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river vaIIeys Service Unit Registrar Self Study

Spring 2011

Service unit registrar training prepares you to work within ygmuvice-unit team to register girl and
adult members and carry out registrar tasks in an eféentanner.

Materials

In order to work through the activities in this self stughy will need a:
Pencil or pen
River Valleys Council Reference Gui¢evailable at www.girlscoutsrv.org)
River Valleys Online Registration User Guide (availeddlevww.girlscoutsrv.org)

Objectives
After completing this self study, you will be able to:
Describe the role of a registrar
Identify the service-unit and River Valleys team memlbeeslable to help with the
registration process
Explain key GSUSA registration policies for leaders
Outline River Valleys and GSUSA timelines for registrati
Explain the process for filling out and submitting registm paperwork
Explain the capabilities of online membership registration
Demonstrate the process for online membership registration

Completion
Throughout this self study, there will Recking Inquestions for your use only. These do not need
to be turned in.

Complete and return this page of the self study—alongthelevaluation on the last page—to
record your completion of this registrar training. Retiomms to:

Girl Scouts of Minnesota and Wisconsin River Valleys
Brooklyn Center Service Center

5601 Brooklyn Blvd.

Brooklyn Center, MN 55429

Attention: Adult Development Department

Signature Date

Name

Address

City State Zip

Phone (home)

Service Unit
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GSUSA: Who We Are

Girl Scouts of the USA (GSUSA) is the preeminent leddprdevelopment organization for girls.
Girl Scouts’ membership has grown to 3.7 million membeyddwide. We have knowledge about
girls’ growth and development and we speak with a stratigmal voice on girls’ issues.

The Girl Scout Mission
We have a proud history of diversity, partnership, and conityservice. Our Girl Scout Mission
clearly defines our purpose:

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

The Girl Scout Promise
The Girl Scout Promise is the way Girl Scouts agresct@very day toward each other and the
people around them. The Promise helps guide decisions amisaa$ you work with girls.

On my honor, | will try:
To serve God* and my country,
To help people at all times,
And to live by the Girl Scout Law.

* Girl Scouts makes no attempt to define or interfiretword God in

the Girl Scout Promise. We look to individual mershie establish for
themselves the nature of their spiritual beliefheWwmaking the Girl Scout
Promise, individuals may substitute wording appiafe to their own
spiritual beliefs for the word God.

The Girl Scout Law
The Girl Scout Law outlines a way to treat each o#imel the environment. The Girl Scout Law lies
at the root of everything girls do in Girl Scouting.

| will do my best to be
honest and fair,
friendly and helpful,
considerate and caring,
courageous and strong, and
responsible for what | 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.
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Checking In: How will I, as a service unit registrar, support thel Geout Mission,
Promise, and Law?

Girl Scout Leadership Experience

Girl Scouts use the Girl Scout Leadership Experiencheatamework for all activities and
programming in Girl Scouting. The Girl Scout Leadership Bepee model helps us picture how
this is carried out.

FOCUS OF
GIRL SCOUT
ACTIVITIES

Discover
Connect
Take Action

15 SHORT-TERM
AND INTERMEDIATE

OUTCOMES

Girls gain specific

knowledge, skills,
GIRL SCOUT attitudes, b_ehawors,
PROCESSES and values in

Girl Led Girl Scouting.

Learning by Doing
Cooperative Learning
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Three keys to leadership

The Girl Scout program has specific outcomes that @asedon three keys to leadershigiseover,
connect, and take actio@utcomes of this model describe the benefits girls trmough their
participation in activities. As girls venture through leatip experiences, adults will be able to see
the outcomes, or benefits, the girls have achieved.

Discover

Girls develop a strong sense of self.
Girls develop positive values.

Girls gain practical life skills.

Girls seek challenges in the world.
Girls develop critical thinking.

Connect

Girls develop healthy relationships.

Girls promote cooperation and team building.

Girls resolve conflicts.

Girls advance diversity in a multicultural world.

Girls connect to their communities—locally and gloyall

Take Action

Girls identify community needs.

Girls become resourceful problem solvers.

Girls advocate for themselves and others—Ilocally doidadly.
Girls educate and inspire others to act.

Girls feel empowered to make a difference in the world.

Transforming Leadershi@SUSA
Available at www.girlscoutsrv.org

Checking In: What are the three keys to leadership and how do they tinfzaGirl
Scout Leadership Experience?

1. 2. 3.
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Girl Scout Membership

Girl Scouts is a member organization

A $12 annual membership fee is sent directly to GSUSA. Trdegisle whether to collect
additional dues. Dues should be determined by the actiamigsnoney earning projects planned
for the year. Buying Girl Scout uniforms (sash, vest,) &nd books are strongly encouraged as
they are important tools that enhance the Girl Scaag@m. Financial assistance is available from
River Valleys to help offset costs, such as dues, sagss/books, or the GSUSA membership
fee.

Membership as a Girl Scout
Membership is granted to any girl who accepts the GiruSBoomise and Law and has paid annual
membership dues. Financial assistance is available uporsteReagistered Girl Scout benefits
include:
Affiliation with the Girl Scouts of the USA
Individual supplemental insurance coverage while engagingrirsGut activities
Affiliation with the World Association of Girl Guideand Girl Scouts (WAGGGS)

Membership as a Girl Scout adult
Membership is granted to any adult who accepts the priscgpld beliefs of the Girl Scouts of the
USA, has paid annual or lifetime membership dues, and ngetisadble membership standards.

Grants for girls and adults

Girl Scouting is open to all girls and adults regardld¢gkeir ability to pay. To encourage
participation, Girl Scouts of Minnesota and Wisconsin Rwalteys budgets money to aid girls and
adults who need financial assistance to participatarirSGouting. This budget is funded through
the annual Girl Scout Cookie Program Activity, the Fatidirct Program, the annual Family
Fundraising Campaign, The United Way, contributions, anddxs. No application is needed to
apply for a grant for annual membership dues—simply fillthatapplicable information on the
membership registration form when registering as a merfdrants are also available for council-
sponsored program materials and events. Visit GirlSBMutag for details and application
instructions.

Checking In: What are the Girl Scout membership grade levels? Use the
Council Reference Guide fill in these blanks:

Program Grade Level Grade in School
Girl Scout Daisy ,

Girl Scout Brownie ,

Girl Scout Junior ,

Girl Scout Cadette , ,
Girl Scout Senior ,

Girl Scout Ambassador ,
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Girl Scout Pathways for Girls: Getting Started in the Girl Scout Program

Girl Scout Pathways are the flexible ways girls pgréite in Girl Scouts. Girls can choose which
pathways they want to participate in each single ydany girls join a troop to share their Girl
Scouting experience with others. Some join to attenthser camp, explore the outdoors, and
increase their comfort outside. And other girls may pigdie in an event, experience a travel
adventure, or develop a special interest. Every way axpériences Girl Scouting is a pathway.

Please noteThe online girl member registration form offers aiety of pathways. It should be
noted that girls participating in a troop or as a Julidttailsl select “troop” under Pathway of Entry
and areas of interest for this year’s online registratRiver Valleys is piloting and will be
developing support and member options for the other GilitSzathways this year.

TQoo‘o

Troops: Girls participate in a series of leadership prograiitis the same group of girls over
the course of the program year.

* Girls who wish to join Girl Scouts independent of a yaoay register individually as
Juliette Girl Scouts.

Camp: Girls participate in day or resident camps with aifoan the outdoors and/or
environmental education.

Travel/destinations Girls plan, earn money, prepare, and participategional, national, and
international trips.

Events Girls participate in council-sponsored program eventsinbatest them, including
robotics, horseback riding, sporting events, exercisenande studies).

Special interest Girls participate in a series of programs with theesgnoup of girls and
relating to a specific theme or purpose. (For exampigr-adventure teen group, swim team,
completion of the “It's Your World—Change It!” Journeyeay a six-week period.)

Online/Virtual : Girls participate in interactive, high-quality prograniinaties in a safe, secure
online environment, supplemented by live events.
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Girl Scout Pathways for Adults

Girl Scout pathways for adults create consistent,ldlexishort- and long-term, direct service
(contact with girls), and indirect service (behind-therss) volunteer opportunities. Pathways
match a volunteer’s interests and competencies wiianizational needs and volunteer positions to
enrich the volunteer’s experience.

Direct service to girls—Facilitate the delivery of the Girl Scout Leadership Epee from a
variety of volunteer positions (leaders, counselorg,laaders, event chaperones, drivers).

Indirect service to girls—Support girls behind the scenes as a strategic thinker, isthaiar,
interest-, skill-, or project-based volunteer (boardniers, school organizers, facilitators,
delegates, national operations volunteers).

Alumnae—Reconnect with other alumnae, attend events, participaocial networking
groups, stay informed about the organization, advocaterfasgiies, and donate funds to
support River Valleys and the Girl Scout Mission.

Parents/Guardians/Families—Keep informed on girl trends and youth development, attend
events, connect with other parents/guardians/familiegcade for girl issues, and donate funds
to support River Valleys and the Girl Scout Mission.

Girl Scouts is a volunteer organization

Girl Scouting would not be possible without the help otidands of caring volunteers. River
Valleys currently has approximately 18,000 adult voluntéérere are many volunteer positions
available—some with short-term commitments of a f@urs or weeks, and others with a longer
commitment of up to one year. Volunteers receive tngiaind support services from River Valleys
and from other volunteers in the area.

What is the process of becoming a Girl Scout troop leadeldterested volunteers complete a
membership registration form, volunteer application, @midhe background check. A troop leader
completes the GSUSA Online Volunteer Orientationt Baart Meeting for New Leaders (one
leader per troop), and Leadership Essentials. The troopnedl by planning and holding an
organizational meeting of parents/guardians. Leaderdeetfie girls with the help of their service
unit registrar. (Refer to page 21 of this self study forGle¢ting Started for New Leaders form.)

What does adult leadership look like in a Girl Scout troop?

Troops are led by at least two unrelated volunteer leadér®ugh female role models are
essential for carrying out the purpose of Girl Scoutingn ere welcome to volunteer as a troop
leader. Girl Scouts requires that at least one ofrtdogpts leaders must be an adult female not
related to the other adults. Troops decide upon their ngesthedule (weekly, every two weeks, or
monthly.), their meeting location (schools, parks, gdaaf worship, community centers), and their
meeting time (after school, evenings, or weekends). Tragprmed based on grade level.
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Girl Scouts of Minnesota and Wisconsin River Valleys
Council Jurisdiction Map

*See theCouncil Reference Guider detailed descriptions of service centers, camgbpargram
facilities.

A River Valleys camp )
Is less than three hours werrtocamo
fromhome

WHISPERING HILLS

(@) WoRTHINGTON

In partnership with 18,000 adult volunteers, the Girl ScotiMinnesota and Wisconsin River
Valleys helps more than 45,000 girls—in all or portiond®tounties in southern Minnesota and
western Wisconsin—discover new abilities, connect wet friends, and take action to improve
their communities. Girl Scouts is the world’s preemirleatiership development organization,
building girls of courage, confidence, and character wakenthe world a better place.
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Welcome to the Service Unit Team

River Valleys is divided into geographic areas calledisemynits. The service team is a group of
volunteers who help coordinate and support leaders irveseinit area. (Note: Not all service
units have all positions and some have additional pasitiot listed here.)

The name of youservice unitis:

Your membership specialiscouncil contact) is:

Name:
Phone:
Position Name Contact Info Description
Service Unit Phone: In partnership with Girl
Manager E-mail: Scout membership staff,
(SUM) a SUM provides
leadership, direction, and
support to volunteers.

Service Unit (SU) Phone: Recruits girls/volunteers

Organizer/ E-mail: and organizes troops.

Recruiter

Service Unit Phone: Ensures girls and

Registrar E-mail: volunteers are registered.

Service Unit Phone: Manages service unit

Treasurer E-mail: funds and guides leaders
in proper financial
management.

Service Unit Phone: Provides troop assistange

Fast Start Coach E-mail: for new leaders.

Service Unit Phone: Provides

Resource E-mail: support/information to

Coordinator troop leaders regarding
programming.

Service Unit Phone: Coordinates the Fall

Product Sales E-mail: Product Program and

Manager Cookie Program Activity
at the service unit level.

Each service unit has a leader meeting approximately ommnth to share updated information
from River Valleys, provide enrichment training, plan sexwiait activities, and offer help in areas
where adult volunteers may need assistance. Eachdhoaiid try to have at least one adult present.
Your service unit leader meetings are held on/at:

Day: Location: Time:
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girl scouts

0

of minnesota
and wisconsin

Service Unit Registrar

river Va“eyS Volunteer Position Description

Reports to:  Service Unit Manager

Term:

One year, with reappointment

Purpose: To ensure the success of the Girl Scouts’ registratioocess by performing the tasks

needed to collect and process both the girl and adult brmaumabership
registrations.

RESPONSIBILITIES:

1.

wn

©o~NOo A

Distribute member registration forms to both current andgective members within the
assigned area and instruct individuals on the correnplation of the forms.

Distribute GSUSA ID cards to troops (if provided by GSUSA).

Work with the local volunteer organizer/recruiter fegistering girl and adult members at
recruitment events.

Collect and verify membership registration forms, tugrtimem into the service center.
Contact girls and/or adults who have not re-registendd®@irl Scouts.

Follow up on all late forming troops and additional girletsure they are registered.
Coordinate early registration for assigned area(s).

Work with the service unit cookie manager to ensure ad gelling Girl Scout cookies
are/or become registered members (cookie audit).

Participate as an active member of the service uanih tey attending regular service unit
team and leader meetings, and participating in the creatithe annual service unit plan
of work.

10. Complete volunteer position training within required tifreame.
11.Communicate recruitment progress to service unit team aved Ralleys’ staff members.
12. Support and promote The Girl Scout Leadership Experience:dndgssentials at the

service unit and troop levels.

13.Follow all GSUSA and River Valleys’ policies, standaraisg procedures.
14.Promote and support River Valleys’ Family Fundraising @aign, Fall Product Program,

and Cookie Program Activity in relationship to your voket position.

QUALIFICATIONS:

1. Currently registered adult member of GSUSA.

2. Willing to fully participate in volunteer application ardreening process.

3. Practice welcoming and inclusive behavior toward peopld afas, races, religions,
cultures, abilities, sexual orientation, gender, educati@and economic backgrounds.

4. Committed to speak and act in a manner consistent atlsirl Scout Mission, Promise,
and Law.

5. Demonstrate excellent group and interpersonal communicskith

6. Ability to organize materials and accurately maintairords.
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BENEFITS:

1.
2.
3.

4.
5.

Help girls and volunteers become confident leaders wswoder, connect, and take
action in their community.

Receive limited accident coverage while carrying out Gidu# responsibilities as a
member of GSUSA.

Share your knowledge, experience, and skills with girts\alunteers.

Gain and develop skills for personal and professional @row

Receive training in areas of responsibility, plus contisulearning opportunities.

RIVER VALLEYS’ RESPONSIBILITIES TO OUR VOLUNTEERS:

1. Strive to match your skills and talents with an appré@n@lunteer position.

2. Provide a volunteer position description and orientatttoyour position, River Valleys,
and GSUSA.

3. Provide position-specific training when required and docunwdein completed.

4. Provide an extensive network of resources, contaatspeogramming ideas, and ensure
services, materials, and resources are available @edsilcle.

5. Provide current information on upcoming events and actvitieough newsletters,
meetings, and online resources.

6. Provide ongoing support, guidance, evaluation, and recognitipounfvolunteer service.
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Checking In: Service Unit Registrar Skills Assessment

After reading River Valleys service unit registrar positdescription, fill out the following skills
assessment. This will give you a chance to see whittieafuties you feel most comfortable with
and which ones require additional assistance from youicseunit manager or membership
specialist.

This checklist is a tool to encourage your developmeatsasvice unit registrar. Check the column
that best describes your current knowledge in the &kiltsvledge areas needed to function
optimally in the registrar position.

Service Unit Registrar Readiness Checklist Know Know Need to
Well | Somewhat | Learn

Planning and technology skills

| use time effectively and respond well to deadlines.
| am able to manage detail work.

| have good math and computation skills.

| use technology to process information and
maintain records.

Communication/presentation skills

| communicate well with adults.

| present information clearly and concisely.

| print legibly.

People skills

| am able to guide others in proper registration procedures.
| am capable of working on a team and respecting the
opinions, suggestions, and differences in others.
Public relations/marketing skills

| am able to explain the value of volunteer work.

| am able to communicate to any group the goals,
philosophy, and values of the Girl Scout organization.
| am able to motivate adults to comply with policied an
standards of Girl Scouting.

What responsibilities do you feel confident about?

What responsibilities would you like extra help with?
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Council Resources

Thank you for taking on the responsibility of service vegistrar. Your contributions and expertise
will help the service unit function smoothly. You play amportant role in creating a positive
experience for all Girl Scout volunteers and, ultimatglgls. There are many resources within and
around River Valleys to assist you in your role as @iGgunit registrar.

Public websites
Girl Scouts of the USA (GSUSA) and Girl Scouts of Mirstasand Wisconsin River Valleys
websites are great resources for girls, leaders, andts¢eam members.

GirlScoutsRV.org contains information on volunteer tgses, awards and recognitions, program,
forms and documents, camp, Fall Product Program and CBadggam Activity, Family
Fundraising Campaign, delegates, training, shops, serviaer ¢ecations, and much more.

)

girl scouts

of minnesota girl scouts
and wisconsin
river valleys
www.girlscoutsrv.or www.girlscouts.org

Service Unit team resources web page
River Valleys provides a web page specifically for seruicit team members. Visit this website for
information and resources available to download.

Home Forms and Resources About Us Contact Us

girl scouts o g P
river valleys ( ¢m - (Enter Keyword

P—— —

become a girl scout activities for girls events volunteer Registrar
et
Form

volunteer

= ways to volunteer

= how to becorme a

online Registration
volunteer onl

= responsibilities and
benefits

= training
= recognition
= delegates

service unit team "
resources

s ey

vice unit manager
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Checking In: What does a service unit registrar do? Check areategbyou
need extra assistance with and fill in the name eSaurce, website, or person
who can help.

Recruit girl and adult members

Distribute membership registration forms in the seruicé

Receive membership registration forms and registragies f

Participate in early registration campaign, attesgistration kick-off
Process all membership registrations and forward thehetoouncil office

Assist girls and volunteers with online membership reafistn

Keep records and submit reports

Communicate regularly with the service unit manager andce team

Maintain a supply of membership registration forms

Notify council office of changes in membership information

Assist volunteers in completing the membership regdistrdorms

Organize materials and keep accurate records

Follow up as necessary on registrations

For more information on registration:

registration@girlscoutsrv.org Phone: 800.845.0787
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Online Registration

The River Valleys online registration website curreailpws you to complete the following
transactions for members of any troop for which you deader, if paying in full by credit or debit
card:

Renew membership registration for an individual girl

Renew membership registration for members of a troop

Add a new girl or adult member to an existing troop

Register individuals or members of a troop for program event

Register individual adults for training sessions and otbkmteer engagement opportunities

If your registration involves checks, Cookie Creditsg@ants for girls and adults, you must use a
paper registration form. Members of new troops must alB@ymper membership registration
form. This form may be downloaded and printed from wwwsgautsrv.org or obtained from any
River Valleys service center offices.

Paying in full by credit or debit
card

Online

Paying by check, Cookie Credits

or grants for girls and adults Paper form

Initial registration of new troops Paper form

Adding a member to an existing Online
troop

Accessing the River Valleys online registration website

You will find many links to River Valleys online registi@t website atvww.girlscoutsrv.orgThe
most likely access for someone looking for membershgrmmétion—go tavww.girlscoutsrv.org
click onbecome a Girl Scoutand click orrenew your membership

Home Forms and Resources About Us Contact Us

0/’ P }

o
irl scouts — St
g o [ Donate \I 4 (Enter Keyword

girl scouts
river valleys {

Join Girl Scouts!

There's a place for every girl

activities for girls events

If you love to have fun, meet new

friends, and make a diference, Grl

Scouts is for you 4

ik E ; # what is girl scouting? Become a Girl Scout
.

k)

8 LearnMore B L it s % giclacout grade levels There's a place for every girl

O e v L X # renew your
g < ! » membership
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Checking In: Practice using the online registration system by adtiyat
your own account.

Go towww.girlscoutsrv.orgo access the Rive
Valleys online registration system. Click on ' girl scouts iy

“become a Girl Scout/renew your membersl  river valleys I{ Tﬁ”“j
or simply enter “online registration” in the
Girl[ScoutsRV.org search field. '

activities for girls events

Activate your online registration account by
following the directions in the River Valleys

Home > Become a Girl Scout

become a girl scout

. ) . _ T Become a Girl Scout
Online Registration User Guide. You may - , o
i . . . = girl scout grade levels There's a place for every girl
find this guide on the registrar page under ) B yorfie e Erprredie il
Service Unit Team Resources. o make a difference, Grl for you

From kindergarten

ough 12th grade, th

a Girl Scout group for every age. And thel

Review the remainder of the contents in the
River Valleys Online Registration User Guide.

Reqgistrar

Forms and resources

he resources on this page will help you manage Gl Scout regestraton n

Your area.

girl scouts
of minnesota
and wisconsin
river valleys

(= 1l

User Guide
Online Registration
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Registration Form Procedures

1. Ensure all new troops in the service unit have membership,sduemary, health history, and
membership tracking forms.

2. Collect completed registration forms from leaders arld gt new member events.

3. Review all membership forms.

a. Ensure numbers are entered correctly for council (469ptrand year.

b. Verify that personal information is complete. Watoh dbvious errors (check girl's
birthday which is often recorded as present year).

c. Check for parent/guardian signature.

d. Note if custodial information is indicated.

e. Every adult needs an adult position code. Most adultstexgig with troops are one
of the following: 01 (troop leader), 03 (troop committee meslh@r cookie
managers.

4. Review the dues summary form (submitted with each traegistration forms).

5. Total the money due and confirm that one troop check aiggeadt requests equal the amount
indicated on the dues summary.

6. Separate the forms by color. Troop leaders keep thewyddr troop records.

a. Girl Member registration forms

I. White copy to service unit registrar to process and seRiver Valleys.
il. Yellow copy to troop.
iii. Green copy kept by the service unit registrar.
b. Adult Member registration forms
I. White copy to service unit registrar to process and seRiver Valleys.
il. Yellow copy to troop.
iii. Pink copy to service unit registrar to send to River Valley
c. Dues summary forms
I. White copy to service unit registrar to process and seRiver Valleys.
ii. Yellow copy kept by the service unit registrar.

7. Keep originals in this order, for each troop: paymentsnbegship dues summary form, adult
registration forms, girl registration forms.

8. If submitting more than one Membership Dues Summaryiatega tomplete the Incoming
Membership Tracking form and paperclip all registrationemak submissions. (Refer to page
25 of this self study for process and sample.)

9. Notify the service unit Fast Start coach about new lsagbo should be contacted regarding
the Fast Start meeting.

10. You can create a spreadsheet to track registration. Senvee unit registrars keep full
member databases, while others keep a listing of trooprieadd numbers of girls/adults
registered, which is usually sufficient for most planning pseso

11. Note: Discuss early registration at service unit meestin February and/or March. Distribute
online membership renewal registration information tddes as soon as it's received at the
spring kick-off event. If the service unit leader meetsigiore than two weeks later, distribute
as soon as possible.
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Frequently Asked Questions

How do | get membership registration and tracking forms?
Forms are ordered through Office Max. Refer to the Sewitit Resources page at
GirlScoutsRV.org for ordering instructions.

When do girls and adults register?
o On-time registration: Materials submitted to Riverl&gs by October 1.
0 The GSUSA membership year is October 1 through September 30.
o New troops are to be registered within one month of fltet meeting.
o Early Bird registration begins April 1. (Registratiomte@rials must be submitted to the service
unit registrar by June 15 who will submit them to Rivaill®ys by the June 30 deadline.)

Which adult volunteers need to register with GSUSA?

o Two unrelated adults must be registered as leaders agthteoop. All troop meetings are
required to have at least two unrelated registered adeksir:

0 Any adults working with the troop on a regular basis shoegister and complete the
volunteer application form, online background check, anditrgi

o The troop cookie manager, treasurer, any signers onoiye bank account, or volunteers
handling money must be registered, and complete thetegluapplication form and the
online background check.

How are troop numbers assigned?

A River Valleys council registrar will assign a “band’ list of consecutive troop numbers to each
service unit at the beginning of the membership year. Otro®a turns in membership registration
forms for at least two unrelated adult volunteersstgice unit registrar may assign that troop a

number. Troop numbers are not grade-level specific.

How can | receive more troop numbers?
E-mail registration@girlscoutsrv.org or call 1.800.845.0787.

How does a troop get a New Troop Welcome Kit?

New troops (not reorganized troops or existing troops bridginigetoéxt program grade level) will
receive a New Troop Welcome Kit at their Fast Stagéting with a Fast Start coach in their service
unit. The service unit Fast Start coach will order thdcdfee Kit for each new troop.

What does a service unit do with their membership regisation copies?

Service units use the registration forms to createmn&ie communication purposes. Some service
unit registrars keep full member database spreadsheets otltels keep a listing of troop leaders
and numbers of girls/adults registered which is usualfiycgent for planning purposes.

Do | approve grant requests for girls or adults?
If the grant box is checked on the membership registrébirm, submit registration paperwork as
usual. The grant request will be processed by River Valegistration department.
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What can | do on the online registration system?
The River Valleys online registration website curreaflgws you to complete the following
transactions for members of any troop for which you deader:

o0 Renew membership registration for an individual girl.

o Renew membership registration for members of a troop.

0 Add a new girl or adult member to an existing troop.

0 Register individuals or members of a troop for program aevent

0 Register individual adults for training sessions and otb&mteer engagement opportunities.

Who can use the online registration system?

Online registration for the following is available ifymag in full by credit or debit card:
membership re-registration, program events, and trainirsgpsss If your registration involves
checks, Cookie Credits, or grants for girls and adults,ngast use a paper registration form.
Members of new troops must also use a paper membershipaggistorm. This form may be
downloaded and printed from www.girlscoutsrv.org, or obtafn@eh any River Valleys service
center office.

Do families need to fill out each blank on the paper regisdtion forms?
Let families know that it is important to complete tiegistration form as thoroughly as possible.
Membership forms provide many benefits to the girls andntekrs, as well as to River Valleys.
o E-mail addresses will help keep families up-to-date on&&idut activities and opportunities,
including receiving e-newsletters from the council.
o Cell phone numbers help volunteers and staff contdst families faster should an
emergency arise.
o Employment information helps volunteers and staff aonparents/guardians in case of
emergency.
o Family member’s employment information helps us identifyp may provide matching funds
for an employee’s contributions to non-profit organzasi

Do families need to fill out demographic information?
While families are not obligated to fill out demographic infiation, it does help River Valleys
serve girls better.

o Collecting membership data, including information on reiteicity, disabilities, and
household income, is an important step in assessing@its’ progress toward serving all
girls in our community.

o This data is used for statistical purposes only, to hefsasgsho we are serving.

0 Based on trends we observe from year to year, we catogestrategies to reach a
membership that is truly reflective of the broad diversitgur community.

0 The data also allows us to write grant requests and repibr rganizations that help fund
our programs.

How do I let River Valleys know if my registration or contact infformation has changed?
To submit changes on registration information during theraragear, e-mail
registration@agirlscoutsrv.org.
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Samples: Forms and Documents

'/}J Getting Started for New Leaders

girl scouts ) )
rivar valleve Congratulations and welcome to Girl Scouts!
l."'r Thank you for volunteering to help build girls of courage, confidence, and character, who make the world 8 better place.

BECOME A MEMBER

[] Complete the 2010-2011 Adult Regisiration Farm, including the Volunteer Application on the back side of the form. Submit
completed registration form, along with $12 membership fee, to your service unit registrar (financial assistance is
avalabla):

Name Phana E-mail
[] Complste a confidential cnline background check at GinScoutsAV org. Cost is free to voluntears. Password: meflens02
{casa-sensitiva).

ATTEND TRAINING

[] complete Girl Scouts of the USA's (GSUSA's) online Volumieer Orientation, which is designed to infroduce new
voluntears to Girl Scouting. To access online Volunteer Orientation, log onto itpoiraining gifscouts org’, password:
dizscover or descubrir (Spanizh). Be sura to access the Leaming Log and submit your answers fo record complation of
the Voluntear Oriontation. As an alternative, you may take the Volunteer Orientation in a paper-based, solf-study format.
This self-study is available for download from River Valleys' website, undar Training.

[0 Attend a Fast Start Meeting for New Leaders. At this mesting you will be provided detailed information on gatting
siartad with your troop and connacting with other Girl Scout voluntears in your area. First yaear Gil Scout Daisy, Gidl Scout
Brownie, and Girl Scout Junior leaders will receive the appropriate Program Essentials meeting plans in their new troop
Walcome Kit, and first year Girl Scout Cadetie, Girl Scout Senior, and Girl Scout Ambassador laadars will recaive the
appropriate Program Essentials chart in their new troop Welcome Kit. A Fast Stari meating for your area has been
schaduled for:

Day/Date Time Location

Please confact your Fast Start Coach to reserve a spot at that meeting. Your Fast Start Coach is:

Heme Phane E-mail

O Attend Leadership Essentials training. As a newly appointed leader, you have four months to complete the required
Leadarship Essentials training, which shows you how to work with the GSUSA Journey books and apply the gid-led,
learning by doing, and cooperative leamning leadership processes with your froop. Register at GilScoutsAV ong, down-
hoad a salf study or take the online version (http/Araining.gidscouts.org’) with the accompanying River Valleys add-on.

Mote: There are numarous opportunities available to you and your troop outside of the traditional troop mesting. These opportunities

include vanous outdoor aciivities such as camping and canoeing, 2s well as travel to destinafions both here and abroad. As part of

your preparaion for these achviies, it is esseniial that you have completed the reguired training. To check out Beyond the Troop
learning oppotunities visit Gl ScoutsRV.org.

SET SUPPORT FROM YOUR SERVICE UNIT

Your troop is part of the Service Unit. Monthly leadar meelings provide program ideas,
avants, rasources, ate. for your troop and create an opportunity for you fo mesot otheor leaders to exchamge helpful tips.

Your sarvice unit meatings are hald:

Day/Date Time Location

Your volunteer sarvice unit manager is:

Heme Phane E-mail
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Health History form

The Girl/Adult Health History form allows families provide critical information regarding health and
safety issues. Parents/guardians tell the leader algmiisahealth and allergy conditions, as well as
submit permission for medical treatment and the nana@ @mergency contact. Information about
physical or mental challenges help volunteers meatébds of individual girls. The health history form
is kept by the troop leader and may be of particular assstwhen leaving the usual troop meeting
location for a field trip.
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Membership Dues Summary form

Each time you submit one or more girl or adult regigtraforms, you must complete and submit a
Membership Dues Summary form. Include all requested infasmaithis form is a deposit slip and
should be included with all registration forms submiftedeach troop, or with any registration form
submitted individually.
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Incoming Membership Tracking form

This form assists River Valleys registration departnaeming times of high volume and should be
used any time you submit more than one Membership Dues Syrfona. This and other forms
may be found at GirlScoutsRV.org.
1. Enter the date and service unit name.
2. For each packet of troop registration forms you recewter the troop number, number of
girls, and number of registered adults.

*Note: This form should include numbers for actual registrants turnedtimsatime—not
anticipated memberships.
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Service Unit Registrar Evaluation

Course: 2010-2011 Service Unit Registrar

Date: Service unit:

How prepared do you feel to begin your role as a seonderegistrar?

Very prepared 10 9 8 7 6 5 4 3 2 1 Not prepared

Rate this training session in the following areas. Ifwigh, you may add comments.

5 = Strongly agred = Agree3 = Somewhat agrez= Disagreel = Strongly disagree

Area Rating Comment

Through this training, | am now able to...

Describe the role of a service
unit registrar 5 4 3 2 1

Identify service unit and River
Valleys team memberswhocan 5 4 3 2 1
help with registration process
Explain key GSUSA

registration policiesto leaders| 5 4 3 2 1

Outline River Valleys and
GSUSA timelines for 5 4 3 2 1
registration

Acquire GSUSA registration
forms 5 4 3 2 1

Explain procedures for filling
out registration paperwork 5 4 3 2 1

Submit GSUSA registration
paperwork 5 4 3 2 1

Explain and demonstrate the
process for online membership 5 4 3 2 1
registration
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The two most useful things I learned from this trainingisesare:

One suggestion that would improve this training session is:

Return this service unit registrar self study evaludtom to:

Girl Scouts of Minnesota and Wisconsin River Valleys
Brooklyn Center Service Center
5601 Brooklyn Blvd
Brooklyn Center, MN 55429

Thank you for volunteering with Girl Scouts!
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