OPERATIONAL VOLUNTEER POLICIES AND PROCEDURES


Girl Scouts of Washington Rock Council, Inc.

POLICIES AND PROCEDURES

FOR ALL

OPERATIONAL VOLUNTEERS
The Girl Scout Mission

To inspire girls with the highest ideals of character, conduct, patriotism, and service so that they may become happy and resourceful citizens.

The Girl Scout Promise

On my honor, I will try:

To serve God and my country,

To help people at all times,

And to live by the Girl Scout Law.

The Girl Scout Law

I will do my best to be

honest and fair,

friendly and helpful,

considerate and caring,

courageous and strong, and

responsible for what I say and do;

and to

respect myself and others,

respect authority,

use resources wisely,

make the world a better place, and

be a sister to every Girl Scout.

Equal Opportunity and Affirmative Action for Volunteers

There shall be no discrimination against an otherwise qualified adult volunteer by reason of disability or on the basis of age.  Furthermore, there shall be no discrimination on the basis of religion, race, creed, color, ethnicity/national origin, ancestry, marital status, sex or atypical hereditary cellular or blood trait, affectional or sexual orientation, because of the liability for service in the armed forces of the United States, or because the individual uses or does not use tobacco products.  In addition, to ensure full equality of opportunity in all operations and activities of the organization, affirmative action policies and procedures shall be utilized in the recruitment, selection, education, placement, and recognition of volunteers.  Special emphasis shall be placed on recruiting volunteers representing the diversity in our communities.

Volunteer Opportunities

There are numerous opportunities available for volunteers in Girl Scouting (see Appendix I).  They are as diverse as they are rewarding.  Girl Scouts do all sorts of things, and one of them is bound to be a favorite of yours!

Just to name a few of the opportunities available to you:

· On the Community level, you may be a leader, serve as a member of the Service Team, organize a program, serve on a committee, or share your skills with a troop/group.

· On the Council level; you may serve on the Board of Directors, on a Standing Board Committee, share your knowledge and skills as a Trainer or volunteer your time in the office.

Volunteer Assignments

Selection and Initial Placement

Every adult volunteer is selected on the basis of qualifications for membership, ability to perform the volunteer position, and the willingness and availability to participate in education for the position.  Every attempt will be made to place volunteers in positions that will benefit both them and the Council.  These qualities are determined for designated positions through the application and references.  Individuals not placed in their first choice of positions may be recommended for other positions.

In addition to positions titled Leader, Service Unit Teams have the following generic positions for which there are position descriptions:

· Service Unit Manager

· Troop/Group Program Consultant

· Troop/Group Organizer

· Product Sales Manager

· Public Relations

· Registrar

· Treasurer

· Encampment Director

Service Units may have other positions that are needed to enhance the support offered on the community level. Careful selection and placement of volunteers is key to the success of Girl Scouting.  Girl Scouts of Washington Rock Council is committed to ensuring the selection and placement of capable and qualified leadership.  All information obtained regarding volunteers is confidential and will be kept in a locked file at the Council Service Center.  Although this process may seem time-consuming and perhaps even unnecessary, it is essential for a youth-serving agency in today’s world.

References

Two (2) reference forms and envelopes will be given, along with the Application for a Volunteer Position to all new volunteers who apply for Troop/Group Leader, Assistant Troop/Group Leader, and Service Unit Team Member positions.  They will be provided along with the Registration forms.  The references will be obtained by -the volunteer and must be turned into the Council Service Center prior to beginning activities with the Girl Scouts.  References will be checked randomly.  All personal references obtained will be secured from persons other than relatives.  All references will be treated as confidential and will be kept in locked files in the Council Service Center.

Appointment

Operational volunteers shall be appointed for a term not to exceed one year, as detailed on their respective position descriptions.  Some positions have limits on how many consecutive terms an individual may serve.  Position descriptions for all general volunteer titles indicate who accomplishes re/appointment communication.

A Membership Specialist and a Service Team Member will review applications and references.  Once the initial steps are completed, appointments may be made.  Individuals not placed in their first choice of positions may be recommended for other positions.  Once appointments have been made, the volunteer will receive:

· An appointment letter specifying the length of the volunteer commitment.

· A position description.

· A copy of the Volunteer Policies and Procedures of Girl Scouts of Washington Rock Council, Inc.

When a prospective volunteer will not be appointed, a letter to this effect will be sent to the individual.
Men in Leadership Positions 

Men may serve as a leader or be a part of a special event or program working directly with girls if another registered female in addition to or other than a spouse, relative, or significant other is present.

Membership

All girls and adults participating in the Girl Scout Movement shall be registered annually as members or as a lifetime member with Girl Scouts of the United States of America (GSUSA), except for those adults who are working in a temporary advisory or temporary consultative capacity.  All volunteers participating in the Girl Scout Movement shall meet GSUSA membership standards and shall agree to abide by the policies and principles of GSUSA and the Council.

Position Descriptions

The Council Position Descriptions will be used for recruitment, selection, appointment, and performance evaluation.  They are designed to provide understanding of work to be done and qualifications needed by a volunteer for a clear understanding of responsibilities and accountabilities.  They are periodically reviewed and revised as ways of work and operating procedures are changed to provide better service to girls.

The Volunteer as a Mentor and Role Model

The volunteer serves as a role model for all girls, other adult Girl Scout Volunteers, and the community at large.  The example of the adult volunteer, in her/his attitude and actions may well influence the lives of others and perceptions of Girl Scouting.  Mentors provide individualized support for new volunteers until they feel secure and confident in their role; this role may continue to allow the volunteer to expand their contributions to the Girl Scout community and encourage personal development.

Adult Volunteer Development

Introduction

Those who give by volunteering also receive in return.  The rewards of volunteering are as diverse as the volunteers who give of their time and energy.  Included among the benefits of volunteering, as cited by the vast majority of Girl Scout Leaders nationwide, are:

· Helping girls grow strong by having a positive influence on the development of girls.

· Developing and enhancing personal and professional skills.

· Increasing self-confidence.

· Networking opportunities among adults, both locally and in other areas.

· Development of an appreciation for diversity.

· Spending more quality time with daughter(s).

· Opportunities for specialized and transferable education.

· The opportunity to give back to the community in a meaningful and lasting way.

Orientation and Education

Orientation and education are mandatory steps in the volunteer development process.  They are both critical to success.  The benefits of orientation and education accrue to both the volunteer, who will be well equipped to perform successfully, and to the organization and girls served because each volunteer will then contribute in accordance with Girl Scout Standards.

Through orientation, volunteers learn about Girl Scouting and how, through their work, they will contribute.  Orientation will be provided based on Council and GSUSA guidelines and will include information about the Girl Scout Mission and values, Girl Scout program, and the Girl Scouts of Washington Rock Council Volunteer Management System.  Additional education may be tailored to meet the specific needs of new volunteers.

Education is required for all volunteer positions.  It provides the volunteer with the knowledge and skills needed to perform successfully in the position she/he assumes.  A calendar for Council-sponsored education is published, which describes each offering. A detailed list of Leader Education Courses is included in the New Leader Packet.  Other specialized education may be scheduled to meet the needs and interests of volunteers.  The Service Unit Manager assists in seeing that all volunteers receive all required education.  A record of all education is managed by each individual participant through the use of an Education Record Card (see Appendix II).

Records

Volunteers have the right to know what information is contained in their Volunteer Record files, as well as the right of prior consent regarding information released to external sources, except for release of information required by law.

Volunteers are permitted to review their records during business hours at the Council Service Center, except for reference information obtained with the promise of confidentiality that would violate the privacy of others if released.

If a volunteer wishes to have her/his records released to another Council or would like a confirmation of service from the Council for another position, this information may be formally requested.  No records will be released without a written request, in the form of a letter, from the volunteer to the Membership Services staff.

Volunteers are responsible for maintaining the confidentiality of all personal, proprietary and/or privileged information to which they are privy while serving as a representative of the Council.  This discretion must be maintained with respect to all girl and adult members and their families, Council staff, consultants; and with any other Council or GSUSA business.

Recognition

Recognition of volunteer activity is an ongoing process.  The Service Teams, Communities and Council staff endeavor to express their appreciation for volunteers’ efforts as often as possible.  More formal recognition at the Service Unit and Council levels will be conducted in accordance with GSUSA and the Council’s Adult Recognition Guidelines, which are available from the Council Service Center and on the Council’s website.  A summary of awards that may be conferred is located in Appendix III.  An annual, Council-wide Awards and Recognition Banquet is held to celebrate the accomplishments of our volunteers and members of the communities that support their efforts.

Support Services

Providing ongoing support for volunteers is an important ingredient in keeping adult volunteers motivated, involved, and performing at their best.  Individuals have varying backgrounds and lifestyles, and careful consideration of ways in which volunteers receive their support is necessary.  Mentors (consultants and/or organizers) provide individualized support to volunteers to help them feel secure and confident in their roles.  Volunteer support groups, the Service Unit Team and Council Membership staff, ensure that volunteers will continue to feel needed, competent and involved.  If you have suggestions as to how your needs could be better met, please contact the Council Membership staff.

Conferences and meetings are ways of providing support services.  Volunteers are encouraged to attend all appropriate meetings to enhance their knowledge, provide feedback to the Council and to maximize potential growth within the organization.

Separation Policies & Procedures

The Council reserves the right to change or rescind an appointment at will based on the needs and business of the Council.  A volunteer may be released at any time for any reason.  

Voluntary Separation

Either the Council or the volunteer may initiate termination of the volunteer relationship.  Any volunteer may voluntarily terminate her/his services.  It is hoped that if a Volunteer decides to voluntarily terminate her/his relationship with the Council that she/he will do so in writing giving as much advance notice as possible.  It is also hoped that the volunteer will talk directly with her/his immediate supervisor about the reasons for terminating and have ideas for her/his replacement.

Involuntary Separation

In any organization, situations may arise that make it necessary to consider releasing an individual from an assignment.  Any action taken to release an adult should therefore receive careful and detailed consideration because of the possible implications and consequences for both the individual and the Council.  All volunteer separations must be reviewed prior to action with the Council’s Membership Services Department.

Possible reasons for separation include, but are not limited to:

· Failure to perform the responsibilities of the position as described.

· Performance not consistent with the principles of the Girl Scout Movement and/or the Promise and Law.

· Violation of policies of Girl Scouts of Washington Rock Council and/or Girl Scouts of the USA.

· Failure to satisfy the conditions of the position.

· Unsatisfactory completion of objectives and of recommended corrective actions.

· Practices that would discourage any qualified girl and/or adult from participation in Girl Scouting.

· Gross mismanagement of money.

As part of the procedure for termination, the following steps will be taken:

Step 1.  Prior to taking any action, facts will be gathered and evaluated.  When separation is a possibility, no action will be taken on the basis of unsubstantiated information.  As few people as possible will be involved in fact gathering and in the decision-making process.  All appropriate actions will be taken to ensure confidentiality of all proceedings. Individual performance will be evaluated in relation to whether or not behavior has a direct effect on the girls or the Girl Scout image in the community and is consistent with the principles of Girl Scouting. All appropriate Council management staff will be informed of anyone’s intention to release a volunteer.  Review of proper procedures will occur at this time.

Step 2. At least one other responsible adult will be present during any discussion regarding concerns and issues. The situation will be discussed with the individual concerned.  An explanation will be given as to why she/he is not a good fit for the assigned position. If further action is indicated, she/he will be informed of what is to happen.  The discussion should be objective, include statements of fact, be tactful, be honest, be clear and concise, and maintain confidentiality.  When the facts indicate that separation is necessary, the individual should be given the opportunity to resign voluntarily by submitting a written resignation.  All discussions should be followed up with a written summary, one copy of which will be sent to the volunteer and one of which will be kept on file at the Council Service Center. Council representatives will keep a careful record of interviews, recommendations and results.

Decisions with regard to the quality of performance in the position will be reached on the basis of a thorough review of the individual’s work. Efforts will be made to either assist the individual to improve performance or, if possible, to place the individual in a position more appropriate to her/his qualifications, which will offer greater satisfaction to all.

Involuntary termination should only occur after careful consideration has been given.  The volunteer being terminated should be fully informed of the reasons for her/his termination.  If appropriate, the volunteer may be referred to another position commensurate with her/his abilities.

Step 3.  The individual should continue in the job unless misconduct was so severe that the volunteer needs to be placed on immediate suspension; for example, if the conduct endangers the health and safety of girls or is in violation of state or federal laws and/or statutes.  If the individual continues in the position during fact finding, she/he should be carefully coached during this period.  Release from the position does not cancel membership in the organization.

Step 4. Questions raised in the Service Unit about any situation will be answered with protection of confidentiality carefully maintained, and any questions from the media or legal professionals must be referred to the Council Service Center.  Absolute confidentiality must be observed at all times to protect the rights of the volunteer.

Problem Solving

The formal problem solving process may be requested when a volunteer feels that policies and/or procedures related to her/his position are not being administered properly.  The problem solving procedure is a systematic process, which is intended to ensure the objective hearing and orderly handling of volunteer issues.

All operational volunteers may use the problem solving procedure.  Every volunteer may expect a fair resolution of her/his issue without fear of jeopardizing her/his volunteer status.  The Council also maintains an open-door policy regarding volunteer concerns.

GSUSA GUIDELINES/POLICIES

Uniforms

A uniform is not required for participation in the Girl Scout Movement.  Purchase of a uniform is at the volunteer’s expense and is encouraged.  Orders for uniform parts may be made through the Council Service Center or from local stores.  A listing of stores that carry the Girl Scout uniform is maintained at the Council Service Center.  The purchase of a uniform is tax deductible for adult members.  Operational volunteers are encouraged to wear their Girl Scout pin when they are not in full uniform.

Accident and Liability Insurance

The annual membership dues paid to GSUSA through the Council include basic accident insurance protection.  Complete information can be found in the “Basic Coverage/Activity Accident Insurance” brochure, as distributed with registration packets.  A summary is available in Appendix IV.

In case of a serious accident, a Council official must be notified immediately. Refer to the “Crisis Management” card for details including the names and phone numbers of Council officials.  These cards are distributed each year with the Troop/Group registration packets.  A “First Aid and Incident Report” (see Appendix V) must be completed and forwarded to the Council Service Center whenever any type of accident occurs.  The organization does not assure responsibility for insuring personal effects. 

Any motor vehicle used to transport Girl Scouts must be duly licensed, insured, safety tested and operated by a responsible person at least 19 years of age with a valid drivers license.

Decision Making in Girl Scouts

Decision making in Girl Scouts is a democratic process.  Girl Scouting operates on the principle that girls grow and mature into responsible adults through participation in decision-making opportunities.  Therefore, girl/adult planning should be used at all levels of the program, with girls assuming greater responsibility for planning and carrying out troop/group activities as they mature.

Blue Book of Basic Documents

The Blue Book of Basic Documents is prepared and published by GSUSA.  It includes official documents including the Congressional Charter, Constitution and Bylaws, policies and procedures of the Girl Scout organization, describes the credentials of a Girl Scout Council and details criteria for council effectiveness.  The Leaders’ Digest, which is provided to all new leaders, contains excerpts from the Blue Book of Basic Documents.

Health and Safety Guidelines (Safety-Wise)

Safety-Wise is the GSUSA document that provides general guidance to ensure the health and safety of all members.  It includes the Girl Scout Program Standards, basic safety and security guidelines, activity checkpoints and advice on planning Girl Scout trips and events.  The Council requires compliance with Safety-Wise guidelines.

COUNCIL GUIDELINES/POLICIES

Program Activities

All program activities will be conducted in accordance with the Girl Scout Program Standards and Activity Checkpoints sections in the most current issue of Safety-Wise.  There is a “Trip Application: Day and Overnight” (see Appendix VI) available from the Council Service Center and on the Council’s website.  The Service Unit retains day trip applications.  Overnight trip applications are reviewed on the Service Unit level and are forwarded to the Membership Department where they are signed and copied.  The copy is returned to the troop leader and the original is retained in the Council Service Center.  International travel information is available from the Membership Services Department at the Council Service Center.  Safety-Wise provides guidelines for planning international travel.

Property Use

Council Service Center

The Council Service Center, located at 201 Grove Street East in Westfield, is available for meetings held by Service Unit Teams and by troops/groups.  There is a large room that can accommodate groups of 30, a conference room that will hold 10 people, and a small room in which six people can meet.  Since there are many 

meetings held at the Council Service Center, requests for space should be made well in advance.  Space use is allocated on a first-come-first-served basis.  Reservations are made through the Council’s receptionist.

Camp Lou Henry Hoover

Camp Lou Henry Hoover is a camp owned by the Council.  It is located in Sussex County on Swartswood Lake.  With the exception of the six weeks of summer resident camp and the subsequent ten-day Family Camp session, troops/groups, Service Units, families and others outside of the Girl Scout community may rent space at camp.  Complete information regarding facilities, rental fees and registration procedures is available from the Council Service Center.

Finances

Troop/Group/Service Unit Money Earning

Troop/Group money earning is guided by policies (see Appendix VII).  Direct solicitation of cash by girls is prohibited.  Participation by each girl must be voluntary and the activity must be age-appropriate.  Written approval for money earning activities must be obtained in advance, by using the form included in Appendix VII that is available from the Council Service Center.

Service Units that find it necessary to hold money earning activities for Service Unit expenses must file a "Service Unit Request For Money Earning" form (see Appendix VIII).  This request must be submitted to the Membership Services Department at least eight weeks prior to the money earning activity.  If there are any changes in the originally approved money earning activity, the Service Unit Manager or designee must notify the Membership Services Department.  Significant changes may require resubmission of the Service Unit Request For Money Earning form.  It is expected that money earning activities held by Service Units would be limited to one activity during the year.

Service Units must actively support and participate in all Council sponsored, major, product sales in order to be eligible for money earning activity approval.  Service Units may not participate in money earning activities during times of Council sponsored product sales and during fall, United Way Campaigns.  Service Units may not conduct money earning activities for their own benefit at Council fund raising activities or events.  Troops/Groups/ Service Units must have permission from the Council before asking organizations, businesses, corporations, foundations, or individuals for financial or in-kind gifts.  Girl Scout Activity Insurance will not cover registered girls or adults, who participate in money earning activities that have not been approved by Council.

Money earned and assets held by troops/groups/Service Units never become the property of individual members, whether they be girls, adults or groups of members.  All money earned and other assets received by a Troop/Group/Service Unit must be authorized by the Council.  Money and assets are the property of the Council and are not the property of individuals nor Service Units, as geographically defined by the Council.

Checking Account

Troop/Group and Service Unit funds may not be placed in anyone’s personal banking account(s).  All troops/groups and Service Units are required to open a checking account and/or savings account for the deposit and withdrawal of troop/group or Service Unit funds, with two or more registered adults, who are not related or a significant other, from the troop/group or Service Unit as authorized signers.  There is a “Troop/Group/Service Unit Bank Account Form – Checking and Savings” (see Appendix IX), which authorizes establishment of any account(s) under the name of the Council and is completed by the Troop/ Group Leader or a Service Unit member and the bank in which the account(s) is/are opened.  The Council portion of the form is returned to the Council Service Center where it remains on file with the Membership Services Department.  Bank Accounts must be opened with the troop/group number or the Service Unit name and the name “Girl Scouts of Washington Rock Council, Inc.” in either order.

Examples:  Troop/Group #1234

Girl Scouts of Washington Rock Council


    Girl Scouts of Washington Rock Council ____________ Service Unit

It is required that troops/groups and Service Units, when establishing new bank accounts, require two authorized signatures for withdrawals, which are always made out to the payee and never to cash.  The Service Unit Manager must be a third authorized signer.  In addition, it is strongly encouraged to have two or more additional authorized signers.  Persons who sign checks on troop/group/Service Unit accounts are responsible for requiring itemized receipts before reimbursing for any and all troop/group/Service Unit expenses.  All receipts for troop/group/Service Unit expenses must be kept on file with bank account statements, and be made available upon request from the membership staff.  Records must be retained for a minimum of three years.  

A "Troop/Group Year End Finance Report" (see Appendix X), accounting for all monies received and spent, must be submitted annually to the Service Unit by each Troop/Group by June 30th.  The importance of accurate record keeping to facilitate the completion of this report cannot be overemphasized.  The report must be verified and signed by each adult who is an authorized signer on the account and accompanied by the most current bank statement(s).  

A “Service Unit Year End Finance Report” (see Appendix XI) accounting for all monies received and spent by the Service Unit, must be submitted annually to the appropriate Membership Specialist by July 15th.  Again, the importance of accurate record keeping to facilitate the completion of this report cannot be overemphasized.  The report must be reviewed and signed by each adult who is an authorized signer on the account and accompanied by the most current bank statement(s).

In the event a troop/group disbands, its funds and any equipment accumulated are turned over to the Service Unit, where they are held in reserve for one year pending reorganization of the troop/group or upon placement of the girls in a new or existing troop/group.  A troop/group who accepts girls that transfer will receive the reserved funds.  If girls transfer into more than one troop/group, funds will be allocated based on a per girl ratio of funds available.  Funds not reallocated to Troops/Groups within 12 months will be put toward the Girl/Adult Financial Assistance (GAFA) fund by the Service Unit.  The “Service Unit Year End Finance Report” (see Appendix XI) will reflect all transactions relative to disbanded troop/group holdings.

A troop/group that disbands must submit a final "Troop/Group Year End Finance Report” within 60 days of when the troop/group disbands.  The report should reflect how all funds which remained in the account when the troop/group disbanded were spent and/or transferred.  

The Council may audit accounts randomly and/or at the request of a Service Unit Manager.

Acceptance of Checks

Personal checks will be accepted by the Council for shop sales, troop/group activities and events only if a name and address appear on the check.  Checks that do not comply will not be accepted.  Payment for goods and services to the Council with a check that is not honored by a Council Depository is considered unlawful and fraudulent.  As such, the Council will respond accordingly to collect all monies, while preserving the Girl Scout image.

The Council reserves the right to refuse uncertified checks from individuals because there are balances that are outstanding more than 30 days or they have had a check returned for insufficient funds in the past 3 years.  Individuals will not be permitted to handle finances or product sales for a troop/group until any financial obligation to the Council is paid in full.  If an individual is involved in more than one occurrence of having a past due balance within the past 3 years, that individual will not be permitted to manage any other money transactions associated with Girl Scouts.

Returned Checks

· Any check returned to the Council is automatically redeposited.

· A $25.00 returned item fee is imposed on the maker and notice of the fee is sent.

· If the check is returned a second time, a certified letter is sent to the maker requiring cash, bank check or money order for the full amount including the returned item fee payable to “GSWRC.”

· If after ten business days the maker fails to respond, Council will take appropriate action to collect funds including legal action.

· Any account that goes into collection will be communicated to Council and Service Unit leadership.

Outstanding Balances

· A certified letter is immediately sent to the individual requiring cash, bank check or money order for the full amount plus $25.00 payable to “GSWRC.” 

· Appropriate staff and volunteers are notified when an individual has an outstanding balance.

· After fifteen business days, if the individual fails to respond, Council sends a follow up letter and legal action will be taken.

Council Funding

The activities of the Council are sponsored by various adult-generated fund raising projects, as well as by product sales and contributions from local funders, such as United Ways, United Way designations and Planned Giving opportunities.  The Gifts for Girls Campaign provides direct support to the Council as a result of the generosity of parents and volunteers, who are all encouraged to participate.  In addition, the Friends of Washington Rock Campaign solicits support from individual donors that are currently not part of the Girl Scout community also support the council’s funding.  Government, foundations and private grants are secured for project specific needs.  The Council Board of Directors’ Fund Development Committee schedules fund-raising activities/events, support of which by all adult volunteers is sincerely appreciated.  It is important to note that membership dues are not part of the Council’s financial resources.

Girl/Adult Financial Assistance (GAFA)

Girls and adults may receive financial assistance, based upon need, for membership dues and Council sponsored programs and activities.  For GSUSA education courses or special events outside the Council jurisdiction, scholarship assistance may be available to help selected adults and girls defray the cost of attendance.  Information and application forms are available from the Membership Services staff.

Volunteer Related Expenses

Operational volunteers are encouraged to keep a record of expenses incurred while doing Girl Scout work, e.g., cost of uniforms, gasoline or mileage, phone calls.  Many of these expenses may be applied as income tax deductions.  For more information, check with the Internal Revenue Service or a tax consultant.

TROOP/GROUP SPONSORSHIP

Definition

A Girl Scout Sponsorship is a voluntary partnership between a Girl Scout troop/group and a community organization, business, school, church, etc, whose aims and objectives for youth are compatible with Girl Scouting.  It is an opportunity that is available to any organization whose objectives and practices are compatible with the goals and philosophy of Girl Scouting.  The Council strongly encourages troops/groups to seek sponsorships and partners.  The sponsor must understand and agree to GSUSA policies regarding endorsement; to the membership diversity agenda; to the place of religion in the Girl Scout program; to respect for religious opinions and practices, health and safety; to Council authority and responsibility; a to money earning methods; and to no political or legislative activity.  There is a "Sponsorship Agreement" form (see Appendix XII) that is completed and is returned to the Membership Department at the Council Service Center.

Benefits of Sponsorship to the Organization or Business

· Establishing a partnership with an organization that helps girls develop into caring, resourceful and productive adults.

· Visible demonstration of commitment to the community.

· Use of Girl Scout resources to enhance a business or organization, such as having a volunteer base to provide community service.

Benefits of Sponsorship to Girl Scouts

· Further educate the public about the importance of Girl Scouting in a girl’s life.

· Increased opportunities for community involvement, service, and visibility.

· Use of community resources to enhance the Girl Scout program, such as more volunteers for events and special programs, meeting and program sites, and resources and materials for use in Girl Scout programming.

Establishing a Sponsorship

A sponsorship is established through a written agreement provided by the Council.  The “Sponsorship Agreement” (see Appendix XII) outlines the responsibilities of both the Girl Scouts and the sponsoring organization or business.  The agreement is signed by the sponsor, a troop/group leader and by the Membership Services staff.  After all signatures are obtained, two copies are made.  The Council retains the original so that publications and mailings can be sent to the sponsor.  One copy is retained by the troop/group and the other is given to the sponsor.

APPLICABLE LAWS

Child Abuse Is A Crime

Child abuse is a crime.  New Jersey has a child protection and law enforcement agency to receive and investigate reports of suspected child abuse.  The Girl Scouts of Washington Rock Council supports and maintains environments that are free of child abuse and neglect.  The Child Abuse Prevention and Treatment Act (the Act) defines child abuse and neglect as “the physical or mental injury, sexual abuse, exploitation, negligent treatment or maltreatment of a child under the age of eighteen by a person who is responsible for the child’s welfare under circumstances which indicate that the child’s health or welfare is harmed or threatened.”

The Act defines sexual abuse as “the use, persuasion or coercion of any child to engage in any sexually explicit conduct (or any simulation of such conduct) for the purpose of producing any visual depiction of such conduct or rape, molestation, prostitution, or incest with children.”

Child abuse and neglect are unlawful acts.  It is against the Council’s policy for any volunteer, female or male, to physically, sexually, or mentally abuse or neglect any girl member.  In accordance with this policy, the Girl Scouts of Washington Rock Council will neither condone nor tolerate actions that are represented in the law.

The Council reserves the right to suspend and/or dismiss from affiliation with the Council any volunteer implementing a Girl Scout program who is reported to be or found to be guilty of child abuse or neglect.

Criminal Activity

All Council volunteers are expected to comply with all federal, state and local regulations, statutes and laws; and to abide by health and safety standards and by conduct guidelines of GSUSA.  The Council reserves the right to suspend and /or dismiss from affiliation with the Council any volunteer implementing a Girl Scout program, who is reported to be or found to be guilty of a crime.

Harassment

The Council is committed to an environment and climate in which relationships are characterized by dignity, respect, courtesy and equitable treatment.   It is the policy of the organization to provide all volunteers with an environment free from all forms of unlawful or unwelcome harassment, including implied or expressed forms of sexual harassment.

Harassment of any sort, of or on the part of volunteers or employees on the basis of race, color, creed, gender, national origin, age, marital status, disability or citizenship is a violation of the law and is expressly prohibited in any form by the Council.

Sexual harassment may consist of unwelcome sexual advances, requests for sexual favors and other verbal or physical acts of a sexual nature where submission to such conduct is made either explicitly or implicitly a term or condition of an individual’s appointment, where an appointment decision is based on an individual’s acceptance or rejection of such conduct, or where such conduct interferes with an individual’s performance, or creates an intimidating, hostile or offensive working environment.

In accordance with this policy, the Council will not condone or tolerate the following:

· Overt displays of sexual activity between and/or among volunteers and employed staff.

· Any display or demonstration of sexual activity between volunteers and girl members.

· Sexual advances or sexual activity of any kind between volunteers and girl members.

· Use of the Girl Scout name, related activities, publications, and /or facilities as vehicles for public or private promotion of sexual orientation and/or practices.

· Infliction of sexually abusive behavior upon volunteers, employed staff or girl members, including sexual touching and bodily contact, exhibitionism, voyeurism, and/or involvement of members in pornographic materials.

Sexual harassment also encompasses other actions that create a hostile, offensive or intimidating environment.  Such actions can include, inappropriate or overly familiar touching, sexual innuendoes, obscene gestures, jokes and remarks of a sexual nature, especially where exposure to such conduct has the purpose or effect of substantially interfering with an individual’s performance or ability to succeed in her/his position.  Sexual harassment is a form of misconduct that undermines the integrity of the Council relationships and is incompatible with the values, traditions and purposes of Girl Scouting as stated in the Constitution of GSUSA.

The Council reserves the right to suspend and /or dismiss from affiliation with the Council any volunteer implementing a Girl Scout program who is reported to be or found to be guilty of sexual or any other form of harassment.

Tobacco, Alcohol and Drug Use

It is a violation of New Jersey state law to supply tobacco, illicit drugs or alcohol to minors.  Adults may not interact with girls while under the influence of alcohol or illicit drugs.  Adults should refrain from smoking and/or the use of alcoholic beverages while in the presence of girls.  Adults may administer medications to girls only as pre-authorized in writing by their parent(s) or legal guardian(s).
Megan’s Law Implementation

Adult volunteers and staff in leadership positions, working directly with girls may register individually with their local county prosecutor‘s office or police department if they wish to receive Megan’s Law notifications.  Prior to receiving notifications, volunteers and staff must participate in/attend education, which is available through the county prosecutor’s office and through the Council Service Center.  Education provides information about the law and proper procedures for using the information contained in the notifications.

RESOURCES

The following resources provided the basis for portions of this manual, and include more detailed information for volunteers:

GSUSA:




GSWRC:

    Safety-Wise                                          
    Service Team Manual
    Blue Book of Basic Documents

    New Leader Packet
    Leaders’ Digest


    Adult Recognition Guidelines

Approved by the Board of Directors: 
June 6, 2001



Reviewed, Revised and Approved by the Board of Directors: 
 April 2, 2003
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