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Troop Structure

Troop Board

AHG Troop TN215 will have a Troop Board that will create and implement all troop policy and guidelines. The troop policy and guideline book will be given to parents at registration. The Troop Policy and Guidelines will be reviewed and updated on an annual basis by the Troop Board.  Annual budget and fundraising goals will also be presented at registration to all parents. 


The Troop Board will consist of a minimum of four adult member positions: one Coordinator, one Vice-coordinator, who will be Registrar, Treasurer and Troop Shepherd. The charter liaison will be a non voting member of the board.  Other positions on the board may include: Unit Leader Representative, Fundraising Coordinator, Events Coordinator, Advancement Manager Chairman (Board of Review) and Training Coordinator.  The Troop Board should meet at least once per quarter, bi-monthly is preferred.  The Board's responsibility will be to create and implement the troop policy and guidelines, develop, create and manage a troop budget, oversee all fund-raising efforts of the troop or unit, handle conflict resolution according to outlined grievance process and other administrative aspects of the Troop. The Troop Board will also work along side the chartering organization to approve and recruit adult leaders. When conflict cannot be resolved in a win-win situation, the Charter Representative will be asked to mediate the conflict and bring it to a conclusion.

Troop Board & Unit Leader Qualifications


All candidates for Troop Board & Leadership must be approved by the Charter Organization and the Troop Board. All candidates must be 21 years old and submit a volunteer application and three references. All troop volunteers must have a background check performed by the charter organization from a reputable company.  Troop Board and Unit Leaders positions are a one-year commitment and that may continue with board and Charter Representative approval. All Adult Volunteers are expected to model the AHG Creed at all times. Troop Board Members and Unit Leaders may be removed from duty by the Troop Board and/or the Charter Representative, if deemed necessary. 

Units

The troop will be divided into age appropriate units according to the guidelines set forth by American Heritage Girls. This troop will operate all five levels, if there is interest and leadership in all levels. Those levels are: 

Pathfinder Level:
5 years old by September 30th
There can be no exceptions to this rule as it is dictated by AHG National’s Insurance Policy.

Tenderheart Level:
1st Grade and 6 years old by December 31st or


6 years old by September 30th (at the parent’s discretion)

Explorer Level:
4th Grade and 9 years old by December 31st or


9 years old by September 30th (at the parent’s discretion)

Pioneer Level:
6th Grade and 12 years old by December 31st or


12 years old by September 30th (at the parent’s discretion)

Patriot Level:
8th Grade and 14 years old by December 31st or


14 years old by September 30th (at the parent’s discretion)

ALL girls will age-out of American Heritage Girls by their 18th  birthday.

 Each level will have two-deep leadership at all times and use the AHG guidelines for Leader to Girl ratio:


Pathfinder

1 registered leader per 6 girls

Tenderheart

1 registered leader per 6 girls


Explorer

1 registered leader per 8 girls


Pioneer

1 registered leader per 10 girls


Patriot


1 registered leader per 12 girls.

Levels may be broken into squads according to size and the development stages of the girl members. It is very typical that the Tenderfoot Level may be sub-divided at the discretion of the board. Pioneer and Patriot Levels may join together while the girls work on their age appropriate program work, depending on the number of girls in each unit.

Program Emphases

· Life Skill enhancement through multi-level merit badge program.

· Girl leadership opportunities at all levels of programming.

· Developing teamwork and building confidence through varied outdoor experiences.

· Character development through community service and citizenship programs.

· Social development through organized Special Events.

· Spiritual development through religious awards program.

Badge Program


The Troop budgets for 3 badges per girl to be implemented during Troop meetings. Each unit will make plans to complete 3 badges per year as a group. Unit leaders help the girls plan their activities to revolve around their badge requirements. If girls are absent from a troop meeting where badge requirements are being met, it is up to the girl member and/or parent to make sure she fulfills those requirements on her own time if she wants to receive the badge along her with girls in her unit.  An email will be sent out after each meeting by the Unit leaders to inform the parents of the badge work completed at each meeting. Girls may earn badges outside of the troop setting. Summer months are a great opportunity for girls to earn badges in the outdoor skill frontier as well as the other frontiers. The individual must pay for all badges earned outside of the troop meeting ($5.00 each). Badge requirements earned outside of troop meetings must be recorded and approved first by the parent and then signed off as a badge by the Unit Leader, who will also need to sign each girl’s badge order form before it can be presented to the Advancement Manager.  Unit leaders have the right to question any badge requirements fulfilled outside of the troop meeting. Girls will be required to bring evidence/a written report specific to a badge they earned outside of the troop meeting or make a short presentation to the large group or their unit at a scheduled time.  Please set up this time with your Unit Leader. If there is a dispute regarding requirements, it will be brought to the attention of the Troop Board for rectification, after the unit leader and advancement managers have reviewed the situation and seek advice for a decision. All badges are ordered periodically through your Unit Leader. Payment is due at the time of order.  Published deadlines must be adhered to in order to avoid a chaotic ordering process. Individuals may not purchase badges or insignia though the AHG Attic. 

Girl Leadership


Girl leadership skills are encouraged at all levels of AHG. The development of leadership skills is supported in all levels of AHG in Troop TN 215. AHG Troop TN215 will offer many leadership opportunities throughout the year.  In order to hold a position, the scout must be in good standing with AHG National and Troop TN0215, set a good example, enthusiastically wear the AHG uniform correctly and live by the AHG Oath and Creed.  The following positions will be held by the girls of the Pioneer/Patriot Unit for a period of one year at the discretion of the Co-Coordinators and Unit Leaders:

Outdoor Experiences


Providing outdoor experiences to our troop members is very important. Our Troop will sponsor or provide several opportunities annually for the girls. From time to time, this troop or individual units will also make available overnight activities. Parent involvement is encouraged at all levels but is most essential for Kindergarten and 1st grade girls.  Girl members that are in Kindergarten or 1st grade may not participate in extended overnight camping trips, but may participate in unit/troop sleepovers and day programs. Unit Leaders may request parent involvement for overnight activities.

Community Service Projects


Service is a key part of the AHG programming. Each troop is asked to participate in at least three service projects a year. Units may do additional projects if there is interest from the girls. Girls earn service stars based on the number of service hours they log. All service projects completed at the troop level should be logged by the girls on their tally sheets. Girls may earn additional service hours outside of the troop setting. You will receive a notice through the troop email, when to turn in those hours. Each girl will be supplied a Service Hour Tally Sheet at the beginning of the year to log personal hours of service.  Unused service hours may be carried over from year to year until used. The Troop Shepherd will review all service hours, and has the right to question service hours that do not fit within the service guidelines of American Heritage Girls or the specific Troop Guidelines. The Troop Coordinator or Vice Coordinator will sign off the service hours of the daughter(s) of the Troop Shepherd. Any disputes on service will be addressed by the Troop Shepherd. If not resolved, it may be taken to the Troop Coordinator for a final decision. For those older girls participating in longer mission trips, please consult with the Troop Shepherd as to what can be counted on a mission trip prior to submitting those hours. Only hours “serving” may be counted. Preparation time and planning time may not be counted. Please see the Girl Handbook on guidelines for service.

Social Development 


Social activities for girls are an integral and important part of AHG. The Troop will offer activities for girls and their families. These events may have a separate charge as they may not be included in the troop budget. To receive a scholarship for such activities, please submit your request to Troop Co-Coordinators for Troop Board Approval. All scholarship money must be approved by Troop Board and is only available if funds allow.  Girls who have not in the Board’s judgment adequately participated in Troop Fundraising will not be considered eligible for scholarship funds.  All financial obligations to the troop (dues, registration, other expenses owed) must be paid in full quarterly in order for a girl to participate in any Troop sponsored special events. It is important that girls try and attend 2-3 events per year to earn their Level Award at the end of their Level. 

Religious Awards


Girls at all levels are encouraged to earn their religious award. AHG offers the PRAY program for Protestant denominations and the Catholic Awards program (including the Marian Award) through the local Archdiocese of Knoxville.   Information booklets may be obtained through AHG.  Please request information through the Troop Shepherd. The expense of the awards and booklets must be incurred by the individual, not the troop. Cost of items can be obtained from the Troop Shepherd or Co-Coordinators.

Joining Award


All new members earn the Joining Award in the first few months as a new member. If the unit is new, the leader can work with all girls during troop meetings to fulfill the requirements. However, if the unit has already completed their joining award and new members join mid-year or the following year, it is up to the parents to make sure that all requirements are met.  Every effort will be made to have the Troop Guides work with the girls to achieve their Joining Award.  Parents should work alongside the unit leader to make sure all requirements are complete. It is strongly encouraged that all new members should earn their Joining Award within 3 months of joining.  Girls are recognized either at the mid-year or end of year ceremony or can be recognized during a troop meeting flag ceremony.  New members will need to complete the Joining Award section in the Girl Handbook and have the Unit Leader or Troop Guides sign off on the requirements before the Joining Award may be presented. Please consult with your Unit Leader as to the procedure for this first award. All girls must present themselves in the “official” uniform to receive the Joining Award. For more information about the AHG girl uniform, please review the Girl Uniform section on page 6.

Level Awards


Level Awards are available at all levels of AHG. It is highly recommended that each girl earn her level award. By fulfilling her level award, she will have received the full AHG program. This award is earned at the end of their Level (i.e. Pathfinder, Tenderheart, Explorer, Pioneer, and Patriot,) If girls join in the last year of a Level and would like to earn their Award, it will require parent help to accomplish. Please consult with your Unit Leader before beginning a Level Award. All girls earning their Level Awards (except for Eliza Shirley) must participate in a Board of Review once all requirements have been met. The Board of Review will be provided by the Troop in the last year of a girl’s level. Once the girl has participated in her Board of Review and she has been approved to receive her Level Award, she will receive this recognition at the End of Year Recognition Ceremony.   All level award requirements must be completed and reviewed by the Board at least one Troop meeting before the date of Board of Review in the Troop Calendar.   This deadline is listed on the Troop Calendar.   Dolly Madison Level Award Applications and requests for Board of Review may be submitted earlier in the year as well as Stars and Stripes Applications.  While the Advancement Coordinator and/or unit Leaders will provide guidance as to the requirements needed to earn the Level award at periodic intervals, it is the parent’s and girl’s responsibility to be sure that Level Award work is completed in a timely fashion.  It is also important that every effort is made to attend the Board of Review as listed on the Troop calendar date. As a Board of Review requires the presence of three adult leaders, requests for alternate times or dates should be the exception. 
Board of Review

Each girl member completing her Level Award (except for Eliza Shirley) must participate in a Board of Review prior to the final Court of Awards. The Board of Review is an opportunity to review each girl’s acceptance of AHG ideals and accomplishments within the troop before they move onto the next level. The Board of Review Board will consist of at least three people who would include at least the Coordinator, the Troop Shepherd, and the Advancement Manager.  The parent of a girl who is participating in a Board of Review or unit leaders may not sit on the Board for the Board of Review.  Typically the Board of Review will meet in spring in time to approve and order the awards for the final Court of Honor. Girls will be notified prior to the date of the Board of Review of her required attendance. Girls must be dressed in full uniform (including neckerchief) with badges and insignia, complete for inspection. Girls should wear the official AHG uniform appropriate to her level. No short shorts or shirts that are not tucked in are allowed. 

Uniform Code

The AHG uniform is to be worn to all meetings and ceremonies unless otherwise announced. It should be worn to service projects, fundraising activities and troop activities that do not require more casual dress.  While the girls are in uniform they are to be very conscious of the fact that they are representing AHG and the charter organization and making lasting impressions on those around them. Spiritwear can be purchased at the AHG attic or through the AHG online store at www.ahgonline.org. Spiritwear is worn, when appropriate, to AHG events. However, we encourage our girls to show off their troop T shirts and spiritwear at anytime outside of uniformed events.

Purchasing Uniforms:

The AHG vest, neckerchief and sash packages are purchased through the local AHG troop.  The AHG Attic also carries the “official” polo’s for girls and leaders and skorts (navy and khaki) – the official uniform. Orders may be placed at the Parent’s registration night or by contacting the Troop Uniforms Coordinator.  For placement of the merit badges and insignia please refer to the American Heritage Girl Handbook on pages 28 and 29. 

American Heritage Girls is a uniformed organization. Each girl must purchase their uniform prior to receiving their Joining Award. Uniforms may be purchased through the Troop at time of registration (see Schedule of Fees Form) or through the AHG Attic, once the girl has been registered with the National Organization. 

Leader’s Uniforms

Pathfinder Leaders wear the Pathfinder “official” Leader T-shirt or a Red Polo Shirt and Navy Blue or Khaki bottoms.  Tenderheart – Patriot Leaders wear the AHG “official” Red or Navy Polo Shirt. New Unit Leaders will receive the AHG Membership Pin at the initial Joining Award ceremony.  The AHG membership pin is to be worn on the right lapel. Unit Leaders also may earn the Gem of A Leader Pin (at the 2, 4, 6, or 8 years of service) and the Religious Award Mentor Pin which may be placed on the AHG official polo as well. See the Leader Handbook for placement.

The uniforms consist of the following items:

*Pathfinder


Pathfinder T-shirt


Necklace Kit


Navy Pants, Skirt or Skort

*Tenderheart





AHG Polo Shirt or white polo shirt, white


Navy Pants, Skirt or Skort


Blue Neckerchief 


Red Vest  

*Explorer





AHG Polo Shirt or white polo shirt, white


Khaki Pants, Skirt or Skort

Red Neckerchief 


Blue Vest 

*Pioneer





AHG Polo Shirt or white polo shirt, white 


Khaki Pants, Skirt or Skort


Blue Sash 

*Patriot





AHG Polo Shirt or white polo shirt, white


Khaki Pants, Skirt or Skort

Blue Sash 

It is our desire that requiring a girl to wear a uniform should in no way hinder her from joining the organization.  If obtaining an AHG uniform for your daughter is difficult, please speak with the Uniform Manager or Troop Co-Coordinators about your need.

Award Ceremonies


The Troop will have several awards Ceremonies through the year.  These award ceremonies are open to parents, family and relatives to attend. It is important to the girls that they have at least one parent in attendance for these award ceremonies. If girls are unable to attend the ceremony, her recognition will be given to her during an opening ceremony at the next available troop meeting. When scheduling your family calendar, please make these ceremonies a priority.

Finances

Member Costs

The following is a breakdown of initial and annual costs.  Please note, these costs are subject to change annually.

Girl National Registration 
$26.00 (annual) annual registration with National Organization





Limit of $60 per family for 3 or more girls

Troop Dues


$25.00 (annual) – helps cover troop budget





$20.00 (pathfinder only)

Limit of $65 per family for 3 or more girls

Fundraising Obligation
See Fundraising Policy and guidelines below. All girls are required to participate in the Fundraising Activities of the Troop.

Adult Registration

$26.00 (annual) – Annual registration with National Organization

Girl Handbook

$16.00 (one time purchase) Tenderheart level and up, Pathfinder handbook is included in their package with T-shirt Necklace and beads.
Special Events (optional)
Additional charges vary. Registration forms delivered through the troop and in the mail. See special event calendar when distributed.

Uniform


Girl Costs



Leader Costs





Pathfinder Pkg.*
26.00

Pathfinder
14.00





Polo


19.99

Polo (T-PA)
24.00










LS Polo           28.50





Vest Pkg.

24.00
(25.00 council area’s only)




Sash


14.00
(15.50 council area’s only)

*Includes Pathfinder Handbook

An additional fee will apply for S&H, usually not more than $3.

Troop Dues


The Troop Board annually determines the amount of “dues” to be charged each girl members to operate a troop budget. This budget includes badges, unit supplies, some camping supplies, refreshments for ceremonies, crafts and school supplies, girl and leader recognitions, general office supplies (copies etc.) charter fee, troop insurance etc.  A troop budget will be given to parents in the beginning of the program year.  The troop’s source of income is from dues and fundraising by all its members. If you should have any questions regarding the troop budget, please contact the Troop Co-Coordinators or Treasurer.

Fundraising Policy


Fundraising is a necessary activity on behalf of the Troop. Funds earned support the troop budget, provide for the AHG program support obligation and enables girls and their families to lessen the out of pocket costs of scouting. Therefore, each girl is required to participate in this effort for the vitality of the troop and her experience in scouting. Families who for whatever reason do not to participate to the Board’s satisfaction in the designated required Troop Fundraiser will be assessed a $40 per girl fee in order to remain with the Troop, with a $100 per family cap.  Because we must send $20 per registered girl to AHG National in the Spring, whether or not the girl remains with the troop after fall registration, families of girls who withdraw from the troop without having participated in the Troop’s Fundraising efforts will be asked to give $20 per girl to fulfill the Troop’s financial obligation to the AHG National office.  Any extenuating circumstances affecting the above will be considered by the Board on a case by case basis.   

Each year, The Troop Board reviews the troop budget and determines the fundraising goals for the upcoming year. The fall fundraiser is primarily for our general budget.  The troop may fund-raise as a whole for a particular project or trip, and/or units may do so as well. AHG national fundraising guidelines allow for a troop to have up to three fundraisers per year.  
Please follow these general guidelines when engaging in fundraising activities for the Troop.

1. Girls should be in uniform and follow all AHG safety guidelines (see girl handbook)

2. No one wearing an AHG uniform may solicit funds for any other organization.

3. Donations help the troop as much as product sales and are encouraged. Donations to the AHG Troop are tax deductible if made out to St John Neumann Catholic Church and “AHG TN215 troop donation” is placed in the “for” line.  
Scholarship Money


Scholarship Money may be available from time to time for badge related special event activities. Please submit your request in writing to the Troop Coordinator for Troop Board approval. Scholarship money is only available if funds are available. If granted the scholarship, a portion of the event expense is expected to be paid by the individual/family.  To be eligible for scholarship the girl must be an active member of the troop in good standing who has actively participated in Fundraising efforts for the required Troop Fundraiser as well as any Fundraising specific to the activity that may be organized for the particular activity for which scholarship funds are requested.
Providing For the Promise

Providing for the Promise is an annual family donation campaign to help the ministry of American Heritage Girls. Providing for the Promise officially kicks off, January 1st and runs through March 30th. Each family will receive a letter with information regarding the donation campaign. AHG is a member supported ministry. The goal of this campaign is to cover the development costs of uniforms, insignia, handbooks and program supports. Troops are provided Support Services that includes a support team, resource materials, program helps, and troop administrative tips such as charter or insurance questions, fundraising development support, conflict resolution and monthly mailings. Your annual contributions greatly benefit the mission of the organization.  The contribution requested from each family is above and beyond the $20 per girl each troop is obligated to send per girl from our budget.  Each Troop is asked to provide a PFP Coordinator to help in communicating the needs of the campaign and encouragement to support the AHG ministry.   


Meeting Procedures

Permission Slips


When girls will be participating in a field trip or activity that requires transportation outside of the troop meeting, they must have a permission slip for each outing. If a child forgets the permission slip, they will not be able to attend. Troop leaders are not authorized to take children without a permission slip. NO SLIP, NO TRIP! Permission slips are given out or sent out by email at least one meeting prior to the activity. 

Release of Troop Members


Each parent/supervising adult will need to sign in/out their child(ren) before and after a troop meeting. In the event of carpooling, a written note is expected to be given to the Coordinator at the beginning of the meeting or the troop should have a meeting permission slip on file listing persons designated that may bring your daughter to meetings.  The troop may check identification of individuals for the safety of the girls.  No verbal approvals will be accepted.  Every effort will be made to start each meeting at 2:30 PM and to end meeting promptly at 4 PM.  Please be on time.   Each parent driving their daughter to meetings is expected to stay through the opening ceremony and announcements.
Code of Conduct

All AHG girl members are expected to properly conduct themselves at all AHG functions. Proper behavior includes respect for themselves and others and adherence to AHG standards as outlined in AHG Creed. A girl who is out of line with her unit Code of Conduct will first be counseled by her Unit Leader in any change that must take place. A second violation will result in an interview with the Troop Co-Coordinators concerning how the incident does not live up to the AHG Creed. A third violation will result in parental notification and possible termination of membership if deemed necessary. The Troop Board has the right to terminate membership if the violation is determined to be severe.  See the Conflict resolution section for further guidance.
Inclement Weather Cancellation

A troop meeting or event may be canceled by the troop chairperson if there is inclement weather. However, the final determination will be determined by the Troop Co-Coordinators and Unit Leaders. If a troop meeting is canceled all Unit Leaders will notify all troop members of the cancellation via the phone tree developed at the beginning of each year. A troop meeting or unit meeting may also be canceled if 50% of its members are absent due to illness. Again, if there is a unit meeting cancellation, the unit leader will notify the troop coordinator and unit members of such cancellation. If enough Board Members or Unit leaders are unable to attend a meeting and no adult volunteers are able to assist, the meeting may also be canceled or rescheduled for another date and time. It is up to the Board as to how the unit will function under an emergency situation.

Girl Visitors

From time to time, girls may like to invite a friend to visit a Troop meeting. The following procedure should be followed when inviting a guest(s):

1. The Troop Coordinator and Unit Leader should be notified at least one week in advance of a girl visit. 

2. Their parent must accompany the child and remain with the child during the troop meeting or activity. 

3. If a parent is unable to attend, a permission slip should be submitted with vital parent information provided. The Troop Coordinator should be notified if a parent is not attending, explaining the lack of parental attendance.

4. A new girl and their parent may visit one time before registering as a troop member. 

5. All non-member “visitors” attending a “Bring A Friend” Activity sponsored by the Troop, must provide a completed permission slip with emergency contact information. 

6. All other visitation situations must be communicated with the Troop Coordinator in advance. 

Transportation for Troop Activities


All potential drivers for troop activities must complete a “Troop Transport Form,’ verifying auto insurance, seatbelts and driver’s license. This form must be on file with the Troop Coordinator and the Unit Leader, in charge of the activity. These forms will be available prior to the first troop trip and on an ongoing basis on request.  Parents choosing not to complete this form may not transport girls other then their own daughter on a troop related activity. This form must be updated annually.


American Heritage Girls requires drivers to adhere to the following requirements for public liability insurance on vehicles used to transport members for troop/unit/squad related activities or on long distance trips. Drivers must maintain the following coverage unless your state requires a higher standard:



Passenger Cars, Station Wagons




$100,000/$300,000 public liability per accident




$50,000 property damage



Passenger Bus




$100,000/$300,000 public liability per accident




$50,000 property damage

It is American Heritage Girls policy that if an adult driver has any of the following violations in the last three years, they may not transport girl or adult members on any troop activity:

· Driving under the influence

· Reckless operation

· Leaving the scene of an accident

· Two or more moving violations within the last 12 months

· Three or more moving violations within the last 3 years.


Appropriate girls/leader ratios and two-deep leadership should be present during transportation. All drivers must be licensed and at least 21 years of age. The AHG Troop Board/Leadership reserves the right to deny a driver based on automobile safety or driving record. The driver’s motor vehicle record may be randomly checked. 



When a unit/squad of the Troop travels for an activity of the Troop, each car will be provided with a Troop Trip packet, directions, maps and contact information. Vehicles traveling more than 75 miles should each have a first-aid kit available.

Troop Trips


A Troop Trip Verification Form must be completed for all Troop/Unit/Squad trips that exceed 75 or more miles. All trips must be approved by the charter organization and the National/Council office at least four weeks prior to the activity. All camping trips require the Troop Trip Verification Form regardless on distance. A First Aid/CPR certificated trained adult must be present on all activities of the Troop. Any activity that involves a high risk activity (horseback riding, canoeing, etc) must have charter representative approval prior to the activity and an AHG High Risk Activity Form must be completed and sent to the National/Council Office for approval at least three weeks prior to the activity.


Girls attending an overnight activity for three or more nights must complete the High Risk Health and Medical Form which includes a doctor’s signature. These must be provided before leaving for the activity. It is the responsibility of the parent to make sure that this information is provided. See your Unit Leader for the necessary forms if you did not receive a form.   

Alcohol, Drug and Tobacco policy


As the use of alcohol, drugs has been proven to be a significant health hazard, they are not permitted at any AHG function or activity. Tobacco has also been proven to pose serious health risks. Since the adult leaders serve as examples for the girl members, smoking is not allowed in the presence of girls at AHG activities or events. Use of alcohol, drugs, or tobacco by an AHG girl’s member should be reported to the girl’s parents. Use of alcohol, drugs or tobacco by an AHG adult member during an AHG event should be referred to the charter organization representative or the local AHG council for consideration.

Troop Communication

Emergency Numbers – if you have an emergency and need to contact your daughter during a meeting, call the Coordinator per the directory.  If the Coordinator or Vice Coordinator isn’t present for a particular meeting, contact your daughter's Unit Leader cell phone per the troop directory.

E-Mail – this is our PRIMARY form of communication. Troop e-mails will typically be sent out during the week prior to a meeting by the Troop Communications/Secretary. You may receive  updates from your Unit Leader, Coordinator and, as appropriate, from your Treasurer.  It is the responsibility of parents and older girls with email addresses to check for Troop information on a regular basis and to read all communication sent by the Troop in a timely fashion.  We will make every attempt to condense information and minimize the number of mailings. However, adequate attention to communication on both sides is vital to the smooth operation of the Troop. 
Directory:  This will be published yearly and updated by e-mail periodically.  Please do not use member phone numbers and e-mails except for troop business!  If we are able to publish a picture directory for use of the unit leaders and members, for the safety of the girls this document must remain strictly confidential.  No girl or leader will be required to participate in the picture directory, but this is VERY helpful for leaders and Board members to get to know the families and for the families to get to know each other.   
Phone tree: This will be updated and distributed at appropriate intervals and used with rapid communication is necessary, e.g. for cancellations due to weather, etc.

Special Event Announcement Flyers - will be handed out as needed at troop meetings to keep parents informed of current activities. Most special events have deadlines.  Payment and reservation form will be due on a particular due date.  Participation in special events will not be allowed without advance payment. Girls and adults who cancel participation in certain events may not be refunded their money (if, for instance, the Troop has already bought groceries for a campout based on paid sign ups).  The Board reserves the right to cancel any event/campout if adequate documentation, required forms/planning sheets, sign ups and money to meet the event budget are not turned/available in by the announced deadline.  This includes but is not limited to events being planned for Level award requirements. 
Administration of Medication Policy

1. AHG members are discouraged from taking medication at AHG events unless absolutely    necessary.

       2.  No AHG girl member is allowed to self-medicate while participating in an AHG event.  Exceptions include inhalers and epi-pens, which may be kept on a girl’s person for emergency use.  Parents must indicate in writing that the girl is in possession of this medication and possesses the knowledge and ability to administer.

3. No AHG girl member may bring over the counter medications for self-administration.  Over the counter medications may be administered by the Health and Safety Leader/Co-Coordinators on an as-need basis.  Parents must include these over-the-counter medications on the “Request for Medication Administration Form.”  These medications should be in original packaging, placed in a Ziploc baggie, marked with the girl’s name and kept in the possession of the Health and Safety Leader/Co-Coordinators for the duration of the event.  If the Health and Safety Coordinator is presented with medication that cannot readily be identified, she has the right to refuse to administer that medication and a decision may be made by the adults in charge to cancel the girl’s participation in the activity depending on the medication and the gird’s health status.   
4. Administration of all medication will be done per the instructions provided on the Parent Permission Form.
5.  AHG requires a completed “Request for Medication Administration” form from the physician that provides the name of the drug, the dose, the times when the medication is to be taken, and the diagnosis or reason the medicine is needed.

Sick Policy

Your daughter should be 24 hours fever free in order to attend any AHG event that is temperature below 100.5 orally with no fever medication. Any girl who has an unknown rash will be unable to stay for a meeting. If any medication must be given during an event, the request for Administration of Medication must be provided to the Unit Leader or Health and Safety lead before the event. A First-Aid and CPR certified adult will be present at all activities. The Troop has a first-aid kit at all meetings and activities. Each girl’s health and medical information will always be readily available at all meetings.

Sibling/Nursery Policy 

AHG Troop leadership recognizes the fact that some parents may need to bring children who are not AHG participants to troop meetings and events. The Board also believes that a better Troop culture develops when parents and sibs stay and develop relationships during meetings than when girls are dropped off and picked up.  For this reason we plan to run the Troop as a Cooperative effort with sibling care.  
1. Non-leader non Board parents are expected to obtain the required Virtus training   within first month of girl participation and rotate nursery duty/sib supervision and not to leave after announcements without being sure this need is filled by available adults.  The Nursery Coordinator will develop a schedule for rotation of duty, and it is the parent’s responsibility to let the Nursery Coordinator know in a timely fashion if they will not be present at a particular meeting. 

2. Children should not be unattended/unsupervised in the nursery, hallway or outside at any time.  Two-deep supervision is to be maintained at all times.   Buddy system may be used for bathroom trips for siblings old enough to go without adults, but the children must return promptly to adult supervision.
3. Siblings may not participate in AHG meeting activities, as this creates logistical problems for those organizing the meetings and it may cause distractions. Nursing infants may accompany a mother if they are not a distraction to Unit/Troop activity in progress. 
4. Parents are to remove disruptive children.  
5. The nursery is for parents who are remaining on site to be with their daughters or to serve the needs of the Troop.  Under no circumstances is a child to be left in the nursery if the parents are not on the premises.  

Parent Responsibilities

Your responsibility – parents are encouraged to attend meetings with their daughters (Pathfinder and Tenderfoot Levels). The purpose of AHG is to provide opportunities to bring the family together. The girls should be at the meetings and events in the required uniform and arrive before the starting time and after a visit to the bathroom. Parents are also required to obtain information at check-in for upcoming events, monitor e-mails and make sure the girls remember to bring their Handbooks on other necessary information to each meeting. 
Parent Participation


Providing a quality program for girl members requires a commitment from all families involved. Each family must agree to actively participate in the troop to ensure the success of the group as a whole.  We recognize that some families may need to complete most of their service outside of regular meeting times; some families can better complete their service during meetings, while others will do a blend of both, such as Unit leaders and Board members.  It is the priority to fill the Position Vacancies.  

A Non-leader, Non Board Member parent will be required to attend Virtus Child Protection training and staff the Nursery/Sibs Care as assigned on a rotating basis. Two-Deep Adult Supervision is needed at all times.  Each family will also be required to Set up or Cleanup for a meeting or Awards Ceremony on a rotating basis.  
Should a family be less than active in their participation at meetings or scheduled events due to special circumstances (illness, etc), please discuss with a Co-Coordinator to help find ways to fulfill obligations to the troop.  There are plenty of things that can be done outside of meeting times.  
A Call to Serve

“There are different kinds of gifts, but the same Spirit.  There are different kinds of service, but the same Lord.  There are different kinds of working, but the same God works all of them in all men.  Now to each one the manifestation of the Spirit is given for the common good.  To one there is given through the Spirit the message of wisdom, to another the message of knowledge by means of the same Spirit, to another faith by the same Spirit, to another gifts of healing by that one Spirit, to another miraculous powers, to another prophecy, to another distinguishing between spirits, to another speaking in different kinds of tongues, and to still another the interpretation of tongues.  All these are the work of one and the same Spirit, and he gives them to each one, just as he determines.”  1Corinthians 12: 4-11

American Heritage Girls is a family supported program that encourages both girl and adult involvement.  Our troop will benefit most when we can utilize gifts from all our members. We, the Board Members of AHG Troop TN0215, recognize that each of you have been given different gifts by God and are called to use these gifts for His glory.  Although we have been very blessed with many wonderful volunteers who have given of their time and talent, we are in need of more.  Our troop cannot exist without those who give of themselves for others.  Volunteering for a position should be done with discernment.  Prayer and one’s circumstance in life should be weighed when considering a position within the troop.  The following Spiritual Gift list may help you determine what position you are called to volunteer for:

	                           Spiritual Gifts
	                         AHG Leadership Role

	Apostleship
	Service Project Coordinator, Troop Shepherd

	Evangelism
	Membership Coordinator (Recruitment & Retention)

Service Project Coordinator, Troop Shepherd

	Shepherding
	Membership Coordinator (Recruitment & Retention), Troop Shepherd

	Teaching
	Unit Leader

Assistant Leader

	Helping
	Historian

Nursery/Sibling Care

Supply Coordinator

	Hospitality
	Outing/Special Events

	Giving
	Fundraising Coordinator

Providing for the Promise Coordinator

	Administration
	Uniform Manager

Fundraising Coordinator

Outing/Special Events

	Leadership
	Unit Leader
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Now that you have discerned your gifts, talents and time, please complete and return this form to or discuss your preferences with the Coordinator as soon as possible.  If you have any questions, please don’t hesitate to ask.  Thank You!

Name (both parents)




Home Phone




E-mail



Note:  Put a “M” for Mom and “D” for Dad

      Troop Position Interest
Assistance to Troop



Unit Leader (or Asst.)


Transportation on field trips



Service Project Coordinator 


Transportation on field trips



Fundraising Coordinator


(evenings or weekend)


                                                                                    

Swimming Supervision



Outings/Special Events


(lifeguard training)



Supply Coordinator


Computer knowledge



Membership Coordinator


Photocopying






Camping






Other (explain)

Family Living/Outdoor Skills you might be willing to teach:



First Aid


Map and Compass use



Archery


Horsemanship



Knots & Lashings


Outdoor Cooking



Cake Decorating


Crochet, Knitting



Sewing


Basketry



Heritage Crafts


Drama



Other, list


Do you have access to any other resources that would be beneficial to our troop?


If so, please explain:

Suggestion Policy

Your suggestions should be hand-written or typed with the situation described, the problem and your idea for a solution.  Suggestions are to be submitted to your squad or unit leader by mail or email or placed in the suggestion box on the Troop Table.  
All complaints are to be signed and accompanied by suggested solutions. Thinking through the problem and coming up with a possible solution allows criticism to be constructive.  Also, if you’re unable to find a solution, the process may lead you to the realization that the troop is handling the situation in the best way possible--there may not be a better way to do it.  

The Troop Board will consider your suggestion and implement the changes if deemed beneficial to the entire program.

Conflict Management

L – Look for the GOOD.  It takes a special effort to look for the GOOD and not the Bad.  Assume good intentions. Love is KIND. Love HOPES.

O – Only talk to people who are related to the problem and will be able to help solve the problem.  Otherwise, it is gossip and destructive! Love ALWAYS PROTECTS.

V- Value one another.  Christ did!  He gave His life for each of us.  Surely, we can hold our tongues and communicate in love with each other. Love leads to TRUST.

E – Enjoy the differences.  God made each of us unique.  We all have different talents, gifts and abilities.  None of us do things the same way. Love is PATIENT.

Steps to Conflict Resolution

1.   Identify the problem.

2.   Identify common goals, values and assumptions.

3.   Keep conversations focused on issues, not personalities.

4.   Use simple wording to explain your position.

5.   Encourage everyone involved to listen to other points of view.

6.   While discussing solutions, keep identifying points of agreement in order to reach a     

      Win-Win resolution.

7.   Keep your attitude positive.

8    State what you want/need from the other person.  Distinguish between the two.

9    Listen to what the others want/need from you.

10. Watch out for old attitudes that are interfering with your current effort.

11. Make sure your body and verbal language are in agreement.

12. Don’t get sidetracked into irrelevant arguments.

13. Speak in private if a difficult issue must be addressed.

14. Do NOT discuss the situation or the person with other people.

15. Always treat each other with respect.

Grievance Process

1. With an attitude of love and care, speak as soon as possible directly to the person who has offended you.  Try to explain the facts as well as your feelings about the situation in a calm manner that is free from accusation and blame.  Often you can diffuse a situation and clear up conflicts during this step because you are willing to communicate to the other party that you truly desire to work it out.   See the above for guidelines on conflict resolution.  
2. A Girl having issues with another girl should first meet with their non-parent Unit leaders first.  Two deep non-parent leadership must be present at this meeting.  If needed, a meeting will be set up with leaders and all parties concerned, parents will be welcome to attend this meeting.   If either girl and/or parent is not satisfied with the meeting, she may submit a request for Board review in writing. 
3.  If two adults cannot work out their differences privately, the adult with the grievance should bring the matter to the Board’s attention in writing if it is affecting their service to the troop.   Make sure to include how the situation is affecting your service/troop experience.  If the matter requires Board attention, you should include the date of the next Friday afternoon in the near future that you are willing to meet with both the Board and the other party to resolve the issue.  
4. If you do not feel satisfied with the answer the Board gives to a grievance issue, you have the right to request a meeting with the Charter Representative (CR) and the Board. You  must, however, make yourself available in a timely fashion and commit to resolving the issue promptly so the Board will not be distracted from its primary duty to run the Troop.  If, due to a lack of cooperation with the outlined process, a grievance situation becomes a major distraction to the running of the troop, and/or parties involved are unwilling to recognize the authority of the Board and/or the Charter Representative in bringing about what they deem a timely and reasonable conclusion, the parties involved may be dismissed from the Troop without refund of dues or any other payments rendered.   
Appenidix 1- Service Star Guidelines

Each troop, regardless of age level, is required to participate in three community service projects per year.  As girls get older and move up through the different levels of the organization, it is felt that they are capable of providing more service to the organization and to the community.  Therefore, in order to receive the honor of a Service Star, a girl must perform the following number of hours of service, depending on her level:



Tenderheart
  5 hours of service
blue star



Explorer
10 hours of service
red star



Pioneer
15 hours of service
white star



Patriot 

20 hours of service
yellow star

Girls must have their service star sheet filled out and sit with the Troop Shepherd at the sign-off meeting date in order to receive a service star.  If she fails to bring in her sheet or sit with the Troop Shepherd, she will not be able to receive her service star until the next ceremony.  If applicable, service stars must be paid for ($1 each after the receiving her first one) by the date set by the Troop calendar.

The following are examples of service opportunities that accumulated hours may be applied toward earning a service star.

· Serving in a pre-existing community organization (i.e. Food Pantry)

· Sharing your time and resources (i.e. Volunteering at Humane Society)

· Collecting Needed Items for a group (i.e. HUGS Duffle Bag Project)

· Beautification/Conservation (i.e. Clean local parks)

· Encouragement  (i.e. Draw pictures for VA Hospital)

· Citizenship (i.e.  Bake cookies for a homeless shelter)

· Serving your troop during special events (i.e. Setting up an Awards Ceremony)

· Serve younger AHG members (i.e. teaching badge requirements / Summer Camp)

· Babysitting non-siblings in a group for Troop Functions (e.g. Board or Leader meetings)

Further suggestions can be found on the Ways to Fulfill Service Project Requirements handout available at each troop meeting.

Troop TN0215 has chosen not to include hours accumulated in the following activities to be applied toward earning a service star.

· Fundraising efforts that benefit Troop TN0215

· Any service hours that may be applied to a Level Award

· Any hours worked on Stars and Stripes Program

· Preparation or Attendance at Parades

· Family Service

APPENDIX 2- PIONEER AND PATRIOT LEADERSHIP POSITIONS 

SCRIBE

Job Description:  The Scribe is responsible for the Troop’s attendance.  

Duties

Makes sure that all girls are signed in and out at the regular Troop meetings by a parent/guardian 

Responsible for taking attendance at all ceremonies

Collects the attendance sheet from the coordinator of any special event

Files all completed attendance sheets in the Troop box

Other Notes

The scribe will be given the attendance sheets at the beginning of each meeting and a list of all special events. The scribe will report to the Troop Co-Coordinators

HISTORIAN ASSISTANT

Job Description:  The Historian Assistant assists in keeping a historical record or scrapbook of 

Troop activities.

Duties

Gathers pictures and facts about current and past troop activities and keeps them in a historical file or scrapbook

Keeps information about former members of the Troop

Other Notes

The Historian Assistant will work closely with the adult Historian

The Historian Assistant will report to the adult Historian

LIBRARIAN

Job Description:  The Librarian keeps track of the Troop’s literature.

Duties

Sets up and takes care of the Troop library
Keeps records of books and pamphlets owned by the Troop
Adds new or replacement items as needed
Keeps books and pamphlets available for borrowing
Keeps a system for checking books and pamphlets in and out
Follows up on late returns
Other Notes
The Librarian will get all materials from the Troop Co-Coordinators including monthly mailings from National

The Librarian will report to the Troop Co-Coordinators

SHEPHERD AIDE

Job Description: The Shepherd Aide works with the Troop Shepherd to meet the religious needs of AHG scouts in the troop. She also works to promote the religious emblems program. 

Duties: 

Creates a list of prayer leaders for each meeting

Makes sure that the prayer leader is informed of their responsibility prior to the date of the meeting

Along with the Troop Shepherd assists scouts in preparing an appropriate prayer

Assists the Troop Shepherd with religious services at troop activities
Tells Scouts about the religious emblem program for their faith

Other Notes
Prayer leaders will consist of Explorer and Pioneer/Patriot Unit scouts

The Shepherd Aide will report to the Troop Shepherd

GUIDE (multiple positions)

Job Description: The Troop Guides work with new scouts.  They help them feel comfortable and earn their Joining Award within the first three months of membership

Duties:

Welcomes and introduces new scouts to Troop operations
Helps new scouts earn their Joining Award by scheduling time after the first couple of meetings

Creates a list and solicits help from the Pioneer/Patriot Unit to teach Joining Award requirements
Teaches and leads the AHG Oath and Creed during the meetings
Promotes AHG spirit by leading in songs

Other Notes

Troop Guides are allowed to sign off on Joining Award requirements

Works closely with Unit Leaders in making sure all Joining Award requirements are complete

The Troop Guides will report to the Unit Leader Representative

INSTRUCTOR

Job Description:  The Troop Instructor is responsible for the Troop flag schedule and proper wear of uniforms

Duties:

Creates and maintains the flag schedule for all regular meetings

Responsible for the flag ceremonies at all Troop ceremonies

Responsible for the maintenance of the USA Flag and the AHG Flag

Ensures the proper carrying of flags and instruction on flag etiquette

Instructs scouts on wearing the uniform correctly

Other Notes

Flag schedule is to include one scout from each level when possible

Must make sure all scouts get a turn in participating in carrying the flag

Pathfinder and Tenderfoot Units carry AHG flag 

Tenderfoot/Explorer/Pioneer & Patriot Units carry USA flag

Must know the proper uniform codes as set by AHG National

The Troop Instructor reports to the Troop Coordinator

Parent Signature Page

You must read the Troop Policy and Guidelines, tear off  this back page, sign it and return it to Troop Vice-Coordinator by the second Troop meeting after your daughter joins the troop.
I specifically acknowledge the outlined requirements for parental participation in the running of the Troop, for active participation in Fundraising, and the Troop’s grievance resolution policy.  

I have read, understood and will abide by the rules and policies presented in the American Heritage Girls Troop TN0215 Parent Handbook. 

___________________________________


_____________________



Parent Signature




Date
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