
 
     

 
 
 
 
 
 

Appendix I 
• Association Events Coordinator 
• Association Event Chair  
• Service Unit Events Coordinator 
• Service Unit Event Chair 
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Girl Scouting builds girls of courage, confidence, and character, who make the world a better place. 

SERVICE UNIT EVENT COORDINATOR 
 
Name:                                                                                                                Service Unit #     
                                                                                      
Dates of Appointment:            
 
PURPOSE OF POSITION: Responsible for recruiting, assisting and advising Service Unit Event Chairs in 
planning and implementing Service Unit Events that reflect the established goals, procedures and health and 
safety standards of GSCOC. 
 
TERM: Appointed by the Service Unit Manager for the duration of the event. 
 
ACCOUNTABLE TO: The Service Unit Manager. 
 
RESPONSIBILITIES:  
 

1. Recruit and appoint Service Event Chairs for the events. 
2. Attend meetings with Service Unit Event Chairs, Service Unit Treasurer and Service Unit Manager to 

evaluate past related events and determine future events. 
3. Attend initial planning meeting for event if requested. 
4. Work with Event Chairs to approve timeline, Event Budget Worksheet and flyers. 
5. Create Calendar of Events for distribution within Service Unit. 
6. Maintain event flyers for all Service Unit events, i.e. Racial/Ethnic Summary reports, budgets, financial 

reports and evaluations. 
7. Complete the Volunteer Application process including registration and orientation. 
8. Support and promote Council Product Sales and Fund Development activities in all aspects. 
9. Support and reflect the established policies and standards of the GSUSA and GSCOC. 

 
QUALIFICATIONS: 

1. Ability to Focus on Girls: help girls experience the Girl Scout Leadership model by promoting girl-led, cooperative-
learning and learning-by-doing activities 

2. Adaptability: adjust and modify own behavior, and remain flexible and tolerant in changing situations. 
3. Ability to Foster Diversity: understand and embrace differences. 
4. Communication Skills: express ideas clearly and concisely. 
5. Personal Integrity: model honesty, credibility and dependability for the girls. 
6. Management Skills:  lead a community-based team of volunteers 
 

 
VOLUNTEER AGREEMENT 

 
I have read the Volunteer Position Outline and Agreement and agree to carry out my responsibilities as described. If for any reason I am 
unable to perform any of my responsibilities, I may be asked to resign my position. I will fulfill the outlined duties with no monetary 
compensation. I certify under penalty of perjury that I have not been convicted of any criminal offense. The Council will not knowingly 
accept voluntary services from a convicted sex offender, who is required to be registered pursuant to California Penal Code Section 290. 
Volunteers are required to disclose to Council if they are living with a sex offender or have regular personal contact with a convicted sex 
offender, as well as the nature and the extent of such relationships or contacts.  Volunteers who violate this procedure will be barred from 
any further participation in Girl Scout activities. 
  
CHECK THIS BOX IF YOU HAVE INFORMATION TO DISCLOSE AS OUTLINED IN THE PARAGRAPH ABOVE   
 

     
 
 

              ______________________________________                      _                                     ______________________________________                      _                   
 Volunteer’s Signature                                                                   Date                   Service Unit Manager/Coordinator                                     Date 
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Girl Scouting builds girls of courage, confidence, and character, who make the world a better place. 

SERVICE UNIT EVENT CHAIR 
 
Name:                                                                                                                Service Unit #     
                                                                                      
Dates of Appointment:            
 
PURPOSE OF POSITION: To provide direction and planning for a specific Service Unit Girl Scout event. 
 
TERM: Appointed by the Volunteer Support Specialist for duration of event. 
 
ACCOUNTABLE TO: The Volunteer Support Specialist. 
 
RESPONSIBILITIES: 

1. Recruit an event committee in cooperation with the Event Coordinator and the Service Unit Manager. 
2. Determine the objective, focus, type and timing of the event with the committee’s input. 
3. Develop detailed event plans and present to Event Coordinator and the Service Unit Team before promotion of 

event. 
4. Research, select and reserve a suitable site. 
5. Ensure that all contracts are properly written and submitted to GSCOC for signature in a timely manner. 
6. Prepare an Event Budget Worksheet with the committee and submit to the Events Coordinator and Service Unit 

Treasurer for approval. 
7. Contact the Service Unit Treasurer to arrange for the receipt and disbursement of funds. 
8. Coordinate the work of the committee to ensure the time line for the event (information, promotion, registration, 

selection and training for staff, purchase of supplies, etc.) is followed. 
9. Provide direction for the event. 
10. Arrange for evaluation of the event by participants. 
11. Evaluate the event with the committee, the Event Coordinator and the Service Unit Team. 
12. Submit Event Financial Report to Service Unit Treasurer and Event Coordinator. 
13. Attend Service Unit Team and Service Unit meetings 
14. Complete the Volunteer Application process including registration and orientation. 
15. Support and promote Council Product Sales and Fund Development activities in all aspects. 
16. Support and reflect the established policies and standards of the GSUSA and GSCOC. 

 
QUALIFICATIONS: 

1. Ability to Focus on Girls: help girls experience the Girl Scout Leadership model by promoting girl-led, cooperative-
learning and learning-by-doing activities 

2. Adaptability: adjust and modify own behavior, and remain flexible and tolerant in changing situations. 
3. Ability to Foster Diversity: understand and embrace differences. 
4. Communication Skills: express ideas clearly and concisely. 
5. Personal Integrity: model honesty, credibility and dependability for the girls. 
6. Management Skills:  lead a community-based team of volunteers 
 

VOLUNTEER AGREEMENT 
 

I have read the Volunteer Position Outline and Agreement and agree to carry out my responsibilities as described. If for any reason I am 
unable to perform any of my responsibilities, I may be asked to resign my position. I will fulfill the outlined duties with no monetary 
compensation. I certify under penalty of perjury that I have not been convicted of any criminal offense. The Council will not knowingly 
accept voluntary services from a convicted sex offender, who is required to be registered pursuant to California Penal Code Section 290. 
Volunteers are required to disclose to Council if they are living with a sex offender or have regular personal contact with a convicted sex 
offender, as well as the nature and the extent of such relationships or contacts.  Volunteers who violate this procedure will be barred from 
any further participation in Girl Scout activities. 
  
CHECK THIS BOX IF YOU HAVE INFORMATION TO DISCLOSE AS OUTLINED IN THE PARAGRAPH ABOVE   
 

     
 
 

              ______________________________________                      _                                     ______________________________________                      _                   
 Volunteer’s Signature                                                                   Date                   Service Unit Manger/Coordinator                                       Date 



 
     

 
 
 
 
 
 

Appendix II 
• Special Event Plan 
• Event Timeline 
• Event Budget Worksheet 
• Event Financial Report 
• Action Register 
• Event Roster 
• Evaluation 
• Evaluation Summary 
• First Aid Level Chart 
• Connecting to the Girl Scout Leadership Experience Worksheet 
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Girl Scouting builds girls of courage, confidence, and character, who make the world a better place. 
     

 

SPECIAL EVENT PLAN 
 
Complete the following information and submit to Service Unit Manager before any information is 
given to troops. 
 
Name of Event:               

Date:        Rain Date:        Time:       

Place:                

Grade Level:      Cost per girl or per troop:      Est. # to attend:   

 
Purpose/Goal of the event:  
 
 
 
Sample Schedule for Event: 
 
 
Safety Wise Considerations: 
 
 
Group or Camp Etiquette: 
 
 
Optional Activities: 
 
 
Tag-A-Long Procedure: 
 
 
Refund Procedure: 
 
 
Additional Information: 
 
 
 
Patches: (    ) Included in fee   (    ) Separate charge $          (    ) None 
 
Attach Event Budget Work Sheet 
 
Event Approved by Service Unit Manager           
       Name      Date 
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EVENT TIMELINE 
 
Assoc/SU(s):       Event Name:          Date(s):      
Location:                     
Chair Person:         Phone:       Email:        
Co-Chair Person:         Phone:       Email:        

TASK TO BE DONE TO BE DONE BY WHOM DATE NEEDED COMPLETE 
Site reservation    
Develop budget    
Submit budget    
Recruit committee    
Recruit a registrar    
Develop flyer and registration form    
Develop program activities    
Schedule of activities for event    
Patch design and order    
Purchase program supplies    
Purchase food supplies    
Reserve equipment    
Pick-up equipment    
Information due for event packet (minimum 2 
Weeks notice) 

   
Assemble event packets    
Distribute event packets    



 
 
 

 

 

TASK TO BE DONE TO BE DONE BY WHOM DATE NEEDED COMPLETE 
Schedule a photographer through GSCOC    
Future meeting reminders    
Evaluation meeting    
Financial report completed    
Event notebook for next director    
Recognitions and "thank yous"    
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EVENT BUDGET WORKSHEET 
 
Assoc/SU(s):     Event Name:        Event  Date:    
Prepared by       Position:       Phone:     
Email:            Date Prepared:     

Note: Attach receipts.  Return to Association or Service Unit Treasurer. 
EVENT BUDGET WORKSHEET 
  (For your records) 

 
 

ANTICIPATED INCOME: BUDGET INCOME / NOTES 

Balance Forward  
 

Participant Fee  
 

Adult Fee  
 

TOTAL INCOME:  
 

 
Number of girls expected to attend:           Cost per girl:          Event Fee:______ 

 
 
 
 

ANTICIPATED EXPENSES: NOTES - NUMBERS BUDGET EXPENSES 

Site Rental Fee   
Printing   
Program Supplies (including badges etc.)   
Food   
Office Supplies (Postage/Paper, etc.)   
Patches   
Housekeeping Supplies   
Recognitions – thank you’s   
Sanitation   
Other   
Other   
Contingency   
TOTAL EXPENSES:   
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EVENT FINANCIAL REPORT 
 
Assoc/SU(s):     Event Name:        Event  Date:    
Prepared by       Position:       Phone:     
Email:            Date Prepared:     

Note: Attach receipts.  Return to Association or Service Unit Treasurer. 
 

ACTUAL EXPENSES: BUDGET EXPENSES ACTUAL EXPENSES 

Site Rental Fee   
Printing   
Program Supplies (including badges etc.)   
Food   
Office Supplies (Postage/Paper, etc.)   
Patches   
Housekeeping Supplies   
Recognitions – thank you’s   
Sanitation   
Other   
Other   
Contingency   
TOTAL EXPENSES:   

 

 
 

ACTUAL INCOME: BUDGET INCOME ACTUAL INCOME 

Balance Forward   
Participant Fee # girls           @ $           
Adult Fee # adults                @ $            
TOTAL INCOME:   

PROFIT (LOSS)   



 
     

 
 

Action Register 
 

Group:              
 
Meeting Date:             
 
Next meeting:             
 

 
Who? Is doing what? By when? Done? 
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EVENT ROSTER 
EVENT:            DATE:       
 
LOCATION:                
 
ASSOCIATION:       S.U.:     TROOP:     LEVEL:     
 

GIRLS ADULTS NON-GIRL SCOUTS 

1.   

2.   

3.   

4.   

5.   

6.   

7.   

8.   

9.   

10.   

11.   

12.   

13.   

14.   

15.   

16.   

17.   

18.   

19   

20.   

21.   

22.   

23.   

24.   

25.   

26.   

27.   
 



 
     

 
 

EVENT EVALUATION  
Daisies and Brownies 

 
Note to Leader: Please give a copy to each girl.  Read each question and give the girls time to check 
a box.  If the girls are old enough to write, please encourage them to add their own comments.  Try 
not to influence the girl’s answers and let each girl express their own opinion. 
 
What level are you?     ____ Daisy     ____ Brownie      
 
Please check the face that best 

matches your feelings. ☺ . / Please write additional comments here 
and on the back. 

1. Did you enjoy making the crafts?  
Which was your favorite?     

2. Did you like the games we 
played?  Which was your 
favorite? 

    

3. Did you like the snacks?  Which 
was your favorite?     

4. Did you like the singing? 
     

5. Did you like the theme? 
     

6. What did you like the best about 
this event?     

7. What didn’t you like about the 
event?     

8. Would you like to come to another 
event like this next year?     

9. What should we change for next 
year?     

10. What theme, badge or try-it 
would you like to do next year?    

 

 
Please use the back to write or draw a picture about the event. 
 



 
     

 
 
 

EVALUATION SUMMARY  
Event participants (Daisy/Brownie levels) 

 
Name of Event:       Community/Service Unit:   
 
Number of girl responses:   
 
Did you enjoy making the crafts?  Which was your favorite?  ____ ☺ ____ . ____ / 
Comments: 
 
 
Did you like the games we played?  Which was your favorite?____ ☺ ____ . ____ / 
Comments: 
 
 
Did you like the snacks?  Which was your favorite?  ____ ☺ ____ . ____ / 
Comments: 
 
 
Did you like the singing?      ____ ☺ ____ . ____ / 
Comments: 
 
 
Did you like the theme?      ____ ☺ ____ . ____ / 
Comments: 
 
 
What did you like the best about this event?   ____ ☺ ____ . ____ / 
Comments: 
 
 
What didn’t you like about the event?    ____ ☺ ____ . ____ / 
Comments: 
 
 
Would you like to come to another event like this next year? ____ ☺ ____ . ____ / 
Comments: 
 
 
What should we change for next year?    ____ ☺ ____ . ____ / 
Comments: 
 
 
What theme, badge or try-it would you like to do next year? ____ ☺ ____ . ____ / 
Comments: 
 
All other comments: 



 
     

 
               
 

FIRST AID LEVEL CHART 
 

 
TYPE OF ACTIVITY 

 
CRITERIA 

 
LEVEL 

 
Resident Camp 

 
All Camps 

 
Level II 

 
Core Camp 

 
All Camps 

 
Level II 

 
Family Camp 

 
All Camps 

 
Level II 

 
response time is less than 15 minutes & 
under 500 participants 

 
Level I 

 
Day Camp 

 
response time is more than 15 minutes or 
over 500 participants 

 
Level II 

 
response time is less than 15 minutes & 
under 200 participants 

 
Level I 

 
Community/SU Camp out 

 
response time is more than 15 minutes or 
over 200 participants 

 
Level  II 

 
response time is less than 15 minutes & 
under 200 participants 

 
Level I 

 
Community/SU Day Long 
Event (Ex: Community 
Olympics) 

 
response time is more than 15 minutes or 
over 200 participants 

 
Level II 

 
response time is less than 15 minutes & 
entire trip is within metro/city area 

 
Level I 

 
Troop Travel 

 
response time is more than 15 minutes or 
trip is outside metro/city area or 
participants are self-propelled or on 
animals or 
travel is across state or national borders 

 
Level II 

 



 

 

GIRL SCOUT LEADERSHIP ESSENTIALS 

• Select an Activity, Award (Badge, Try It, Interest Project), or Event  
• Circle all of the Outcomes that are met or could be met by enhancing the Activity/Award/Event 
• Describe how it meets the Discover, Connect, or Take Action outcome/outcomes 
• Describe how it is, or can be: Girl Led,  involve Learning by Doing, and incorporate a shared 

purpose for all the girls (cooperative learning) 
• Note what signs you anticipate seeing as evidence of the benefits for the girls 

Leadership Outcomes How it Connects Girl Led 

Discover    
1. Girls develop a strong sense of self    

2. Girls develop positive values    

3. Girls gain practical life skills    

4. Girls seek challenges in the world    

5. Girls develop critical thinking    

Connect    
1. Girls develop healthy relationships    

2. Girls promote cooperation and team 
building 

   

3. Girls can resolve conflicts    

4. Girls advance diversity in a 
multicultural world Learning by Doing  Cooperative Learning 

5. Girls feel connected to their 
communities, locally and globally   

Take Action 
   

1. Girls can identify community needs    

2. Girls are resourceful problem solvers    

3. Girls advocate for themselves and 
other, locally and globally 

   

4. Girls educate and inspire others 
 to act 

   

5. Girls feel empowered to make a 
difference in the world 

   

Signs to See... 
  

 
  

Activity/Award/Event             

Connecting to the Girl Scout Leadership Experience 



 
     

 
 
 
 
 
 

Appendix III 
• Creating a Flyer 
• Service Unit Event Website Request 
• Meeting Place Safety 
• Planning Large Events Quiz and Evaluation 



 

 

GIRL SCOUT LEADERSHIP ESSENTIALS 

• Select an Activity, Award (Badge, Try It, Interest Project), or Event  
• Circle all of the Outcomes that are met or could be met by enhancing the Activity/Award/Event 
• Describe how it meets the Discover, Connect, or Take Action outcome/outcomes 
• Describe how it is, or can be: Girl Led,  involve Learning by Doing, and incorporate a shared 

purpose for all the girls (cooperative learning) 
• Note what signs you anticipate seeing as evidence of the benefits for the girls 

Leadership Outcomes How it Connects Girl Led 

Discover    
1. Girls develop a strong sense of self    

2. Girls develop positive values    

3. Girls gain practical life skills    

4. Girls seek challenges in the world    

5. Girls develop critical thinking    

Connect    
1. Girls develop healthy relationships    

2. Girls promote cooperation and team 
building 

   

3. Girls can resolve conflicts    

4. Girls advance diversity in a 
multicultural world Learning by Doing  Cooperative Learning 

5. Girls feel connected to their 
communities, locally and globally   

Take Action 
   

1. Girls can identify community needs    

2. Girls are resourceful problem solvers    

3. Girls advocate for themselves and 
other, locally and globally 

   

4. Girls educate and inspire others 
 to act 

   

5. Girls feel empowered to make a 
difference in the world 

   

Signs to See... 
  

 
  

Activity/Award/Event             

Connecting to the Girl Scout Leadership Experience 



 

 

PAGE 11 GIRL SCOUT LEADERSHIP ESSENTIALS 

How will you “Take Action”? 
Write down something that you have learned during this course that will help you 
deliver the Girl Scout Leadership Experience and/or that you will be able to take and 
use with your girls the next time you meet. 

Connect with Others 
Get the contact information of other Girl Scout Volunteers you met. 



 
     

 
 
 

Creating a Flyer 
 

• Who is sponsoring the event?         
o Troop#/ Association Name 
o Service Unit 
o Girl Scout Council of Orange County 

 
• Girl Scout Identify it!  

o Check with GSCOC for trademark usage guidelines and possible templates 
o Use fun artwork.  
o Clip art is sometimes free on the internet   
o You will find a lot already on your computer 

 
• Description of event 

o Come join us for.....    
o We will be doing..... 

 
• Remember to think about your audience and language 

o Stay away from Girl Scout terminology,  
 

• Be sure to also include the following information   
o Date 
o Time    
o Place (Include address/map) 
o Fee 
o Patch Information 
o What to bring 

 
• Deadline for registration, name, address and phone number of 

registrar, and who to make check payable to 
 

• The return portion of the registration form should include:   
o Leader's Name, Troop # or Juliette Scout info 
o Address 
o Phone Number (with area code) 
o I'm willing to help with event.... 

 



 
 
 
 

Service Unit Event Website Request 
 
Is your Service Unit holding a special program event open to other Orange County Girl Scouts? 
We invite you to submit a request to post your event on the GSCOC web site program calendar 
at www.gscoc.org. 
 
Guidelines to Submit Your Service Unit Event: 
1) The event must be open to all Girl Scouts regardless of troop affiliation, residency or 

other restrictions, although the event can be specific to Girl Scout levels. 
2) While some events and activities are just for fun, there are many ways to include aspects 

of the Girl Scout Leadership Experience. As it is important to maintain the integrity of the 
Council’s program calendar, we are providing additional information about the Girl Scout 
Leadership Experience processes and outcomes.    

3) The program event must follow Safety-Wise and Council’s Policies and Standards. 
4) To submit your request, please complete the following information and send the form to 

Susan Krupa at skrupa@gscoc.org.  Questions?  Call Susan at 949-461-8863. 
 
Service Unit: 
Person Submitting: 
SU Position: 
Phone #:                                                 
Email: 
Event Title:  
Date:   
Time: 
Location: 
Cost (per girl): 
Cost (per adult): 
Minimum: 
Maximum: 
Registration Deadline: 
 
Girl Scout Level: 
 

  Girl Scout Daisy (Grades K-1) 
  Girl Scout Brownie (Grades 2-3) 
  Girl Scout Junior (Grades 4-5) 
  Girl Scout Cadette (Grades 6-8) 
  Girl Scout Senior (Grades 9-10) 
  Girl Scout Ambassador (Grades 11-12) 

 
 
 
 

 
Girl Scouting builds girls of courage, confidence, and character, who make the world a better place. 



 
 
 
Key components of the Leadership Experience to be used: 
 
   Discover Outcomes 
   Connect Outcomes 
   Take Action Outcomes 
 
General description of the experience: 
 
 
 
 
Describe the specific activities of the event and identify the process and 
anticipated outcome for each.  See the following page and the Girl Scout 
Leadership Experience for details. 
 
Activity: 
Process: 
Outcome: 
Description: 
 
 
 
 
 
Activity: 
Process: 
Outcome: 
Description: 
 
 
 
 
 
 
Activity: 
Process: 
Outcome: 
Description: 
 
 
 
 
 
 
 

 
Girl Scouting builds girls of courage, confidence, and character, who make the world a better place. 



 
 

Girl-Led: It is just what it sounds like - girls play an active part in figuring out the what, where, when, how, 
and why of their activities. They lead the planning and decision-making as much as possible as they prepare to 
become active participants in their local and global communities.  
  
Learning by Doing: A hands-on learning process that engages girls in continuous cycles of action and 
reflection that result in deeper understanding of concepts and mastery of practical skills. As they participate in 
meaningful activities and then reflect on them, girls get to explore their own questions, discover answers, gain 
new skills, and share ideas and observations with others.  
  
Cooperative Learning: Through cooperative learning, girls work together toward shared goals in an 
atmosphere of respect and collaboration that encourages the sharing of skills, knowledge, and learning. Working 
together in all-girl environments also encourages girls to feel powerful and emotionally and physically safe, and 
it allows them to experience a sense of belonging even in the most diverse groups. 

THE PROCESSES

 

LEADERSHIP 

Girls develop a strong sense of self 
Girls develop positive values 
Girls gain practical life skills 
Girls seek challenges in the world 
Girls develop critical thinking 

Girls develop healthy relationships 
Girls promote cooperation and team building 
Girls can resolve conflicts 
Girls advance diversity in a multicultural world
Girls feel connected to their communities, 

locally and globally 

Girls can identify community needs 
Girls are resourceful problem solvers 
Girls advocate for themselves and others, 

locally and globally 
Girls educate and inspire others to act 
Girls feel empowered to make a difference in 

the world 

 
DISCOVER 

 
CONNECT 

 
TAKE  

ACTION 

THE 15 OUTCOMES OF THE  
GIRL SCOUT LEADERSHIP EXPERIENCE 



 



 
     

 

                                                                    
 
 
MEETING PLACE SAFETY FOR TROOP LEADERS 
 
Councils and troops often use the facilities of schools, shopping malls, parks and 
other municipal entities as meeting places or venues for special events.  Careful 
considerations should be used to find appropriate facilities for the age of the girls to 
be served and the activities to be conducted.  Your council may provide additional 
specific guidelines for finding a meeting place. 
 
9 Refer to Program Standard 22 and it guidelines in Safety-Wise.  “All meeting 

places, camps, and other sites used for Girl Scout program activities provide a 
safe, clean and secure environment and allow for participation of all girls.” 

 
9 Inspect a potential meeting place using Program Standard 22 and these 

safety guidelines before deciding on meeting place. 
 
9 Direct any questions or concerns regarding a possible meeting place to your 

service unit manager or the council staff member responsible for your service 
unit. 

 
9 If you are asked to sign a contract for the use of a meeting place for your 

troop, send the contract to your service unit manager or council staff member 
responsible for your service unit so that it can be reviewed and signed by the 
person with the authority for signing contracts in the council. 

 
9 Notify your service unit manager or council staff member responsible for your 

service unit about the location of the regular troop meetings. 
 
9 Notify your service unit manager of council staff member responsible for your 

service unit about any change in the troop’s meeting place. 
 
9 Inspect the meeting place prior to each meeting for physical hazards and 

overall safety precautions using the meeting place safety guide. 
 
9 Assign each adult to supervise specific girls or activities at all times. 



 
     

 
 
 
 
9 Set up the meeting area prior to the arrival of the girls so that you will be ready to 

greet and supervise them when they arrive.  (Move furniture, operate equipment, 
decorate room, etc.) 

 
9 Make sure that an adequate number of adults will be present at each meeting to 

supervise the girls.  See Program Standard 13 in Safety-Wise.  “At least one adult 
female is present at all meetings who is not related to the other adult leaders.”  The 
Safety Group recommends that this person not be related by blood, marriage or 
living in the same household. 

 
9 Make sure that girls are supervised at the beginnings and endings of meetings, 

times when accidents can occur because girls lack supervision. 
 
9 Keep girls away from restricted areas or known hazards of the meeting place. 
 
9 Refrain from smoking or drinking alcoholic beverages in presence of girls. 
 
9 Secure all pets away from the meeting area and access to girls at all times. 
 
9 Discourage the presence of younger or older siblings of girls or children of leaders 

who are not of the appropriate age to participate in the group’s activities.  
“Tagalongs” can distract girls from their planned activities and distract the leaders 
from providing proper supervision of girls. 

 
9 Adult supervision must be assigned to all tagalongs if they are present. 
 
9 Use the Girl Scout handbook for the age level of the girls in the troop and Safety-

Wise to determine which activities are safe for the age of the girls in the troop. 
 
9 Teach the girls to use the buddy system to keep each other safe. 
 
9 Enforce rules about where the girls are allowed to run and play games at the 

meeting place. 
 
9 Check all equipment for safety prior to use by girls (bikes, skates, helmets etc.).  

Check Safety-Wise guidelines for the safety equipment for each activity. 
 
9 Talk with parents or guardians of girls about who will pick up their daughter, and 

about pick-up times and places so that girls will get home safely. 
 
9 Release each girl only to her parents, guardian or an approved adult. 
 
9 Follow the council’s approved plan if a girl is not picked up from a meeting. 



 
     

 
 
 
 
MEETING PLACE SAFETY GUIDE* 
 
Inspect the proposed meeting place using the following guide prior to deciding on  
final meeting place.  Use this guide prior to each troop meeting to prevent accidents 
or injuries. 
 
EXTERIOR GROUNDS AROUND MEETING PLACE 
 
� Does the lighting system illuminate entrances, walkways and parking? 
� Are facility access points located in open, well-traveled areas? 
� Are sidewalks and exterior stairs clear of snow and ice? 
� Is playground equipment anchored so that it does not tip, slide or move in an 

unintended manner? 
� Are there pinch, crush or tearing points on individual pieces of playground  
� equipment that  could injure a girl? 
� Do surface materials in fall zones under playground equipment absorb shock 

(materials  such as rubber-like material, sand, gravel; shredded wood 
products)? 

� If the property has a pool, is the pool access locked so that girls cannot enter 
the pool  area unless swimming activities are to be conducted? 

� Are pool chemicals stored, secured and out of reach from children? 
 
INTERIOR OF MEETING PLACE 
 
� Are there two or more separate, usable exits available? 
� Are exits ever blocked? 
� Are exits available clearly marked with emergency lighting? 
� Are steps clear of trip and fall hazards? 
� Are handrails and railings on stairs present and secure? 
� Are floors and walking areas free of trip and fall hazards? 
� Is floor space adequate for the desired activities? 
� Are toilets and sanitary facilities accessible? 
� Do girls or adults have special needs that require adaptations of facilities for 

their disabilities?  If so, please refer to page 140 in the appendix of Safety-
Wise for a helpful list. 

� Are electrical outlets protected with covers? 
� Are extension cords tucked away so that they will not be walked on or trip 

someone? 
� Are barriers or warnings provided for hot surfaces like fireplaces, heaters, 

radiators, wood stoves and space heaters? 
� Are fire extinguishers available? 
� Is first aid equipment readily available? 
� Is telephone available and operational? 
� Are emergency phone numbers provided for fire, ambulance, police and 

poison control center? 



 
     

 
 
 
 
PHYSICAL HAZARDS 
 
� Are all chemical cleaning solutions kept out of reach and properly stored to 

prevent access to children? 
� Are all prescription medications kept out of reach and properly stored to prevent 

access to children? 
� Are all weapons kept out of reach and properly stored to prevent access to 

children? 
� Are all tools and power equipment kept out of reach and properly stored to 

prevent access to children? 
� Is area free of biting and stinging insects? 
� Is access restricted to recreational equipment such as ATVs, archery equipment, 

trampolines and other sports equipment unless as part of the planned and 
supervised activity? 

 
 
 
 
 
 
 
 
*Councils may wish to modify this list.  Some councils do not permit troops to meet in 
private homes.  Some of these items may not be applicable if private homes are not 
used.  Other items may need to be added based on local conditions. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
   
This material is a supplement to Girl Scouts of the USA publications.  This information 
has been compiled by representatives of Girl Scout Councils, Girl Scouts of the USA, 
Palmer & Cay, and St. Paul Fire & Marine Insurance Company as members of a 
Participating Council Safety Group. 
 
 



 
     

 
 

Planning Large Events Quiz and Evaluation 
 
Name           Today’s Date      
E-Mail            SU      
Address         City      Zip     
Day phone        Evening phone        
 
Please complete and return this quiz and evaluation for Planning Large Events training credit: 

By Mail:   Volunteer Development, PLE Completion 
Girl Scout Council of Orange County 
9500 Toledo Way, Irvine, CA  92618 

Or By Fax:  949-461-8884, Attn: Volunteer Development  
Or By Email: training@gscoc.org (in the “SUBJECT” line, list PLE Completion) 

 
 
1. A special event should: 

a) Be free 
b) Be for all levels 
c) Meet at least one of the four Program 

Goals or one of the three Pillars 
d) All of the above 
e) None of the above 

 
2. What is important to consider when 

planning an event? 
a) The main participants (girls only, grade 

level, etc.) 
b) The goal of the event 
c) That the event fun 
d) All of the above 
e) None of the above 

 
3. When is too early to plan: 

a) Never  
b) 1 year 
c) 3 weeks 
d) All of the above 
e) None of the above 

 
4. What role should the girls have in the 

event? 
a) Attendees- adults do everything else 
b) Offer suggestions, but adults make all of 

the decisions and plans 
c) Girls and adults should work together to 

plan, run, enjoy, and evaluate  
d) All of the above 
e) None of the above 

 
 
5. What is the role of the event chair? 

a) Do it all! 
b) Organize/coordinate the committee 
c) Nothing, it’s just a title.  
d) All of the above 
e) None of the above 

 
6. What documentation of the event do you 

need to keep for Event History? 
a) Event Chair Report and Event Notes 
b) Budget and Copies of Contracts 
c) Evaluation Summaries, Flyers, and 

other collateral 
d) All of the above 
e) None of the above 

 
7. What is the purpose of the timeline? 

a) So everything for the event is covered 
b) So everything is completed on time 
c) Know who is responsible for taking care 

of each item/task 
d) All of the above 
e) None of the above 

 
8. When should you have committee 

meetings? 
a) As often as necessary 
b) At least once a month 
c) At least once a week, for the final month 

prior to an event 
d) All of the above 
e) None of the above 



 
     

 
 
9. Why have a committee meeting? 

a) It’s on the calendar. 
b) To socialize 
c) To check in and confirm that things are 

progression on track 
d) All of the above 
e) None of the above 

 
10. What is important to include on the flyer? 

a) Date, Time, and Location of Event 
b) Cost 
c) Contact for further information (phone 

numbers with area codes) 
d) All of the above 
e) None of the above 

 
11. Was the Planning Large Events Booklet helpful/informative? 

 
 
 
 

12. What was the most helpful? 
 
 
 
 

13. Was anything missing? 
 
 
 
 

14. What is your previous event planning experience (inside and outside of Girl Scouts)? 
 
 
 
 
 

Thank you for taking the time to complete this training. 
 

If you have any questions about Planning Large Events, please contact Christina Castro 
 at 949-461-8857 or ccastro@gscoc.org. 

 
For questions about training, contact Volunteer Development at training@gscoc.org or 949-461-8845. 

 
Correct Answers: 
1. A special event should:  

c) Meet at least one of the four Program Goals or 
one of the three Pillars 

2. What is important to consider when planning an 
event? 
e) All of the above 

3. When is too early to plan: 
a) Never  

4. What role should the girls have in the event? 
d) All of the above 

5. What is the role of the event chair? 
b) Organize/coordinate the committee 

6. What documentation of the event do you need to 
keep for Event History?  
d) All of the above 

7. What is the purpose of the timeline?  
d) All of the above  

8. When should you have committee meetings? 
d) All of the above  

9. Why have a committee meeting?  
c) To check in and confirm that things are 
progression on track 

10. What is important to include on the flyer? 
 d) All of the above

 




