operator is properly licensed, registered, and insured for liability, and trevéhicle is well maintained.
Your council obtains a certificate of insurance from the owner/operatith evidence of general liability and
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automobile liability with limits of liability not less than $1,000,000 per occurrence/$2,000,000 aggregate and
eviRSy OS 2 Fcongpenbklich M3ur@nce. The certificate will also show evidence that your council has been
added as additional insurel 3 SS (G KS a! RRAGA 2y f loythedhNBichof the Sobtiact.2 y 2 ¥
In addition, drivers are notifekthat their driving records may be checkéBetain such records for as long as the

person driving the girls is a member, plus seven years, or until any litigation is geitlackhicles used to

transport girls (such as rental cars, private vehiclbarter buses, and so on) must be insured.

Choosing Public Transportation

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

If public transportation is not possiblprivate vehicles are suitable for Girldsit travelonly if eachpassengeis in

a legal seat, everyone wears seat belts at all times, andrdraghere to state laws regarding booster seats and
requirements for children in rear seatsvery driver must be an approved adult volunteer and have a good driving
record, a valid license, and a registered/insured vehiolease of an accident, the viele ownef insurance is

the primary applicable insurance.

If chartering a form of transportation is necessary, use the following guidelines to help ensure e@afaty.
Chartered Buses

Your council should develop a list of responsible transpamggiroviders and give this list to travel volunteers
during the planning stag@ll vehicles traveling on public roads are equipped with:

e Firstaid kits

e Emergencywarning reflectors

e Fire extinguishers

e A cell phone or some other kind of communication device

Whenyour council leases or rents buses and plans to purchase insurance from the rental abeckyyithyour

O 2 dzyifshrantEarokerto determine the minimum amount of insurance recpd by state or local statutes,
keeping in mind that some tripsill involve interstate travelln addition, make certain that the owner/opera@r
insurance is validnd obtain a certificate of insurandfethe vehicle $ used for Girl Scout purposes, opposed to
private or pa&sonal useRetain records for as long & person is a Girl Scout member, plus seven years, or until
any litigation is settled.

Trip volunteerswill needto contactyour council to determine the amount of liability insurance need€dur
council also should obtain:

o Acertificate of insurance wh evidence of general liability and automobile liability for the vehicle
e Evidence of collision/comprehensive insurance for the vehicle

¢ Evidence ofvorker<xompensation insurance for the driver

¢ Reliefdriver availability

e Seating and storage capacitiesvadl as bathroom availability for long trips

e Emergency equipment

¢ Documentation of safetgheck procedures, aluding frequency
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Leased or Rented Vehicles

Read rental agreements carefully, noting the type and amount of insurance carried by the renizy agdrthe
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 effectiveeeded

Commercial Vehicles

Only vehicles designed tary passengers can transport Girl Scouts. Flatbed or panel trucks without seats, buses
reconditioned by hand, or any vehicle thannotbe registered should not transport passengers.

Recreational Vehicles

When using recreational vehiclesuch as snowmalest & 2 dzQft t ¢ | tyfal thelo@neS KabiligNIS
insurance is appropriate, the vehicles are properly maintained, and the vehicles are driven by experienced
operatorsover courses free of obstacles.

Campers

Passengers must wear seatlssind must sit in seats designed by the manufacturer for that purpose. Cargo
should be stowed sthatd dzZRRSyY &aG2L1LJa 2NJ AYLI OG0 62y Qi NBadzZ G- Ay Ay
wheelcamper/trailers, in campers that fit onto pickup flatbeds mthe body of any trailer.

Airplanes

Commercial airlines with regular scheduse also appropriate foGirl Scout group travel. A travel agetd
trusted online travel sites can help a group determine the best routes and rates.

Because of poor acciderecords and nowuniform safety standards, travel via private plane is not recommended.
Chartering planes for Girl Scout travel involves lagdlfinancial responsibilities, which means thdditional,
specialized liability insurance must be purchaggenerally, thdinancialimpracticality of chartering a plane

makes itnot recommended for Girl Scout council travel.

Watercraft

Chartering boats longer than 16 feet, with or without a crew, is not recommended. All vessels carrying Girl Scouts
must be regstered 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 overloagadd cargo must be stowed securely.

Understanding Insurance

Plan 1 accident insuran@®vers every registered Girl Scout during normal, supervised program activities, except
those that last more than two consecutive nighBlan 2 accident insuranég needed fotrips of more than two
nights, wless those nightsccur during a U.Sedleral holiday weekethrecognized byourinsurance company
(usually,New Yea® Day, Martin Luther King Jr. Day, Presid@déy, Memorial Day, Independence Day, Labor
Day, Columbus Day, Veteralsmy, Thanksgiving Day, and Christmas .Dastirance can be purchased through

your insurance provider.

Setting Guidelines for International Travel
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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 demonstrateémr councitheir ability to plan,

organize, budget, earn moneys@ept responsibility, observe emergency and safety measures, work together as a
group, and evaluate their experiences through reflectidter takingshorter trips closer to home.

Age Requirements for International Travel

International trips are availablk® 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 &aaifity, good decisiormaking, previous
crosscultural 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 regagding ag
requirements.

Travel Forms and Documents

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

Tripvolunteersbring:

e Citizen& A LJ R20dzySy (iaz adzOK Fa LI aaLRNIasx 2N O2LIASa
reenter the United States. Chetile U.S. State Departmeifiir A Y RA @A R dzl-ehtry @quideyhéntsh S & Q
(such as a visa)

e A copy of the group itinerary with albntact numbers

e Acardfor making international phone calls

e Personal medications to be administered in case of gmecy, such as besing kits and asthma inhalers
(grls need a doctd® note to keep the medicatn with them at all timep

e Two individudly signed and notarizelermission to Travel with Min@nd Authorization for Medical
Treatment for Minordorms for each girl signed by both parents (or guardians). If a single parent or
guardian has custody, attach documentation statingt the minor is in the sole custody ofdrsigner of
the Permission to Travel with Minor and Permission to Authorize Treatment for Minor forms.

e Health historiegfor every member of the group), insurance information, and emergency contact
information

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

Each girl carries:

e Citizenship documents, such laar passpatr, or documentation of her legal status to reenter the United
States. Checthe U.S. State Departmembr requirements for individual counes(entry requirements
(such as a visa).

e A copy of hehealth historyand insurance information

e A copy of the grou@ iéinerary, with all contact numbers

e A ard for making international phone calls

e Personal medications to be administered in case of emergency, such asstirfgekitor asthma inhaler
o0 D Ahedltihitoriedndicate which medications they are allowed to take on their own, which need to
be monitored by a volunteer, and which oviire-counter medications they are allowed to take in case of
iflySaa 2NJ SYSNASyOeéod® DANI & faz2 ySSR I R200(2NIDa
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World Association of Girl Guides and Girl Scouts

The World Association of Girl Guides and Girl SQAUASGGGS)wns and operates four world centers. Girls
planning to visit these centers need to complete several steps before their trip:

¢ International Intent to Travel FormsAll troop/groups traveling internationallwho would like to receive
a letter of introducton must notifyyour courcil and submit ahnternational Intent to Travel forrno
GSUSA threetsix months before departur&olunteersalsoneed to submit intentto-travel forms to
your council for permission to travel.

e 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 ttageand is
willing to collaborate on gake-action gojectwith local Girl Guides or Girl Scouts, a letter of introduction
to the WAGGGS Member Organization can be sent on the §roebalf. (Submit amternational Intent
to Travelform 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
requesthospitality or services. Such requests are inappropriate.

¢ ReservationsContact the world centers directly to make reservations.

e Qur CabanaCuernavaca, México

e Pax LodgeHempstead, England

e OQOur ChaletAdelboden, Switzerland
e SangamPune, India

Canada and Mexico

Trips to Canada or Mexico introduce girls to international travel and allow them to practice being good
ambassadors. Couitg generally have guidelines for groups planning day trips or overnights across the border. Be
aware that theWestern Hemisphere Travel Initiative (WHEQuires U.S. travelers to presenpassport or other
document that denotes identity andt@enship when entering the United Statitem Canada or Mexico.

GSUSA and Girl Guides of Car@dédes du Canada (GGC) have established procedures for-tudmsrder

visits of more than 48 hour¥.olunteersrequest council approval to travel to Canada to visit and/or camp with
Canadian Girl Guides at least three months prior to the proposed tgpulf councilapproves the tripyolunteers
then contact the Canadiamternational Commissionerequesting 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 CaGaitdes du Canada; mabld Merton St, Toronto, ON
M4S 1A3; phone: 41687-5281; fax: 416187-5570;e-mail: international@GirlGuides.ca

The GGC International Commissioner will ensia¢ contact is made with the appropriatelunteerin the part

of the countrythe groupwishes to visit and willetermine whatpart, if any, of the request can be met. The
Canadiarvolunteerwill also supply trip volunteers with contact information for a Canadian point person. Girls and
volunteersshould beatin mind that, at times, the numbers of Girl Scouts resgfirgy camping privilegedo not

make it possible for GGC to fulfill every request.

destinations

Girls at the Cadette level and above may take padestinations a nationwide travel program in whidGirl
Scouts travel either within the U.S. or to another countoy anywhere from two days to three weeks. Councils
and event sponsors hosdestinationgrips. Your council iencouraged to be part of giHestinationexperiences
from the very beginmig to the very end, making sure that Girl Scouts taking paregtinationshave a partner at
your councito assist them with any questions they may have.
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Councils sponsoringestinationsneed to have specific rigkanagement and insurance plans dealvith the
destinationsMany of the samareas listed on théCouncil Checklist for Travel Readiriggarlier in this chapter)
also apply here; other areas to consider include:

If two or more councils sponsor an event, all councils involved contactitiseirance 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 theGirl Scouts name and/or servibark on event merchatise (Fshirts, has, pins, and so Oris
prohibited unless those items are purchased through GSifpfoved suppliers and the design is

approved through GSUSA, or unless purchased from GStEalog or online shop.

If the girls participating in your event will be housaa 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 insuranceedled for adestinationdepend on what, where, by whom, and for whom
activities are performed. The following recommendations are starting points for councils planning to sponsor
destinationswith nationwide participation.

For Girl Scoutlestinationswith 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 pasger \ehicles regardles of whether or not they are owned

by your counciland regardless of drivers. Coverage is at least $3 million when combined witkabss
liability. Use of buses, minivans, and/or large capacity vehicles necessitates higher limits.

For those offering home hospitality to and transportihgstinationgparticipants, automobile liability
coverage is needed at the statequired level. In those states where auto liabityverage is not

required, homehospitality automobile owners whtsansport 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.
Counds shouldrequire proof of individual policies and driving recor@etain records for as long as the
person driving is a member, plus seven years, or until any litigation is settled.

Workergrompensation and employethability are required for paid aff. This includes anyoneceiving
honoraria or stipendsAlso, ask your insurandeokerwhetheryour state requires voluntary

compensation.

Girl Scoutlestinationswith outside contractors follovall therecommendations for those with no outside
contradors, 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 leg8tmillion are needed for food vendor&x¢ess

liability insurance will allow you to reach this limit.)

Individual program providers involved in thestinationneed professional liability coverage; the amount

and type is determined by the service they provide. Service proviestigrance coverage is needed as

follows:

e Ferry/boat: $10 million coverage (some jurisdictions @nequire thatcommon carrier§ cary
insurance)

e Lodging:$10 million general liability (council staff or the lead wgdunteerchecks fire exits and
emergencyevacuation procedures and conducts fire drills)
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e MiscellaneousAt least $10 millionn situations where rides and potentiallabardous activities take
place such as at theme parkSmall museums may not have this level of coverdgé most large
museums doCheck with your local insurance broker about the advisability of working with providers
that carry less than the recommead amounts of coverage.

¢ When vendors providing key program components are financially weak, councils have two alternatives.

One is a holdbacky whichyou only pay half of the fee before the event (usually enough to cover

materials). The second, espetyaf the vendor requires full payment in advance, is to require that the

vendor take out performance bondThis ensures that, if the vendor is unable to provide the service, the
bonding company will either refund the money or see that the service iged.

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

Finally, all councils sponsoridgstinationsmust take out Mutual of Omaha PlanAg8cident and Sickness
insurancethat covers all participants, including girls and event staff, and that is effective the day before
participants leave their hongand the day after they retur. This allows for travel flexibility.

Resources

e Council Event Workbook

e Council Guide for Girl Participation

e destinations Tips for Councils

o Explore It! Your Guide to Girl Scout destinations

e Girl Scout Safety Guidelines

e Girl Scouts of th&JSA formgpermission to travewith minor, health histories, and so pn
e Global Travel Toolkit

e Health History Form

e Mutual of Omaha

e Our Cabafa

e Our Chalet

¢ Guidelines for Council Records Retention
e Pax lLodge

e Sangam

e Trip Plan Template

e U.S. State Department

e Western Hemisphere Travel Initiative (WHTI)

e World Association of Girl Guides and Girl Scouts
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Chapter 5: Council-Sponsored Product Sales

For more than 80 years, a produsdles program has helped Girl Scouts learn essential skills, ssettiag goals
making decisionsmanaging moneyworking with people andmaking ethical business decision®day, Girl Scout
product sales overseen byGSUSA and administered by councils through G8tk$%ed vendons both provide

I OSKAOES F2NJ IANI & (2 3IFAYy | NBO23IyAT SR aiAatt asi
annual net revenue. Cookie sales are a critical part ofineScout Leadership Experience.

Girl Scout product sales involve an amazing number of volunteers, staff, and girls, along with parents and the
community. Girl Scout Cools@re not only a rich traditionut alsothe single largest interaction with theuplic

that our organization shares on a national stage. Because product sales are suchreasidegprogram activity

of Girl Scoudt and because cookie sales drive council revenit® importantthat your council mitigate risk as
much as possible.

Staying Safe While Involved in Product Sales

Guidelinedor yourcouncilto follow in conducting cookie sales can be found in @afely Selling Girl Scout
Cookies and Other Produétshapterof Volunteer EssentialMake sure that girls and volunteers are awarehaf
followingbasic safetyips for all product sales:

e Getparent/guardianpermission.Each girl participating in the product sale has docutedmpermission
from a parentfguardian.
e Volunteers useSafety Activity CheckpointsSpecial checkpoints are provided for Girl Scout product sales.
e Showthati KS & QNB DiklsNdear thed&rid2doat tnembership pin and/or Girl Scout clothing to
identify them as Girl Scouts.
e Buddy up.The buddy system makes selling Girl Scout productsasaféun.
e Partner with adults.Adults accompany Girl Scout Daisies, Brownies, and 3umigen they are taking
orders, selling, and delivering products. Cadettes, Seniors, and Ambassadors are supervised by adults
when selling dooto-R2 2 NE o0dzi | RdzZ 6&a ySSR y2aG aidlre o6& GKS 3
system. Adults are preséat cookie booths in any public place at all times.
e Be streetwise Girls become familiar with the areas and neighborhobdg ¢ KA OK (G KS@ QR f A
e Plan aheadGirls always have a plan for safeguarding manthey avoid walking around with large
amourts of it or keeping it at home or school. Girls give proceeds to supervising adults, who deposit the
money as soon as possible.
e DonotenterDANX & YyS@OSNI Sy(iSN) a2YS2ySQa K2YS 2N gSKA Of
avoid selling to peopl& vehicles or going into alleys.
¢ Sell in the daytimeGirls sell only during daylight hours, unless accompanied by adults.
e ProtectprivacyDA NI 4 Q y I Y S a-mail hdRrEsBES dréingv@riveh buit t& customers. Instead,
customers contact girlsaia group contact number or anreail address overseen by an adult. Likewise,
girls neverrecord credit card numbers.
o Be safe on the roadGirls always follow safe pedestrian practices, especially when crossing at
intersections or walking along roadway#$ey are aware of traffic when unloading product and
passengers from vehicles.
o BeQlet-wise. Girls take theGirl Scouts of the USA Internet Safety Plelefere going online and follow
the gecific guidelines related to marketing online. Girl Scouts casalbproducts or colleanoney
online.
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Assuring that Volunteers Adhere to Safety Principles

The safety and protection of girls is paramount to a fun, leaderdhiiiding experience for gg while selling
Girl Scout Cookies and other products. To that end, it is essentlal/thanteers receive and understand
the importance of theGirl Scout Safet@uideliness KA OK & dzY Y I NR2TASA SieK SO Réb{uii

Essentialsanother mustread for volunteers. Not one item in the short list of principles is difficult or
overwhelming many, in fact, feel like common serséut these principles must be distributed and
discussed with volunteers nonetheless. Volunteers will know #adety 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 leadershigbuilding skills.

Discussing Product-Sale Revenues

It is important to be transparent wh girls, their parentsand the community about the role that product sales
playin supporting the work ofour Girl Scout councilAll therevenue generated from product sale activities stays
with your council to supply essential services to girls. ifislades providing program resources and
communication supportproviding learning opportunities fadult volunteers, and conducting special events. It
also includes those procee@lenown to many astroop profité) that a council allocates back to grougesfund

their activities and to accomplighe goals girls set as part of the Girl SchaadershifExperience.

The Role of GSUSA

GSUSA plays a key role in product sales by selecting and licensing vendors and providing technical,
communications, and crsmanagement assistanc&SUSAlso provides guidelines for the use afl&Gcout
trademarks and logos, interprets GSUSA polmigsstandards, providdearning opportunitiesand forges links
with other organizationsThe Girl Scout merchandising depaent assists councils and the general public with
guestions and concerns related to the cookie sale, as does the GSUSA call center.

GSUS@ productsale responsibilities also include:

e Licensing vendors

e Providing vendors with contracted guidelines for e$&irl Scout copyrighted materials and trademarks

e Overseeing package design

e Monitoring contract compliance and royalty payments

¢ Reviewing promotional and educational materials prepared by vendorsstith councils to ensure
that they conform to Girl Scout program standards, values, and brand messaging

e Overseeing all produgaelated concerns that result in, or from, media inquiries

GSUSA does not sell cookies, natanagazineshor does itassistin negotiating contract between councils and
vendors. And GSUSA does n@nage local council sales. These responsibilities, and the risks associated with
them, are the responsibilities @fach council

The Role of Licensed Vendors

Licensed vendors who ntract 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 ffeaes and maintain customer contracts with

councils based on the provisions of those licensing agreeméhés, alsgayroyalties,based on gross sales

directly to GSUSA.
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As the supplier of the product, vendors assume a large percentage of risk redatezlproduct 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.

e Submit to inspection of sanitary conidibs, qualitycontrol procedures, and metaletecting devices and
systems on a regular basis by local, state, and federal authorities, includinggheEddd and Drug
Administration.

e Code all product containers and cases and maintain records to show &heér® whom the cookies
were shippedRetain such records for seven yeamsuntil 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 giaint that is of a serious nature and/or that involves
the safety of the product or its fitness for human consumption

Vendorsalsoprovide:

e The freshest antighestquality product possible to councils

e A general and continuing guarantee of compliancdWwitS. Food & Drug Administration requirements

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

Vendors ensure that:

e Procedures are in place to inspect all incoming raw matesaigpliers are required torpvide
certificates of analysis.

¢ Metal-detecting devices are located at several stages in the manufacturingaaikaging of Girl Scout
Cookies.

e All food products are packaged in tamgmoof packaging. All cases of product aemt from the plant
sealed and coded.

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

The Role of Your Council

The responsibility for ensuring that prodegale activities provide valuable learning experiences for girls rests
with yourvolunteers and staff delivering the program. It is the rolgadir council to ensure that GSUSA program
goals, safetguidelines and program standards are m&f primary importance:

e The safety of girls is the numbene concern when managing a product sale.

e Only one cookie sale is allowed each year, mmaproductsale activities total per year.

e Girl participation is voluntary, and parent/guardian permiss®required.

e Specific safety guidelines are in place for any online marketing activities in which girls participate.
e To the greatest extent possible, provision is made for every girl to participate in théf shle desires.

Additional responsibilitieat the council level:

e Ensure proper storage and handling practices for cowaweiied product inventory.

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

e Ensure thatouncilbusinesspractice guidelineare followed.

e Createa contingency fan.
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Somerisks common to product sales hathee potential to escalate to crisis proportions and can affect Girl Scout
councils across the country if not addressed in amskagement plan. Has your council considered how it would
respond if:

e Someone tampered with several casedofn Mint®

o A cham bracelet offered as a cooksale incentivavasfound to contain lead paint?

e A customer wh@ ordered several cases of Thin Mints refused to pay?

e Someone stole several thousandsdollars in cookie revenue from yoaouncil office?

e Alocal organizatiothat didn@agree with the Girl Scout Mission staged a public boycott of the cookie
sale?

e A cookie vendor could not meet demand?

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

e Productsale riskmanagement planAssesses potential threats and the best ways to avoid tfsea the
following setion)

¢ Businessmanagement planEstablishes goals for what your council wants to happen, why you think it
can happen, and the steps to reach your ggsése the following section)

e Crisismanagement planTies into council and GSUSA crisis plans for dpaiith threats once theQe
occurredd SS adal ylF3IAy3a / NRaAa [/ 2YYdzyAOFIGA2yaé Ay [ Kt

Because of the potential faegional and national impactas well as federal guidelines related to food quality
carefully coordinatedctions must be undertaken by councils, GSUSA, and vendors in the event of aproduct
related crisis

Business Planning as a Tactical Risk-Management Tool

Regardless of your cour@iknnual produckales goals, a business plan can be a critical compafigour
councif@ riskmanagement portfolio. And the more detailed the plan, the more contoair council has over the
risksyou wishto take, as well as thoggou wishto mitigate or avoid completely.

Remember, the goal of business planningdsmmitigate 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 pursuyibaf goals.

Sucessful productsales business plans are cross functional at their core,ywithcouncil CEO as both chief
architect and key stakeholder in determining which risks a council faces on an annuaYbasisounc® plans
should be completed annually, ingmratingthe best available data fromour council@ history, information
provided by GSUSA, and vendor data gathered through the vearder systemThisplanneeds to covefamong
other things) the content specific to financial Faksessment and magament of product sales.

Sale Planning and Budgeting

Council data collected to develop business ptaaad thereby develop annual budget gaalfalls into three basic
categories: membership, participation, and sales per girl. Incorporating metrics for Etdse categories is
essential to defining and tracking annual financial rissalitwell and good to determine that @ur-percent
increase is required from a produséles budget, but that could be a risky propisitin a year with a projected
five-percent membership decline.@ta better idea to pay attention to participation and sapes-girl figures.
Some ideas to consider:
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Membership projections Are productsales 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 clustersf your council serves more giffsnontroop pathways, do you have systems to
support their selling activities? If not, consider this in your participation projection.

Salesper-girl projections Have you accounted for historic sales trends and broken them dgvgnaule
level? How abouby pathway? Have you incorporated targeted objectives to enhance or develegiper
sales?

Inventory Management

Inventory planning is the riskiest element of any sale and is an area that requires close cooperation with your
vendor and a clear understandgjrof who owns the inventory and at what stage of the sale. Recentdabaty
legislation has, in some cases, required a change in veQutoiductreturn policies, so it is criticahat your

council understands dpnt what its inventory exposure will bet the end of the sale.

Historical data from vendemanagement systems combined with membership, participatomd salegper-girl
projectionsaid your council and the vendor in the annual guesswork required to ensure that enough product is
available thoughout the course of the sale. Every council works a little differentlyydwtcan likelyrackyour
inventory to initial orders and secondary orders.

Initial order planning Initial orders are easier to predict for preder sales(customers sign up @h

receive products after the fact), rather than diresztles(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, indicatihgttcounds are conservative in initiakder planning. This trend
maymean that your countiexperiences shortages of bestling cookie varieties.

Planning for secondary order§econdary orders are generally made to restock cupboardscasuapply

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 Mimits with two weekends to
goor having thousands of cases of a less papuariety left at the end of the sale.

Resources

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 @aigsion (CPSC)
U.S. Food and Drug Administration (FDA)
Volunteer Essentials

56


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

Part Il: Business Operations
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Chapter 6: Communications and Crisis

Management

oCommunications rigkoncereferred to the potential for negative attention in traditional media outletsch as
newspapers and television; these days, the power and scope of the Internet and all technologies tahgac
people to communicate widely meatisat your council has to be much more aware of how messages are
communicated iryour offices, at campon your Web sitethrough traditional media channeland throughblogs

and sociahetworking site) 4 S S Xy 2 GBS . | & A Thaupsidi, yf cdursds thit tBisviewr 0
environment provides your council a levest and speedy way to spread accurate information and important Girl
Scout messages. Managiygur options carefully is the key to success.

Managing Day-to-Day Communications

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 alwaysaradten
together.ldeally your councd® communiations director, in partnershipiitn & 2 dzNJ G EERy|€alsithe
creation, approval, and dissemination tactics of all important messages for staff, volunteers, parents, and the
communityt especially in riskelated situatins. (Samples of kdepth descriptions of communications and
marketing roles are availablere.)

Media Relations

Journalists can provide the most castectiveand credible way to communicate positive messages to your
councif@ various audiences. If you know how to navigate the news water€) pewable to enjoy the support and
trust of many constituencies. At the same time, howeveg, crucial to understanthat media outlets have

ultimate control over how a story is presenteghd audiences will determine how it is perceived and shared. Any
time you speak with a journalist, there is a risk that your co@wikessage can be misinterpreted. Bottom line?
The kest way to manage the risk of being misunderstood is to be well prepaitbgstick to, and repeayour key
messages.

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

e Youcan have only three messages. Especiallyrisis, people c@remembermore than three
¢ Your key messagese 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.
e Your three messages should focustbathree following areas
e Youhave a plan to deal with the situation at hdm people want to know that you know how to
manage this type of situation aritlat it is under control. Keep details to a minimum.
e Yourheart goes out to those impacted by this situation. You need to show compassion for those
negatively impacted by the siation.
e You plarto find out what happened and take steps to prevent it from happening again.

D{ | {compéehensivéSpokesperson Guidelineffer some methods of prepang for any difficult conversation.
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GSUS@& communications philosophy in positive circumstances is to look for opportunities in which ours is the
prominent voice, resulting in fufeature coverage. This meatigt if the topic is positive, or is negativeit does

not include us, we mastill decline requests for interviews. This is especially true when asked to comment about
the activities or issues of other organizations. While usirgcomment€ is never recommended, markedly

limited comments that focuprimarily on your Girl Scout council is what is recommended during another
organizatior® crisis

It@ a good idea for your cour@ilspokepeople to take local sensitiiesues communations trainings, keep plans
up-to-date, and conduct practices regula GSUSBapproach tomedia 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 ouplietase contacthe GSUSA communications
department, sothat you can work together.

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

e A prearranged interview on a specific topi¥ou, GSUSA, or its public relations agency contactaéuia
outlet to generate a story. The preapproved topic or issue will be one about which you are well informed.

e An unsolicited email or call:All unsolicited inquiries should spark your desire to prepare before
responding. Suggest to the reporter that yare in the middle of something but will call back shortly. If
you®e unsure about how or even if to respdncontact GSUSA communicatiataff, who will support
you in determining the most appropriate response.

¢ In person, on the street, or at an evenif reporters approach you at an event or while f@eugoing 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 thésragproach
also works with community members and parents/guardians who approach you in public venues or on
the phone.

Interviewing Basics

Conversatiors thatany Girl Scout representative has with a member of the media should be thoughaof as
interview, and inherentin those conversations is the possibility of being sidelined, editorialemedi so on. These
interviews are your opportunity to communicate, in a Robvious but repetitive way, your coun@ilkey
messages. & important to limit the discuson to key issues and, in effect, to control the exchange of
information. Keep in mind that interviewers also have a desired, goal thatgoal may not mesh with yours.
Regardless of how the interview goes, good preparation will allow you as much camfoksible. To minimize
the risk of being caught off guard:

o Before the interview:Know what you want to say. Create and learn both your key messages and
anecdotes to make them come alive. Know GSRIBdsitions about specific issues frakthat We Stand
For, current memoranda, and the onlin@ne Stop Crisis Shop

e During the interview:Take your time. Dd@respond until yo@e ready. Do@assume the reporter knows
what she or he is talking about. Offer further assistance and becomearaesfor the reporter. If
necessary, redirect the conversation back to ym@ssage. Avoid tkihg about whatifs and stick to real
facts. You need to sound like a broken recor@;tihe only way a reporter, as gatekeeper, will get your
message to the public.

Managing Crisis Communications

No one wants the worst to happen, but @h 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 cou@cdbility to protect girl@ives your properties and holdings by containing
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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 ofour crisis planYoucan communicate openly and frequently with @audiences,
especially families and involved personnel. The plan takes appropriate actions to protect the reputgtaem of

council maintains ongoing operations and programs as conventionally as possible, and works to remove the issue
from the news cyle within 48 hours of the incident. In the end, careful review of the th@planwas

implemented can help your council prepare for future incidents.

What Is A Crisis?

Fa our purposes heregrisiscovers 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 levelgpohse.
Some examples arastussed in the following sections.

Level 1: Minimal Impact

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

¢ Complaints of activity/program mismanagement

o Defective product or product withdrawal (cookies, merchandisagazines, recognition item, etc.)
e Minor injury or iliness at camp property or during activity

e Serious injury of a member whet participating in a Girl Scout activity

Level 2: Moderate Impact

e Lostgroup'camper/Girl Scoutwho is ultimately found)

¢ Crimeeither committed by or against a girl, volunteer, or staff member
e Legal action

e Council facing financial difficulty

Level 3: Major Impact

e Death orextremeinjury duringa Girl Scout activity

¢ Allegation of misconduct or abuse by a volunteer or staff member

¢ \iolence or a natural disaster threatening Girl Scouts during an activity
¢ Formal product recall by the FDA or the Consumer Protection Agency

Crisis Team Roles and Responsibilities

This comprehensive crisis plancluding 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 developingwmoagrisis team and plan.

Your counctd crisis team is responsible for managing the incide@talgood idea, once your council has a crisis
communications plan, that team members have it, including contact information, available at all times; keep a
copy inyour office, at home, iryour car, and on your PDA if applicable. The team will managecall dspects,

from emergency response to communication with key target audiences.

¢SIFY YSYOSNAR INBE RSUSNNAYSR 0 thefdlawizy) O2 dzy OAt Qa / 9h |
The Crisis Team Leadeill be& 2 dzNJ © EERy OO serves as leader of the crisessponse team. This

person:

e Makesthe strategic decisions needed locally to manage the crisis
e Monitorsall actions by team members on a regular basis
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Determines, with input from the team, the crisis severity level and what actions are needed
Servesas meda spokesperson in conjunction with communications staff

Apprisesthe council board of directors and GSUSA of the situation

Approves expenditures and response actions/messages

TheEmergency Response Leadmrsition may be filled by the COO, operations director, camp director, or
product sales director. This person is responsible for:

Implementing the crisisesponse plan to include contact with local law enforcement, emergency
responders, and government affals

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 égal counsel to ensure proper steps are taken to preserve evidence and pyotact
council

Thelnternal Communications Team Leadean beg 2 dzNJ © 2odayiudigatiofls director, emergency response
leader, and/or human resources director. The person ia thle:

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

e Saff members

e \olunteers

e Members
e Parents
e \Vendors

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

TheExternal Communications Team Lead=m be thecommunicatias 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 @&WSA 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 additicngdport team nemberssuch as:

Legal counsel

GSUA content experts

Outside public relations firms

Third-party experts

Staff andothersto support the primary crisis team

About Key Audiences
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A clear concept of who y@e 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. Thih&istsllow are
suggestions for thinking about audiences; what is most criscdiat the key messages stay the same, and the
depth of information shared is carefully considered.

Internal Audiences

e Employees
e Board members
e Members

e Families
e Volunteers
e GSUSA

External Audiences

e Emergency response officials
e Local elected officials
e Othercouncils in the state or region

e Media
e Vendors
¢ Neighbors

About Key Messages: Targeted and Reactive

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

e The plan message&\We have enacted our emerggneespase plan, which includes . € This message
briefly summarizes the spsyour counciis taking to address the situation, brings comfort to most people
affected by the crisis, and demonstrates tlyatur councihas the situation under moderate control

e The compassion messag@ h dzZNJ K S| NIi # If tHete ag dziires in2olved, this is @obr courgil
numberone 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 moréhan just words. Show emotion appropriate to the situation, but avoid
uncontrolled anger or weeping

e The investigation messagéWWe®e going to find out what happened and do everything we caprévent
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 hapmeaed how you want to
communicate that to key audiences.

Crisis Communications, Step-by-Step

Imagine that a few minutes after you arrive at your couRailffice, 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 vahteer, for having sex with a minor and possessing child pornography.

The Situation
The COO calls the volunteerfind out more. She learns that the g&lparents were suspicious that their-y$6ar

old daughter was involved with a man. After searctthngr daughte@ phone, they discovered she had texted the
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male cevolunteersome 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 niaimed they areiin love> @nd
protested that they havef2done 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 motheis 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 @gqilzeris to reach out to
the media and hold a press conference tomornmerning.

Parents of the other girls in the troop, the megd@ad concerned citizens are certain to contgotr councifor
comment.

Your Council’s Messages

Remember, you want to stress the three most relevant messages for your situgliep may inclue:

e Our primary concern ish@ays the safety and welleingof the girls we serve.

e Girl Scouts takes the utmost precautions to protect girls.

o All staff and volunteers must complete an application screeningrocesghat includes a written
applicaton form andcriminatbackgroundscreening

e Althoughmen 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.

o (If appropriate)Girl Scouts followed its proceds in this caseand theapplication and screenindjd not
reveal any prior activity of this nature.

e The volunteer has been suspended from all Girl Scout activities.

e Our hearts and prayers go out to the families involved, and we offer our support dbiindifficult time.

¢ \We empathize with all families that worry about child predators and applaud efforts to raise the®ublic
awareness to the issue.

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

¢ Incooperation with local authorities, we will conduct an investigation to determine what happened and
take steps to help ensure this doegBhappen again.

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

e Again, steps araniplace to protect girls during all Girl Scout activities.

Your Council’s Standby Statement

0Girl 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 alwapeg thealth and safety of the girls we senpdthoughwe are working

with local authorities in the criminal investigation, we will also conduct our own internal review of the details to
determinewhetherwe need to take additional steps to ensure the safatpur 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.

LT | LILINE L@&NPStoitSrEquitesRvBIdntedTs to participate in a coshensive screening press A quick
review shows that our procedures were followed in this case, andgtheening procesdid not reveal any
potentialiss6 & A UGK GKS | O0dzaSR AYRAGARdZ f ®¢

Key Communication Action Steps

e Assemble your coun@Icrisis teamad update them on theituation.
e Notify GSUSA.
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Consult withlegal counsetegarding any matters that could impact your legal defense

Contact and interview the family involved.

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

Develop key messages in conjunction with the communication team leaders

Designate an appropriate media spokesgmsr 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 disttibtalking points, notify staffand instruct them
on who will handle questions and how

Prioritize Audiences

oghswdE

Parents of girls in the troop in question
Parents, councivide

Staff/board members

Media

Donors

General public

Prepare for Potentially Difficult Questions

To help you fulfill the Girl Scout commitment to be prepatbe, followingare examples of worstase scenario
guestions that might come up in the event of a sensitive situation lilkeedhe. Please use the key messages to
guide your answers to any of these questiodkhoughyou may choose to vary the wording you use to deliver
the messages, you will always want to respond with a point about ymaegs for keeping girls safe ¢bag 1),
your compassion for thaffected girls and families @dsage2), or your commitment to finding out what
happened and taking steps to help ensure that this déeén K I LILISegsageSi Ay 0 a

Did the alleged sexual abuse take place during tractivities? Message B

Given the nature of this case, are you concerned the family will sue Girl SddesSage P

Will you consider banning men from participating as voluntedvds6ages 1 and)3

Since you claim you w@uiscriminate, are@you in fict saying you are willing to put our girls at risk
from predators like thisMessages 1 and)3

How do you know this same type of activity@mppening right now under your nosddéssages 1 and
3)

How can you be sure that he ha®done this to othemirls in the troop?Nlessages 1 and)3

Did the other troopvolunteerhave any idea that this was going ovPegsage B

What is going to happen to the victitnalleged attacker next, as far as Girl Scouts are concerned?
(Message 1

How could a person likdnis make it through your screening process? If he made it througjtitikely
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 talceensure the safety of girlsRgssage 1L

How often are allegations of sexual abuse made againsgGont volunteers (Message 1

What kind of support are you offering to the victim or the other girls in the trodp@sgage 2)

How much opportunity is there for oren-one contact between a troopolunteerand an individual girl?
(Message 1

Can you explain the detailed nature of your criminal background cheklessége 1
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e Are background checks mandatory organizaticdde? (Messaye J)
e How do you stop someone like this who do@drave any type of history like thisMéssages 1 and)3

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

e Have people been hurt or killed?

e Hascouncil property been significantly damaged or Bag dzNJ © itdryitpdeénQignificantly
damaged?

e Are there criminal accusations involved against a member?

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

Crisis Team Checklists

Prampt 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 esgribed set of actions allows each member of the crisis
team to fill a very specific need he following are procedures for every crisis team member to follow after an
incident. Assess whether the incident is, indeed, a crisis using the queistithesfollowing sections

Is This a Crisis?

If you answer yes to any die followingquestions,contact the crisis team leader and the teaamdthen proceed
to the list of responsibilities that corresponds with your crisis team role.

e Have people beereriouslyhurt or killed?

¢ Has council property been significantly damaged?

e Hasg 2 dzNJ © hiegyitydoedn Gamaged?

¢ Isthere a criminal accusation being made against a membgayufcounciP
¢ Are members ofour council victims in a criminal act?

e Will this event draw media attention?

¢ Will a significant number of stakeholders react adversely?

Crisis Team Leader checklist

Answerdis this a crisigqquestions listedn the preceding sectiarf the answer to any question is yes, begin
implementing the plan based on the level of severity.

¢ Assemble crisis team members and update them onsihation.

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

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

e Share the goals with team members.

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

e Consult withe 2 dzNJ @ Rwlygrréghrding any matters that could affect your legal defense.

e Develop key messages in conjunction witi2 dzNJ © 2odayiuDikatiofls team

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

¢ Identifythe primary spokesperson for all media interviews

¢ Notify board members
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Working with the internal communications team, notify staff and instruct themhow to handle
guestions.

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

Determinewhetheradditional resources (support counselors) or team support members aressary.

Reviewconstantlythe facts and the local responsajjusing your actions appropriately. Bring the crisis
team together regularly for updates.
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e When appropriate, notify insurance carriers or rekalysis experts.
e During and following the eventffer personal feedback to your team members regarding their efforts.
Your support during this time is critical.

Emergency Response Coordinator Checklist

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

e T&ke necessary steps to protect human lives and property.

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

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

e Assessvhetheradditional resources will be needed to respond to the crisis.

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

e Coordinate and lead volunteer activities neebto address the crisis situation.

e Determinewhetheradditional financial resources will be needed to address the situation.

¢ Work with yourlegal counseto ensure thafpermanentrecords areheld by the councilor possible post
event investigations.

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

¢ Ensure that operations not affected by the incident continue normally.

¢ Communicate frequently with the crisis team lea@gid other team members.

Internal Communications Leader Checklist

e Meet with the crisis team leader quickly and gather relevant information about the incident.
e Along with the crisis team leader and external communications leader, develop and distributedbe t
key messages and supporting statements to be used during all communication.
e Determine your plan of action and the resources you will need to communicate to:
e Employees
e Board members
e Members

e Families
e Volunteers
e GSUSA

¢ Develop a list of internal parties and their contact information. This list is highly critical and¢hbat
will evolve the mostupdate it twice a year. Assure confidentiality so that contacts are comfortable
sharing personal information, since thatkey to managing all aftérours situations. In addition, make
the list available online through a secure location so it is accessible from anywhere. Information to
include:

e Council emergency aftdrours number
e Alphabetical list of staff with indicatiortd territories covered
e Board of directors
e Serviceunit managers
e Program partners
e (onsidercarefully what tools you wish to use to communicate to the grouphe previous list
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delivered face to face.
e Systemwide voicemail can also be very effective.

Working withthe crisis team leader anthe emergency response leader, update all family members of
those involved or injured.

If members have beetmansported 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 @hmding said online and ihé rumor

mill.

External Communications Team Leader Checklist

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 dwesb,as a need for public
assistance. But be ready to respond to thedia if contacted. If the situation ig&ryserious, consider
holding one daily audio news conference to provide progress reports. To prepare for such an elevated
action, you need to:
e \Write a brief statement for the record and to provide sound bites. Bsthalground rules and the set

up for followup questions.
e LT 22dz R2Yy QiU (1y26 (GKS IyasgSNI G2 I jdSadArazyszs al
e bSGSNJ aleéx ab2 O02YYSyldoé LyaaGdSIR alex a2S KI @S
¢ Respond to negativand 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 218 hours postincident, dependig on the situation), includes your couithree
primary messages and ideally is kept to a paragraph. Samples can behfmen#élisodevelop a brief news
release for possible distribution to local mediaut only if necessary.

Notify your counci® receptionistto implement crisis protocols, including forwarding any specific
guestions to the appropriate team leader. Be sure to providerdoeptionistwith a script to use to

handle all crisiselated calls.

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

Begin developing the most dreaded questions yoaybe asked and which of the three key messages are
the best response. This document will be used to properly prepare your spakesp&hare with team
leaders. (For some ideas, gere.)

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

e Emergency response officials

e Local elected officials

e Community leaders

e Other councils in the state or region

e Media
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e Key donors

e Vendors

¢ Neighbors

e Other nonprofit and childserving agencies

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

e Police precincts near camps or other cowmsilned properties
e Fire department

e Emergency medical services

e Poison control center

e Hazmat

e Animal ontrol

e Local government officials

e Utility companies

e Alarm companies

e Insurancecompanies

o Baker representative

e 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, &aatibem. 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 tblskw 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 fofilow

purposes.

Develop a mediaipdate schedule and stick it as closely as possible. Take into considenadifferent

media deadlines:he information will likely hit the Interneandwire services first.

Identify a safe location where members of the media sahupif the issue is likely to garner live

covemlge.

Track messages gathered by the receptionist and other support staff for possible-tgloalls.

Utilizetools and resources athe end of this chapter to help guide your response.

Track coverage and correct any information.

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

o Determine what messages are being used emisider 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 socialThediat 82 &SS dabl @A I GAy 3

Chapter 7

When appropriate, point media outlets to thirgarty 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-pesnht evaluation.

After the Crisis Is Over
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Although it may seem unimportant in the midst of the crisis, having someone take notes on the criggs team
response can prove immensely helpful durihg postcrisis review process. A pestent evaluation is critical

step in identifying what workedithin your plan and what did This reviewcan also identify areas or skill sets
that require additional training or resources@lbest to include all members of the crisis team and others you
deem appropriate. It is also important to stage thesssions within a week after the incident has taken place so
the details are still fresh in everyo@emind. 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 ne#idaaldattention. Some questions

to consider:

e Did someone stand out dsving a cool head for behirtie-scene logistics?
¢ Did someone stand out as being a calm, believable, mesidaggn spokesperson?
e What steps of our crisis plan were not followed? Wai our gaps?

Resources

e Communications and Marketing Position Descriptions
e GSUSA Crisis Communications Plan

e GSUSM®ne Stop Crisis Shop

o GSUSA Spokesperson Guidelines

¢ What We Stand For
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Chapter 7: Interactive Marketing and Social Media

Anytime your council usethe Internet, even for something as seemingly innocuous-asad, you encounter
great potential for risk. Alhternet-based online initiatives fall under this category, but Web sitasad
marketing, and social media are the biggest areas of focusifb6cout councils.

ItQ important to remember that the Internet can have erroneous, misleading, slanderous, and deceptive
contentt just like the physical world. But also like the physical world Jnibernetis home to many people and
lots of informationthat are trustworthy, accurate, and effectivéf you follow some basic safety practices.

Covering the Basics

Making use of the resources on th&ernet affords your council enormousavings ircost and time and greatly
extends the number of people yaan reach.

e Having an ugio-date Web sitemeans fewer people calling and asking questions, and fewer people
needing forms, documents, or informatiorneailed to then (or snadmailed to them).

¢ Email marketingmeans 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
fundraisingand other activities.

e Social mediagives you the opportunity to share information and ideas on the topics, issues, and
initiatives youe passionate about withoth your membership and the general public, and engage them
in online conversations, surveys, and iegmeration

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

¢ Avoid slander, libel, and character defamation.
e Don@use speech or words that could be considered harassment, discriminatory, or inappropriate.
e Be courteous, respectfuhnd professinal at all times.

In short, &t the way you expect your girl membduos

Be careful of copyright infringement and piracy. Learn about dangers like viruses,amamalware (short for

malicious softwarg Take special care with financial informatidelcredit card numbers, banking statements,
passwords, and loetn credentials! £ 82> YI 1S &dz2NBE @2dzNJ O2dzy OAf (AR®Bay Qi
in-depth discussion of many of these topics can be fourlinl @A 3 GAy 3 {AJYyBFAOI Yyl wAa

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 nebmaltmail
marketing material. Never use giflast namesr any other information thaicould be used to contact
them (like email or physical addresses).

o If displaying a picture of girls with a parent, $&uzy and her mom, Jaa&ot dSuzy and her mom, Ms.
Smithé

e Avoid pictures with identifiable information in them, like Suzy standirfgont of the Middle Valley
Elementary School. Other information to avoid includes sports teams, siblings, streets, dowangthing
elsethat indicates where a girl could be found on a regular basis.

e GSUSA does nlist the physical addresses of [Giicout camps or council offices is\Website. Your
council will have to decide how to handle this informatialihoughmeetingsiteaddressesi K 2 dzft Ry Qi
posted online. It ipossiblethat, if a girl were assaulted by people who then testified thaynid her
through information gathered from your coun@ilWebsite, you could be held liable.
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Group Web Sites

It@ easy for any group of Girl Scouts to create its own Web site using common Weébssipe templates or
packaged software. The risk is thatmysof these standardized Web sites can be used by predators to identify,
single out, and make contact withpstential victimt whether at home or during events.

To avoid this, a group Web site should follow the same guidelines as a council Web sit®, iamgbittant to
communicate this to girls and volunteers. Avoid individuadal 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 councildoes for its Web site. Girls might overlook these precautions, so adeéid tomonitor the creation

and updating ofroupWeb sites.

E-mail Addresses

A good way to handle inquiries addressed to your council or service area is through a genaildbex.lt@ best

to avoid puting personal email addresses including dist of staff email addresses on any Web page because
they will immediately be captured by spam bots. Also, having a genanaildoox means it wathave 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 amfo@GSCouncil.oy@in@GSCouncil.orgr volunteer@GSCouncil.arg

The Children’s Online Privacy Protection Act (COPPA)

The Childre® 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 regpnse to a growing awareness of Internetnketing techniques that target children and colldiceir
personal information from Web sites without any parental notification. You can read the actimtiitsty or

summarized The legislation requires that Web site operators must:

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

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

¢ Get new consehwhen information or site practices change in a material wafhena 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 the¢hildren. This requires verifying the
identity ofthe parent requesting review.

¢ Allow parents to revoke consent and delete information collected from their childr&dhen parents say
no, the site stops collecting, using, and disclosing information ab@uthiid in questionChapter 8 of
this guide also covers the application of COPPA at Girl Scout cowsesished ¢ K & A f RNBy Qa hyf
Privacy Protection Act (COPP#@ction of that chapter.

LGQA AYLERNIF Yl Gdeaskorrdibredery pickuB\6royBur \WED Bité. his means that a parent or
guardian of every girl iavery photo has signed a phoetelease form, andhat your council maintains those

records for as long as the photo is displayed. Professional photographeatswilisk that they be given a photo

credito a2 YSGKAY 3 tA1S at K2G2 o0& WdUh njost bedWetkniow thak tfiey caR RA (0 A 2
right-click and copy any image on the Web (commonly referred &cesping 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
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http://www.coppa.org/coppa.htm
http://www.usyouthsoccer.org/































































































































