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Welcome Volunteer Service Unit Manager!

On behalf of Girl Scouts of NE Kansas & NW Missouri, we would like to say thank you again for
taking on this position.

As a volunteer manager of the service unit, you have been appointed to this position because you
not only have the qualities of leadership we are seeking but a special interest and commitment to
the Girl Scout program. You are not expected to perform the duties of this position alone. The
council offers support through your service unit support manager or membership manager,
training, and various services offered by the council.

With the combined efforts of your council support staff, service unit team members, and the
volunteers with whom you work, you will make Girl Scouting a positive, enriching experience. We
look forward to not only supporting you but building a strong working relationship as well.

Sincerely,
The Mission Delivery Team

DﬂlSﬁS Circle

Bring her promise to life

Did you know? Girl Scouts is a not for profit 501 ¢ 3 organization and receives important tax
deductible donations from individuals, foundations, corporations, United Way and Combined
Federal Campaigns?

Financial support from our volunteers and others who care about girls is very important. One easy
way to give is through our monthly giving club, Daisy’s Circle, that helps to support the mission of
building girls of courage, confidence and character who make the world a better place.

Check it out at daisyscircle.org
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Characteristics of a Team Leader

What is Team leadership? For some, leadership is motivation, for others, it equals results, for
others it is inspiration. We can define team leadership based on common elements that we all can
agree on. Here are 10 ways to define the art of leading:

Vision: Leading means having a vision and sharing it with others. Only when you get to inspire
others is it possible to share a common goal towards which to direct the efforts and dedication of
the entire team. What is your vision?

Motivation: The leader knows how to motivate better than anyone else; it is one of their main
functions as people managers. Through motivation, the leader channels the energy and
professional potential of their team in order to achieve the objectives.

Service : The leader is at the service of the team, and not the other way around. Group members
must have and feel the support of their leader, the tools needed to do their jobs properly must be
available to them; they must have recognition for their efforts and know that there is a person
paying attention in order to correct bad habits. That is all part of a leadership which serves the
team and not the opposite.

Empathy: One of the basic qualities of any leader seeking success is precisely emotional
intelligence, that ability — often innate — that makes leaders put themselves in the place of others,
understand their concerns and solve problems. Leaders know the secrets of their business and
can empathize with customers and members of their teams: that empathy inspires and
establishes links that will ultimately lead to success.

Creativity : The definition of leadership also has to do with creativity. Good leaders are able to
create an environment that will encourage all the members of their team to develop their skills and
imagination in order to contribute to the common project and vision of the company. If you want
to lead successfully, respect the creativity of others and learn from the people around you; their
ideas will surely prove to be positive for you.

Thoroughness: A good leader sets the bar high for their people, because they want to reach the
goals and make the best of their teams. Only a demanding leader will achieve great results. In
addition to this thoroughness, the leader must know how to listen. This is necessary in order to
know the needs of the people, provide the time and resources for them to do their job properly,
and therefore meet what is demanded of them.

Managing: The leader must be at the forefront to lead and guide their team throughout the whole
process until the goal is reached. But besides being that “torchbearer”, leaders also know when to
step back and make their team take the initiative. In this way, the team gets the chance to develop,
both personally and professionally. Pure management focuses on the tasks, real leadership



focuses on the people.

Team Building: True leadership is about working in a team to reach a common goal. People
management is one of the most difficult tasks faced by leaders. Thanks to the positive attitude,
essential in good leaders, and the trust in their workmates, people get better results. Team-aware
leaders take responsibility when something is wrong, and reward the group after a job well done.

Taking risk: The leader is the one responsible for taking the risks that others are not willing to
take. They are confident enough to make a decision If they make a mistake, the leader must have
the courage to rectify, assume their guilt and take the right path, without blaming it on the team.
Good leaders know how to get ahead of their time. They see opportunities where others can't and
know how to spread the enthusiasm for their vision to try to make it real.

Improving: True leadership seeks continuous improvement. Leaders have the ability to turn the
people in their teams into stars; people who have improved and developed their skills through the
influence of their leader.

Leadership is the attitude assumed by those looking for something different. They are committed
to achieving a goal and able to transmit to others through enthusiasm and optimism to reach a
common goal.



Service Unit Manager (SUM) Volunteer
Position Description

Department: Mission Delivery
Appointed by: Membership Manager (MM)

Purpose: To provide the leadership and management of an assigned geographic area by ensuring
the retention of existing members and the extension of the Girl Scout program to potential
members.

Term of appointment: Annually appointed, including option of reappointment based on
demonstrated ability to fulfill the responsibilities of the position.

Support: Direct support is provided by the SUSM/MM. Orientation will be conducted by the
SUSM/MM, and training will be conducted by the council.

Responsibilities:
¥' Complete position training.
¥' Provide leadership, management, coaching and motivation of Service Unit (SU) Team,
leaders, parents/caregivers and volunteers.
¥' Provide scheduled meetings and/or other forms of communication to review plans and
issues of the service unit. (Txt, email, Facebook or other social media formats — minimum
of 2 forms).
¥' Support and initiate efforts to grow Girl Scouts in your local community and create unique
and sustainable community partnerships.
¥' Involve SU team members in the planning, execution and implementation of the
President’s Award criteria.
¥' ldentify, recruit and support development of potential SU team members. May include
Opportunity Consultant, Troop Consultant, New Leader Consultant, Events Consultant,
Recruiters, Adult Recognition Chair and Product Sales Manager(s) (Fall & Cookie), and
ensure all service team members receive position training by council (If applicable).
¥' Facilitate communication with:
0" The entire service unit, among leaders, service team, and parents/caregivers.
0" Ask SUSM/MM for support as needed by the SU or leaders, and to keep informed
on policies, procedures, standards and changes/improvements/upgrades.
The community-at-large, regarding Girl Scouts is the largest non-formal,
educational volunteer organization for girls only in the world.
¥' Provide meetings/opportunities for leaders and service unit volunteers to network and
exchange information.
¥' Communicate council’s processes and standards, which includes; required training for all
volunteer positions, troop management procedures and girl/adult partnership for troop
leaders, the contents of Volunteer Essentials, the Standards of Conduct all volunteers
must adhere by, including the screening process, which includes a criminal background
check and registration.
¥' Volunteer Management

n
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Ensure the Girl Scout mission, program goals, and inclusive principles are reflected in the
SU communication and activities.

Remain informed about and comply with the most current policies, procedures, and
guidelines of Girl Scouts of Northeast Kansas & Northwest Missouri and Girl Scouts of the
USA (GSUSA).

When necessary, implement conflict resolution techniques.

Support the GS culture of philanthropy and assist with identifying local donor prospects.
Appoint and reappoint leaders/SU team members based on their fulfillment of position
requirements

Ensure volunteers are recognized for their accomplishments.

Core Competencies:

Girl focus: Empower girls to lead activities, learn by doing, and cooperate with others on
current issues that involve their interests and needs, while having fun

Personal integrity: Demonstrate dependability, honesty, and credibility

Adaptability: Adjust, modify own behavior, and remain flexible and tolerant in response to
changing situations and environments

Oral communication: Express ideas and facts clearly and accurately

Foster diversity: Understand, respect, and embrace differences

Computer skills: Access to email and the internet. Able to utilize Girl Scout Looker reports.

Requirements:

Must be a registered member of GSUSA

Must pass a criminal background check

Be guided in all actions by the Girl Scout Mission, Promise and Law.
Ability to keep accurate records

Willingness to maintain a cooperative working relationship with paid Council staff, service
team members, and troop leaders.

Proven leadership skills and experience

Ability to communicate in a professional manner

Demonstrated group and interpersonal communication skills
Background in customer service and support or other relevant fields
Excellent organization and project-management skills

This job description is not intended to be all-inclusive. Reasonable accommodations will be made
to allow individuals with disabilities to perform volunteer jobs with the council whenever possible



Working in Partnership with
Your Service Unit Support
Manager/ Membership
Manager

Your SUSM/MM is responsible for ensuring the delivery and
extension of Girl Scout membership and programs in assigned
sectors of the council’s jurisdiction. This includes creating and
setting the Girl Scout culture in assigned areas. This is
achieved through the appointment and partnership with the
service unit manager and members of her/his service unit
team.

Developing a partnership with your SUSM/MM:

1." It takes mutual trust and respect for a strong
relationship to grow. One person may develop trust
by just having a friendly conversation with someone,
while another person may need more time to evolve to
this level. As a volunteer service unit manager you
should bring a positive attitude, leadership knowledge,
skills and experience to enhance and add value to the
partnership.

2. Setting goals and expectations from both parties
This establishes a means to assess the impact of the
relationship, as well as a way to demonstrate
productivity and how it is beneficial to both the
organization and service unit. Additionally, goal setting
is helpful in determining practical responsibilities of
both partners.

3. Communicate openly and frequently
A successful partnership has open and frequent
communication. Communication can be in the form of
telephone calls, e-mail or setting appointments for
personal visits, but it is important that communication
occurs regularly. Developing clear expectations and
standards for communication will not only provide
support to you in your role but will keep you abreast on
council information.

a." Ask to connect with other service units she
manages for joint program events, day camp,

What Is the
Purpose of a
Service Unit?

The service unit is a dynamic support
system that through diversemethods,
andthesupport oflocalcommunities,
providesthe Girl Scout Leadership
Experience to girls and adults in a troop
setting. It is the embodiment of the Girl
Scout movement within thelocal
community and has the responsibility to:

*' Extend membership

*' Providedirectsupporttogirls and

adults

Educatethecommunityabout the

benefits of Girl Scouting

* Act as a communicationcenter for
GirlScouts

*

EachGirlScoutispartofalocal service
unit, a geographically- based local
division of Girl Scouts of NEKansas &NW
Missouri.

More than 23,000 girls participate in the
Girl Scout Leadership Experience with
9,000 adult volunteers supporting them.
Ourvolunteersrelyonasupport system
provided bythe council, service unit,
networking opportunities with
experienced volunteers and

educational materials in helping adults
understand theirroleand howto be
successfulatit.

What does a
service unit do?

Service unit team members and troop
representatives meet several times a
year to share ideas, receive training, and
talk about important program
announcements.



training or networking opportunities.

b." Make sure you discuss any conflicts and/or issues facing the service unit

c." Identify areas for growth or in need of support

d." Don't forget to share the service unit’'s successes with council via Facebook or an
email to your membership staff member.

4. Understanding goes a long way .
Taking the time to understand the mission of Girl Scouts and the Girl Scout Leadership
Experience (GSLE) will be beneficial in the long run. Understanding the context in which the
organization operates certainly helps when working in partnership with your MM and
communicating how the organization operates in your service unit. It will also aid in setting
realistic expectations and goals for not only your team members but for Girl Scout troops.



Recruiting Your Team

Your SUSM/MM can guide you with recruiting SU team members. SU teams thrive when
there is a committed and diverse pool of adults to be considered for positions.

¥' Itis important to identify individuals who truly can commit the time to fulfilling the service
team position requirements.

¥' Finding people to help
0" Familiarize yourself with the skills needed for each of the volunteer positions
0" Observe the skills and abilities of others as they work in the service unit
0" Consider skills an individual may want to build that may apply in their career
0" Ensure the team is diverse and represents all Girl Scouts in the SU.
0" Make a personal request with a specific job in mind. Face to face is great!

¥' Consider recruiting former troop leaders, lifetime members, alumnae and community
members.

¥' Remember team members must complete a criminal background check, and register as a
Girl Scout member. When speaking with volunteers, look for positions in which your
candidate will be the best fit. Be honest about the amount of time a position will require.

¥' Always get back to anyone expressing interest in volunteering within one week.

¥' Your enthusiasm will sell Girl Scouting!

Potential Sources for Service Team Members:

* Local Businesses/Industries - many large businesses have a volunteer resource person or
abulletin board where avolunteer poster can be placed.

* Local Colleges/Tech Schools - campus volunteer resource center,campus groups,
department offices where information about volunteering can be placed

* Service Clubs - local Chambers of Commerce often have listings of local service clubs
and special interest groups such as the American Association of University Women



Core Service Unit Structure

The following positions are part of the core service unit support system. Every Girl Scout member
is part of a local service unit, a geographically-based local division of the Girl Scouts of NE Kansas
& NW Missouri. There are 59 volunteer-led service units in the council. Your service unit is led by a
service team, composed of experienced volunteers who support leaders and troops. Every service
unit requires different levels of support for its success. The PSM position is the only required
service unit position in addition to the SUM.

This team is the support system for troop leaders

Membership
Manager
(Council Staff)

School Liaison
(Optional)
Works with council staff and other volunteers in the implementation of community
focused strategies for recruiting and engaging girls and adult volunteers

Troop Consultant
(Optional)
Provides programmatic support and guidance to troop leaders. Ensures the GSLE is
effectively delivered in the troop pathway to meet the needs and interests of girls.

Opportunity Coordinator
(Optional)
Collaborates with staff to identify member placement opportunities within the SU, and
manage the SU representation in the Opportunity Catalog

Adult Recognition Chair
Volunteer (Optional)

Service Unit
Manager

Recognizes adults on the SU level and submits nominations for council level awards.

Product Sales Manager
(Required)

Coordinates the SU’s participation in the Girl Scout product programs. Trains Troop
Product Sales Managers to ensure that the council product program is carried out
properly and in a timely manner.

New Leader Consultant
(Optional)

Provides orientation, training, and continued support to new troop leaders.

Event Consultant
(Optional)

Oversees the creation, marketing, and execution of SU events designed to meet the needs
and interests of girls and further the GS missio




Structuring Your Service Unit

Below are two examples of ways to structure a service team. Each service unit is unique and no
two service team structure may look alike.

EXAMPLE 1:
Service Unit Manager
: Troop Adult - PSM
Opportunity Recoanition School Liaison PoM New Leader Events
Coordinator Consultant CI?air 1 per elementary Consultant Consultant
I I . .
. ) . Troop
Recogr_utlon Recruitment Troop Cookie Candy/Nuts
Committee Table Leaders Managers /Mags Mgr
Junior or Older Girl Troop
EXAMPLE 2: Rural Areas
Service Unit Manager
. Adult
Opportunity Troop Recoanition School PSM New Leader Events
Coordinator Consultant CI?air Liaison Consultant Consultant
. I
- Troop Troop
CTowr|1 A CTowr|1t Bt Iz:ecogr.ltlzlon Cookie Candy/Nuts/
onsultant onsultan ommittee Manager Mags Mgr
| 1
Town C
Consultant Town A Town B Town C
Recruiter Recruiter Recruiter
L : _
Recruitment Table
Leaders

Junior or Older Girl Troop




What is Delegating?

It is one of the core concepts of management leadership.
However, the person who delegated the work remains
accountable for the outcome of the delegated work.

As a SUM you can begin supporting your SU team by
delegating or sharing the workload. It is important to
delegate work to allow team members to become
comfortable in their position, build skills, execute creative
ideas and demonstrate their leadership abilities in the SU.

To be good at delegating let's examine your own
understanding.

Delegation: Sharing the Ownership

Choose a scenario and decide if you should delegate or
manage it yourself:

One of your events co-chair is not meeting the deadline for
an upcoming event and your other team member are
upset and wants to replace her.

A troop leader called and said that a parent is selling old
Girl Scout cookies at a karaoke bar in the middle of June.

The Recruitment Manager called and asks for help at her
recruitment event. The event is within two weeks.

You have two leaders who disagree on the execution of the
management of the troop and implementing the Girl Scout
program. You have knowledge parents and girls are upset
and may leave.

The school called and said that the troop that meets there
left it in a horrible state and did not follow the school policy
and will not be allowed to meet there again.

KEY TIPS TO DELEGATING

Delegation means entrusting someone you have
appointed to do a specific job. If you have the
right person in place your role as a volunteer
manager will become much easier.

Why Delegate?
¥' You can't do it alone
¥' You build a team of experienced
volunteers
¥' You develop skills of others

The OI10d Rather Do It MyselfO Problem
¥' | can do it better
¥' | can do it faster
¥' | feelit's my job
¥' | don't trust anyone else to do it

What Happens?
¥' You end up over-extended
¥' People stop volunteering to help
¥' Resentment and ill-feelings build
¥' No new leadership is developed

How Do | Make Delegation Work?

¥' Maintain regular communication
contact

¥'  Show your appreciation

¥' Be interested in other ideas and
viewpoints

¥' Let the person do the job!

¥' Be sure the person understands what
the job is

Pitfalls to Avoid:

¥' Coercing people into jobs they'd rather
not do

¥' Letting someone continue in a job when
nothing is getting done

¥'  Asking the wrong person to do the job
or choosing “warm bodies”

¥' Overloading people

¥'  Asking the same people over and over

again
¥' Trying not to answer every
¥' question.

Remember, to keep team members engaged,
support them by allowing them to answer
guestions and share their expertise.



Facilitating Communication: How to Get Started!

Communication is the key to the success of the SU. As lives become busier and technology
advances, individual volunteers may have different preferred methods of communicating.
Therefore, it becomes even more important that the volunteer manager of a SU keeps the lines of
communication open and utilizes different methods of communication (txt, email, Facebook, etc.).
While you hold the major accountability for facilitating communication, each SU team member is
also responsible for creating an environment that allows all volunteers’ voices to be heard.

What does good communication look like in the ~ SU?
¥' There should be a forum for open discussion.
¥' Volunteers are allowed to share successes and challenges.
¥' Diverse viewpoints are expressed and valued.
¥' Creative ideas are valued and executed when appropriated.

Let volunteers know what to expect from you and the service team members:
¥' Explain thoroughly the role of the SUM and the role of each team member.
¥' ldentify who the volunteer can go to for help if they have questions.
¥' Make sure all volunteers are appointed to a position and given a job description.
¥' Ensure each team member understands their role and job description.
¥' Make sure volunteers are recognized for their commitment to the organization.
¥' Discuss frequency/importance of SU team and SU meetings.
¥' Work and coach team members individually to help them achieve their assignments.

Be aware of the needs of volunteers

¥' Recognize what motivates volunteers (it's not the same for everyone)

¥' New volunteers may feel isolated or overwhelmed. Make sure the new leader consultant
is providing support.

¥' Experienced volunteers may be looking for new opportunities for sharing their leadership
skills. Encourage and help them to broaden their interests.

¥' Work with the Recognition Chair to provide recognition for volunteers on the SU and
council level.

Be available when you are needed
¥' Listen actively. Be present with the people you are talking with, and make every effort to
understand their perspective.
¥' Offer advice in a supportive manner
¥' If you don’'t know the answer, tell the volunteer you will find it and get back to them a.s.a.p.

Confront inappropriate behavior
¥' Address conflicts immediately - when presented by the troop consultant or among team
members.
¥' Contact your MM for guidance and support.
¥' Your role as SUM is to be impartial when presented with conflicts and be able to give and
handle constructive feedback.

1%’



Managing Your Service Unit Meetings

Set a schedule for the year for your Service Unit Meetings. SU Meetings can come in multiple
forms — a “business” style meeting, program training, networking opportunity, etc. Clearly
communicate the schedule in advance to leaders. Information that can be shared electronically
should be sent out after the meeting. Every SU meeting must offer a “take away” for leaders,
tangible or intangible. Everyone’s time is very limited and valuable. Be sure to plan every meeting
as an opportunity to share, educate and reward your volunteers.

Arrange for a meeting space:

¥||

¥||

¥||
¥||

School, church, community building or a

business with a large room.
Work with MM, SU team members and

volunteers for an agreed upon day & time.
Suggested meeting time is 1 to 1.5 hours
Arrange chairs/tables so everyone can see.

Work together to set the agenda:

Solicit topics to be discussed from team

members.

Determine best order of topics and how

much time is needed.

Conduct meetings in a efficient manner
with a defined timeline.

Work in partnership with the team. Assign
roles. Ensure assignments are clear and

reasonable in terms of time, skills, and
resources.

Ensure that team members are connected

with each other and are empowered to
make presentations and informed
decisions.

Call the meeting;

¥||

¥||

Use simplest method - mail, emalil, or

phone. Setting a standard date and time is

beneficial in establishing regular
attendance.

Make arrangement if equipment is needed
(newsprint, markers, laptop, screen etc.)
¥' Allot time for open floor discussions and

sharing of new ideas.

Set the climate:

¥||
¥||

¥||

¥||

Greet volunteers as they arrive.
Arrange with New Leader Consultant
for introduction of new volunteers
and/or troop leaders.

Make sure all necessary handouts are
present. The SU agenda is either
emailed or printed for all attendees.
Arrange for note-taker, if needed.

Conduct the meeting:

¥||

¥||

Start on time

Adhere to agenda

Guide discussion

Summarize the conclusions reached
Develop rapport

Don’t read to them

Keep it short

Speak clearly. Vary your speed/pitch,
don’t rush

Have other team members present,
involve the audience if possible

Use humor but avoid jokes

Smile, look at your audience and have
fun!

Follow up with notes/reminders/etc.
Notes should be shared with all troop
leaders, not just those in attendance.
Volunteers should not be penalized for
missing a meeting.

Volunteers should be well informed.

Remember: A successful meeting should
include: 1) team building, 2) skill building and
3) task completion.
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The PresidentOs Award

The President’s Award is a measurement tool to determine a SU’s health. The award recognizes
excellence in service unit team performance in three key areas: Membership, Volunteer Support,
and Program. When the criteria for the award is met, it will engage all volunteers and girls in the
service unit and help define the most important work to be done to accomplish goals, determine
responsibility amongst volunteers and provide a guide to helping the service unit stay on track in
achieving success. Use the President’s Award nomination form to set goals and objectives for
planning your membership year.

Assessing the Service Unit:
¥' Before beginning work with your team, please review the nomination form.
¥' Determine your strengths and challenges in implementing the plan.
¥' ldentify support you will need from your council support staff.

Implementing the Plan

To ensure eligibility of the President’s Award, communicate the goals and objectives with all
service unit volunteers in order to gain their support and commitment to carry out the work.
Introduce, at the first service unit meeting of the new membership year, each team member, and
identify their position and explain their role on the team.

How will you ensure that the goals and objectives are being acco  mplished and activities
are being implemented?
¥' Review plan quarterly to check on progress and meeting deadlines.
¥' Communication with the service team members should be on an on-going basis.
¥' Allow team members to report on the status of goals and objectives at team meetings.
Offer support and guidance as needed.
¥' Celebrate and recognize the success of plan achievements during your service unit
meetings.



Service Unit Assessment Guide:

Schedule a time with your membership manager to complete the assignment.

Service Unit # Membership Manager:

Volunteer Staffing: (Fill in names of current team members)

Troop Consultant: New Leader Consultant:
Event Consultant: Product Sales Manager:
Adult Recognition Chair: Opportunity Consultant:
Recruiter Name: School Assignment:

Other positions:
Title: Name:




A. STATE OF THE SERVICE UNIT

Number of schools in service unit:

Elementary: Middle/Jr. High: High Schools:
# of Troops/Groups: # of Girls:
Market Share: # of Adults:

Past Successes:

Concerns/challenges:

ORGANIZING THE SERVICE TEAM

List vacant positions on your service team.

Position Potential volunteer

What kind of help will you need to recruit your service team?

Recruit by date:




Service Unit Bank Accounts

GSKSMO requires each SU to have a checking account where all funds are passed through and
recorded; both incoming and outgoing. This account must be used solely in support of Girl Scout
program. SU checking accounts are to be established either at a community bank or through the
council with Bank of America. To determine the banking process for your SU, please reference the
Banking & Finance section of the council website (gsksmo.org/banking).

¥||

There must be at least 2 authorized signers , none of whom are related to each other, on
all service unit accounts. These signers may include, but are not limited to the SUM and/or
the SU Treasurer.

In the absence of a SU Treasurer and/or SUM, another SU Team member appointed by the
council may serve as an authorized signer.

All volunteers that handle money must be currently registered Girl Scout members and
have successfully completed the Volunteer Application process and Background Screening
prior to opening the bank account.

SU bank accounts and the funds therein are subject to being randomly audited by the Girl
Scouts of Northeast KS and Northwest MO as deemed necessary.

Opening a Service Unit Bank Account with a Local Bank

¥||

All bank accounts are titled in the name of Girl Scouts of NE KS & NW MO, Service
Unit#___, with a minimum of THREE authorized, unrelated signatures ( one must be a SU
team member).

The elected treasurer in teen troops can be one of the authorized signers. Only one
signatureis required on each check.

A Bank Account-General Information is submitted to your MM when the account is
established. This form needs to be updated as changes in signatures are made or annually.
Resolution/service charges: If your bank asks for a signed resolution, ask them for the
Resolution for Lodges, Schools and Other Unincorporated Groups. Complete it using your
SU’s meeting day and time as authorization. Include the number of signatures required.
Cross out the word “secretary” and write “troop/SU/day camp leader,” and sign and date
the form. Other requests for corporate resolutions should not be completed.

Service charges: Some banks waive or reduce service charges for Girl Scout groups. Check
with your bank when opening the account. Your SU team should be consulted for names of
banks waiving service charges.

Bank account information: According to banking and IRS regulations, every bank account
must havean identification number.

Printing SU checks: Print checks with Girl Scouts of NE KS & NW MO on the first line and
your SU# ___ or day camp SU # on the second line. Do not put a mailing address on the
checks. The bank will ask you for a mailing address for their records-supply your home
address. Addresses on checks complicate changes in bank account leadership. Some
banks ask for additional information. If you need assistance, contact your council
membership staff.



OPENING a Service Unit Bank of America Account

¥' Opening an account with the new BOA card program can only be done through the council.

¥' Volunteers will not be able to go directly to Bank of America and participate in the program.

¥' Each signer is required to complete a Bank of America Account Identification Form (a
separate form for each signer)

¥' Each signer is required to complete a Financial Agreement form (a separate form for each
signer)

¥' All forms are to be submitted directly to the council banking manager at 816-358-5714 or
customercare@gsksmo.org. The council banking manager will process completed
paperwork and submit it to Bank of America.

Procedures:

¥' Reimbursement from SU accounts should be only made with appropriate supporting
documentation.

¥' The Annual SU Financial Report, accompanied by a copy of the May 31st banking
statement, must be submitted to the council membership staff by June 1st. Ensure that
the SUM has reviewed and approved. These reports are reviewed by SU Treasurers, SUMs,
and/or council staff.

¥' The SU exists to support troop/group programming. In order to cover related
administrative costs and create opportunities for inter-troop/group activities, SUs will need
to develop an operating budget. This budget will reflect anticipated income and expenses
for the upcoming GS year.

¥' All bank statements, check registers, and supporting documentation (receipts, invoices,
canceled checks, etc.) must be maintained for seven (7) years by the SU Treasurer or SUM.

¥' When a SU splits and joins bordering units, the SU funds are to be proportionally
transferred to the new SUs. Please see your MM in order to calculate this transaction.

Managing the Service Unit Account

The SUM or SU Treasurer is responsible for coordinating deposits, expenditures, and financial
reporting for and to the SU. Since the money belongs to the “service unit,” it is important that
the management of funds is transparent for the volunteers as well as the council.

Purchasing supplies and requesting reimbursements correctly for service units is an essential part
of managing your bank account. Follow these guidelines to keep the process easy:

Purchases
Whenever possible, purchase supplies, equipment, goods, and services with the SU debit card. Use
the Sales Tax Exempt form for all purchases.

It is also important to only use the service unit bank account for appropriate SU expenses.
¥' Supplies, equipment, goods, and services purchased for service unit use (become property
of the SU and must be included in the service unit inventory).
¥' SU events and field trips.
¥' Volunteer recognitions (i.e. Leader recognitions, etc.).
¥' Purchase of food for SU meetings.
¥' Do not mingle this account with any other Girl Scout or personal accounts.
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Reimburs ements :

If a volunteer or individual troop/group requires reimbursement for a pre-approved purchase
and/or event expenses, requests need be submitted within 2 weeks of purchase or event
completion and must be accompanied by a detailed receipt. To maintain good financial
management, strict adherence to the two week timeframe is suggested. No reimbursements are
to be given without detailed receipts.

Cash:

An ATM withdrawal receipt does not qualify as a receipt for reimbursement or justification for SU
purchases. All purchases made with cash require detailed receipts of the goods and services
purchased.

Debit Cards :

¥' Each service unit may obtain one debit card to be used for payments. The card is for
official Girl Scout business only.

¥' Debit cards should only be issued to currently registered SUMs or SU Treasurers that have
completed the application process and have had a successful background screening.

¥' The cardholder is responsible for obtaining purchase receipts, securing the card, and is
legally responsible for the transactions posted to the card.

¥' Debit card expenditures should be reconciled monthly to ensure that there are no
unauthorized expenditures to the account.

¥' Inappropriate debit card usage will result in forfeiture of the debit card privilege.

¥' Credit cards will not be authorized since borrowing money is not allowed for service unit
accounts.

Online Banking :
Online banking is authorized on SU bank accounts to view account balances, download transaction
history, and print copies of checks and statements.

Online access to your Bank of America account can be found at:
https://www.bankofamerica.com/deposits/commercial-prepaid-card.go

Handlin g Troop Funds and Supplies When Changing Leadership:

1." If new leadership has been recruited, the SU Troop Consultant should work with the retiring
leader in transferring all supplies, financial records and bank account information and
materials to the new leader. Signatures on the bank account will need to be changed over
to the new leader.

2." If new leadership has not been recruited and the troop is continuing, supplies should be
stored by the SU Troop Consultant. Financial records and bank account information are to
be held by the SU Troop Consultant, SUM or MM until leadership is recruited.

Disbanded Troop:
A troop is considered disbanded when either new leadership cannot be recruited or girls and troop
leaders no longer want to continue. If a troop disbands, supplies may be given to the SU Troop



Consultant to be distributed to other Girl Scout troops.
¥' The troop bank account should be closed, and a Troop Finance Report should be submitted
to the SUSM/MM. Any money remaining in the account before closure should be
forwarded to theSUSM/ MM, along with the Disbanded or Merged Troop Report.
¥' All blank checks and/or debit card should be returned to the MM to be destroyed.
¥' The council registrar should be notified that the troop number is available for
reassignment.

Guidelines for Handling Discrepancies in Troop Funds:

At the time of appointment, a Girl Scout troop leader should be told that she or her designated
representative is the manager of troop funds. The troop leader is ultimately responsible to
GSKSMO for any monies collected in the name of Girl Scouts. Such monies are to be used only by
the troop for troop activities.

If a troop leader fails to maintain records and prepare financial reports, the Troop Consultant, the
SUM or MM should review the situation with that troop leader and try to reconcile the problem.
The following are guidelines applicable to more serious situations:

A. Inaccessible Troop Accounts:
If a troop leader has moved unexpectedly, the Troop Consultant must notify the MM, who
will then contact the bank to find out the status of the troop account, remove the leader’s
name from the account and document any findings in regards to the account.

B. Misappropriation of Troop Funds
If it is suspected or established that there has been a misappropriation of funds, follow
these steps:
1" Contact the MM immediately.
2." Collect all reports or records and document any findings.
3." The SU should not use service unit funds to cover a deficit.
4" if misappropriation is proven, the Troop Leader will immediately be dismissed.

Protect Yourself!

There are some best practices that the SUM or SU Treasurer should do in order to maintain transparent
financial record keeping.
¥' Keep receipts for all expenditures.
¥' Ensure all signers on the account(s) are aware of financial transactions not just the primary
checkbook holder.
¥' Review account status regularly with all signers to ensure compliance with GSKSMO policies and
procedures. Report any discrepancies to your MM.
¥' Report on SU finances at monthly volunteer meetings. SU monies support your area’s girland adult
activities as well as cover administrative expenses. Local volunteers should know how much the SU
has and how it has been spent.
¥' Expenditures should be voted on, when possible, by the SU.

For additional SU banking info, please call 816-759-3000 or email customercare@gsksmo.org
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Girl Scout Programs and Events

The National Program Portfolio

The National Program Portfolio has two main parts — the National Leadership Journeys and

The Girl's Guide to Girl Scouting. Complemented by the Girl Scout Cookie program, Travel

and Highest Awards, the National Program Portfolio is designed to help girls develop as leaders
and build confidence by learning new skills. It also ensures that Girl Scouts at every level are
sharing a powerful, national experience— girls together changing the world!

The SU Troop Consultant: SUTC will work with leaders in managing the National Program in their
troops and through planning special events.

There are seven (7) different Leadership Journeys series:

1" It's Your Story, Tell it 5. Computer Science: Think Like a Programmer
2." It's Your World, Change it 6. Engineering: Think Like a Engineer

3." It's Your Planet, Love it 7. Outdoor STEM: Think Like a Citizen Scientist
4." Outdoor

Each series has separate books and awards for each grade level and a corresponding adult guide.

The Girl's Guide to Girl Scouting is where girls (and adults) can find exciting new badges,
information on bridging and Bronze/Silver/Gold Awards, Girl Scout history, tradition and much
more!

Leaders should check out the Journey Maps and online resources for everything they need to
know to plan their Girl Scout year and tips on using the Journeys and The Girl's Guide to Girl
Scouting together!

Council Programs
Girl Scouts of NE KS & NW MO has a wide variety of programs that enrich girls’ experiences in Girl

Scouting. Programs are listed on the council website (gsksmo.org/activities) and are updated
regularly. Troop leaders are also informed of special programs and promotions via email updates.

Divided by grade level, the Activities Calendar feature on the council website
(gsksmo.org/calendar) is a great resource for finding activities.

¥' STEM

¥' Community Partners (Event)
¥' Highest Awards

¥' Training

¥' Council Event



Service Unit Programs and Events

As a part of your annual plan, each service unit will plan programs for girls and sometimes families
in your area (service projects, grade-level events, Journey program events or recognitions). SU
Events Consultants oversee all events and activities planned for adherence to safety checkpoints,
standards of good programming, and for attention to the GSLE. The SU Events Consultant may
recruit event planning volunteers to manage different programs and activities.

SU programs help girls see beyond the troop and connect with other girls and adults in their
communities. Many SU host summer day camps in addition to year-round events and activities.
Training, forms and other programmatic support is offered by the council for summer programs
(day camp).



Council Resources on the Web

gsksmo.org

The council website is your portal to many resources for girls and adults. This is a great place to
find the council’'s calendar of activities for girls by grade level, training opportunities for adults,
camping opportunities for SU, troops, girls and families, and on-line shopping. The following
resources are located on the council website and are available for all volunteers.

Documents:

Volunteer Essentials

Volunteer Essentials is a reference for volunteers to use as needed. When you have a question,
simply look up the topic in the Table of Contents, and you'll find your answer. Think of Volunteer
Essentials as your encyclopedia to Girl Scout volunteering. It's there when you need it. However,
rest assured, there’s no need for you to read the entire book today.

Safety Activity Checkpoints (Engli sh and Spanish)

Nothing is more important within Girl Scouting than ensuring the health and safety of girls. Health
and safety extend to developing safety consciousness in girls and adults, as well as training staff,
volunteers, and girls to ensure proper supervision, prevention of accidents and incidents, and
maintenance of program resources.

Safety Activity Checkpoints are in-depth safety information and tips that adult volunteers use for
Girl Scout sports and activities; girls can also use these checkpoints to ready their group for a girl-
led activity.

Forms and Resources:

Troop Leader Central

Troop Leader Central is the on-line information hub for troop leaders. It contains information for
new leaders and experienced ones, like “Managing Your Troop”, “Frequently Used Forms “and
many other resources to support troop needs. The forms are available in Adobe Acrobat format
for volunteers to download, print and distribute as needed. Troop Leader Central quick link:
gsksmo.org/troopleader or go to the “Forms and Resources” tab and then Troop Leader Central

Equipment Rental

Council has items available for rental. These items include bridges and flags as well as resources
to supplement programs or outdoor experiences. ltems can be reserved up to 2 weeks at a time.
(Bridges, flags and marketing materials have a 5-day limit and cookie costumes have a 4-day limit).
There is a $5 rental fee for every set (set of flags or cookie costumes) or item checked out. This
fee will help the council maintain and replace the equipment as needed. It is the responsibly of the
person checking out the item(s) to clean all items, replace lost or damaged equipment, and pay a
late fee of $1 per day for items not returned on the agreed upon date (cookie costumes have a
$5/day late fee). All fees incurred will be billed to the person who checked out the item(s). Due to
the cost of GPS units, there is a $10 rental fee for a set of 10 units.
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Brand Center
Using the Girl Scout Brand:

1"

2."

Recruitment Materials - Each year, the council develops a consistent girl and adult
volunteer recruitment campaign including flyer, postcard, and poster templates and
messaging. If you need materials of this nature please contact your membership manager.
Day Camp Flyers - The council has a standard day camp flyer template for your use.
Download the flyer request by visiting the day camp section on the website.

SU and troop activity/event flyers — service unit and troop volunteers are welcome to
create their own flyers using the templates provided on the flyer template page. Brand
guidelines and logo downloads are also available online.

T-Shirts, patches and other branded Items —please remember that you must go to a Girl
Scout licensed vendor to have any materials produced. Don’t forget you must use the
proper council logo. To begin these processes you must talk to your MM or email
prdept@girlscoutsksmo.org.

Don’t forget to check out our great selection at the council shop! You might just find what
you’re looking for there.




Volunteer Management Procedures

Volunteer Recruitment

Girl Scouts of NE Kansas & NW Missouri (GSKSMO) makes every effort to ensure the Girl Scout
Movement continues forward, that all members have an equal opportunity to participate and to
ensure appropriate adult leadership is available for the girl members. GSKSMO focuses on
recruiting and retaining membership that is reflective of the diversity of the communities it serves,
from a variety of sources and through different participation pathways.

Diversity/Inclusion

GSKSMO respects, values, embraces, and celebrates differences. We welcome girls and adults
from every race, ethnic, religious, and socio-economic group as well as those with mental and
physical disabilities, to participate in Girl Scouting.

Volunteer Placement

Effective screening of prospective volunteers allows candidates to be matched with the position
that best meets their skills, interests and schedule. The screening process begins with an interview
with a SU Recruiter or council membership staff, the submission of a completed and passing a
criminal background check, volunteer placement decision and volunteer appointment notification.
Operational volunteers are appointed for a term not to exceed one year. Every attempt will be
made to place volunteers in positions that meet their needs, the needs of the SU and troops and
the needs of the council.

In instances when an individual is not appointed, the judgment of the council, based on
established criteria, will take precedence. Individuals not placed in a position for which they
applied may be considered for other positions. The council reserves the right to decline
appointment approval if information received through the screening process indicates
qualifications are not suitable for the position.

¥' Background checks may include but are not limited to: county, state and federal criminal
records, driving violations and state and federal sex offender registries. Background checks
are conducted every three years as long as the volunteer remains active.

¥' Consent: No line of investigation will be launched without the full knowledge and informed
consent of the current or prospective volunteer. Written consent will be disclosed and
provided on volunteer application and provided on Assurint volunteer background check
portal.

Confidentiality

To ensure privacy, social security number and date of birth are submitted online by individuals.
Any information collected from any source in the screening protocol will be considered strictly
Confidential and protected thoroughly by Girl Scout policies and procedure that define storage,
accessibility, and disposal.

In accordance to Federal Credit Reporting Agency (FCRA) guidelines, if there are any criminal
records found during the search, the applicant must be provided with notification that the
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organization that requested this action has received their results. Our provider, Assurint, will send
this notification directly to the volunteer services department who will notify applicant if this
situation applies. Prospective volunteers who do not complete a volunteer application and criminal
background check will not be placed in a volunteer position or allowed to participate in Girl Scout
activities.

Appointment/Re -appointment Criteria

Girl Scouts of Northeast Kansas & Northwest Missouri appoints/re-appoints a volunteer based on
the successful completion of position accountabilities, established goals and meeting the overall
criteria for appointment/ reappointment. This assessment is done every year.

¥' Girl Scout membership registration — not required for all volunteer positions — see website
for current list

¥' Acceptance and support for the Girl Scout Promise and Law

¥' Approved Criminal Background Check (conducted every 3 years)

¥' Compliance with taking volunteer position training

¥' Submission of a Troop/Group Financial Report and matching bank statement

¥' Agreement to fulfill the responsibilities of the volunteer position

¥' Satisfactory performance overall

Girl Scout Leadership Requirements:

Adult volunteers in leadership positions must be at least 18 years of age. Each grade level must
have at least two adult leaders. Because the female role model is essential to fulfilling the purpose
of Girl Scouting, at least one member of the leadership team must be an adult female. During all
troop meetings and related small-group activities, the leaders or other responsible, approved must
be present, and at least one of these must be an adult female not related to the other adults.

Required Trainings
¥' Council New Leader Training (Bilingual and Spanish training available - contact your MM for
more information)
¥' Service Unit Orientation
¥' Additional training is required based on program activity. Consult council website for
further listings.

Adult Recognition

Adult Recognition at the SU level: As April is designated nationally as “Volunteer Appreciation
Month”, it is suggested that SU ceremonies be held in April, if possible. SUs are responsible for
planning their individual events including: securing dates/times, locations, invitations, and
providing refreshments. Awards can be purchased at the council shop. Please allow at least 60
days after placing your order for the awards to arrive at the shop.

Adult recognition at the council level: Award ceremonies are held annually. The date, location,
registration instructions, and nomination forms for council recognitions will be announced on the
website in the “Volunteer” section and under “Adult Recognition”. Nomination forms can be found
at gsksmo.org/forms.




Conflict Resolution

In this section, we will provide some tools for you that, at best, will be useful in preventing serious
conflict, and, at worst, will give you council’s policies on conflict resolutions and releasing
volunteers.

Defining Conflict
Defining conflict and understanding why it occurs is the first step to preventing it or learning how
to handle it. Some typical definitions or types of conflict include:

¥' Differences of opinion ¥' Fighting with one another
¥' Disagreements on how to handle issues ¥' Atest or challenge to power or position
¥' Complaints about performance or ¥' A threat out of our control

direction ¥' Communication breakdowns

¥' Financial disagreements
¥' Criticism of behaviors or attitudes
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Conflict Management Behaviors
The following behaviors can be useful in helping you effectively deal with conflict:

Use OIO statements.Let the other party know how you feel when the conflict is occurring, as well
as your reaction to the conflict. Also let the other person know which of your rights you feel is
being ignored in the conflict.

Example: “I don’t like it when you don’t follow through on your assigned tasks. It makes it difficult
for me to do my job, if yours isn’t getting done. This behavior is not considerate to me or my time.”

Be assertive, not aggressive. Speak about your feelings and your reactions. Keep the
statements focused on how you are behaving, thinking and feeling rather than on how the other is
acting. Try to take the emotions out of it and focus on the issue or behavior that has caused the
conflict.

Speak calmly, coolly and rationally.  In this way you will be listened to, and you will be able to
maintain better control of yourself. Otherwise, the other person may take on a defensive attitude.

Avoid blaming. This will keep the communication flow going. It encourages understanding and
empathy. It recognizes that for a conflict to exist there must be at least 2 parties who are
adversely affected by the conflict.

Create an atmosphere of cooperation.  In an attempt to create an environment of cooperation
after a conflict, all parties involved must feel that they are being listened to and understood; that
their rights are being respected. They must have a desire to work things out, and they must be
committed to the process of working through the problems.

Show respect for yourself and others.  You will gain more in resolving a conflict by showing
respect, than by showing disrespect. If you are on the receiving end of disrespect, remove yourself
from the situation as soon as possible. When things have cooled down, resume the discussion in a
more respectful manner.

Conflict Resolution Process:

A conflict exists when involved parties cannot reconcile opposing points of view. The conflict
resolution process may result when the disagreement leads to a feeling of unjust treatment. In the
event of a grievance or conflict, volunteers are encouraged to utilize the council support
procedures.

An informal discussion with a volunteer staff supervisor or paid staff supervisor (whichever is
applicable) is the first step in resolving any conflict or grievance.

If the problem is not resolved, the volunteer may formally discuss the situation with the Regional
Director Or her/his designee. The Regional Director or her/his designee, within (10) ten days, or as
soon as practical, will deliver a written recommendation to the affected parties.

If the resolution is unsatisfactory, the volunteer may formally provide the Chief Operating Officer
with a detailed written description of the problem along with the written responses from the



Regional Director. The VP will schedule a meeting with the affected party within (15) days or as
soon as practical. The VP or her/ his designee, within (10) ten working days after the interview, or
as soon as practical, will deliver a written recommendation to the affected parties.

Any decision rendered by the VP will be regarded as final and binding and no further appeal will
be available.

Volunteer Job Release :
Prior to releasing a volunteer from a position with Girl Scouts of NE Kansas & NW Missouri, the
following practices will be observed, where practical:

¥' A thorough review of job performance based on observable and documented information.

¥' Review of records of attendance and participation in formal and informal training sessions.

¥' A personal interview with the volunteer at the earliest opportunity; the volunteer will be
told of the specific performance area(s) that is not satisfactory.

In cases of unsatisfactory performance, efforts will be made to help the volunteer achieve
satisfactory job performance within a specific time period.

If a satisfactory level of job performance is not achieved within the designated time period, official
notice of release from the volunteer position will be communicated to the volunteer.

Inform all volunteers that release from a volunteer position does not cancel membership in Girl
Scouts.

All circumstances, including all written documentation and communication concerning release
from a volunteer position, are strictly confidential and shall be protected.

The council reserves the right to release any volunteer immediately where the health, safety or
welfare of girl members or other volunteers is endangered.

Service Unit Team Position Descriptions
All service unit team position descriptions can be found online at gsksmo.org/training (under
“Service Unit Position Training.”)
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When she’'s a Girl Scout, she’s also a

G.IR.L.

go-getter / innovator / risk-taker / leader

& POWERED BY GIRL SCOUTS

Go-getter

She’s bold, honest, and determined to succeed. Goal

oriented and ambitious, she’s also a life-long learner who
o believes no challenge is too difficult!

Innovator
Thinking outside the box is her specialty, so she’s always

& looking for a creative way to take action. She definitely knows
how to get things done.

Risk-taker

Courageous and strong, she’s keen to try new things and to
@  embrace the unfamiliar. She’s ready to step up and break the
mold if that’s what it takes.

Leader

She’s confident, responsible, and committed to changing the
® world for the better—and she’s happiest when others join her
in taking the lead!

These are the traits that define girls of courage, confidence, and character, who make the
world a better place. This is the Girl Scout DNA. It’s part of your DNA too—no matter your
age, gender, or background!

Thank you for helping to grow G.I.R.L.s (Go-
getters, Innovators, Risk-takers, Leaders)™!
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