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This pack aims to help unit leaders involve parents and family members in unit-level guiding. It explains why involving family members is a good idea and contains practical advice and tools to approach parents and welcome them into your unit. 
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C. Get involved! Sample advert sheet
Examples of how you can bring tasks to life in adverts for use in newsletters, your meeting place, etc.
D. Unit leader welcome checklist
This covers everything a unit leader should consider before, during and after welcoming a new volunteer in the unit meeting place for the first time









Involving parents & other family members in unit guiding
1. Why involve parents & other family members? 
Involving parents and other family members in unit-level guiding will help unit leaders in many ways. It will spread the workload and help deliver a great programme. Using the skills and expertise of family members will broaden the opportunities you can offer. Parents and family members also benefit. They will gain skills and confidence, make new friends and see first-hand what a great experience you are giving girls. 
2. How to ask parents & family members for help?
2.1 Make a personal ask
1. Start by identifying the specific tasks you need help with e.g. needing a craft expert to come up with new craft ideas.
2. Next, identify the parents who have helped out at unit trips or on a night when you were short of adults. You’ll also want to think about which parents are interested in and engaged with the unit and what is happening in the meetings.
3. Make a personal approach to one of the adults you have identified, make a specific ask - ‘I need help on x night with y,’ ‘I know you are very skilled in x would you consider taking on x for the unit?’ Make it time-limited for x week/s.
4. A face to face conversation is the most effective way to get a positive response. If that is not possible then a telephone call is second best. 
5. Emphasise that their support will help the unit offer a better programme to girls, that they clearly share the values of Girlguiding and have the skills that you need.
2.2 Get to know new families
While a personal ask is often the most successful way to recruit, there may be parents and family members that you’ve not yet had a chance to get to know. We’ve created a template (see page 5-6) to help you reach out to new contacts in a way that showcases the wide variety of ways that family members can support units. Once you see the activities that adults are willing to help with, you can follow up with a personal invitation to chat further. 
If you issue this template, remember that you’ll need to keep any info collected safe in line with Girlguiding’s data protection policies. 
2.3 Be creative 
Asking people to come forward as unit helpers doesn’t really describe what that person will actually do when they join. The template task sheet includes lots of tasks that you could share out among parents and family members. We’ve created a more detailed list of tasks for leaders to help you think through exactly how you can use parent support within your unit (see page 7-9). 
We’ve also put together some sample adverts (see page 10) to highlight the ways that you could bring tasks to life for parents and family members. While a personal ask is ideal, it’s also true that people are more likely to act if they see a message multiple times. Why not underline that you need support by putting up an advert in your meeting place or including an opportunity sheet within your next unit newsletter. 
3. How to welcome parents & family members into your unit
When a parent or family member offers to help, the first thing to do is let your commissioner know. Discuss with your commissioner who will cover which parts of the welcome and induction process with the new helper. 
Agree who will:
Help the new helper register on the Girlguiding website, explain how to complete the online form and help them through the process. 
Discuss the code of conduct for volunteers and send a link to the code by email for reference.
Discuss the Safeguarding policy and their role in following it and send the link to A Safe Space training.
Talk about how they will manage working in the unit with their own child/ family member.
4. Involving parents and family members in unit meetings
Our brand new leaders’ checklist for welcoming new volunteers (see page 11-12) covers everything you need to consider when involving a new volunteer in a unit meeting. We’ve picked out some of the key points when a new volunteer is also a parent or family member of a girl in the unit: 
1. Before the meeting, work out which tasks you are going to give to the new helper. Make sure these involve interaction with the girls and not just setting out and clearing up the crafts or washing up.
2. Remember to take a step back and delegate.
3. Introduce the new helper to the other members of the team and the girls and make sure they are welcomed.
4. Before the girls arrive, show the new helper where everything is, toilets, kitchen, craft cupboard, etc. Explain the protocol around girls going to the toilet.
5. During the meeting make sure the new helper is involved throughout and interacts with the girls.
6. At the end of the meeting, take time to have a chat about how the meeting went, did she/he enjoy it? Any questions?
7. Finally say a big thank you for helping and let them know you are looking forward to seeing them next week.
Parental help at virtual/online meetings
Parents can still help at meetings whilst we are not meeting face to face. Examples of ways in which they can help include:
· helping to run the technology whilst in the meetings 
· managing the splitting up of the group into rooms for group activities
· preparing and demonstrating crafts
· making up and delivering crafts/information to the girls. 
You just need to make sure any parent involved in online guiding has completed the appropriate level of safe space training and any other necessary checks. 

Additional templates and resources follow
A. Help us give your daughter a great guiding experience
Template form to help you get to know parents & families of girls in your unit 
B. For unit leaders – detailed list of tasks to share
This sheet is to help you think about the tasks you could share around parents & family members. It’s for inspiration rather than sharing with parents.
C. Get involved! Sample advert sheet
Examples of how you can bring tasks to life in adverts for use in newsletters, your meeting place, etc.
D. Unit leader welcome checklist
This covers everything a unit leader should consider before, during and after welcoming a new volunteer in the unit meeting place for the first time


Help us give your daughter a 
great guiding experience
Did you know that everyone involved in delivering guiding in our unit is a volunteer? We all contribute whatever time we can to make guiding happen. 
We’re appealing for help to ensure we’re able to deliver great experiences in the coming year. There are lots of ways to lend your support. We know that some of you would prefer to stay behind the scenes or can’t give much time but there really is an opportunity for everyone. 
If you can support us in some way, let us know by returning the below form. We’ll then contact you if a specific opportunity arises.
Thank you! 
Your name: ____________________________________________

	Tasks
	I can help!

	Working directly with girls

	Help out at Rainbows (5-7 years)
	

	Help out at Brownies (7-10 years)
	

	Help out at Guides (10-14 years) 
	

	Help out at Rangers (14-18 years)
	

	Helping run activities online
	

	Helping run activities outdoors
	

	Helping run activities in the meeting place
	

	Helping on occasional weekend trips or outings
	

	First aid 
	

	Taking photos
	

	Helping with cooking activities
	

	Helping with craft activities
	

	Helping at camp
	

	Assisting with badge work 
	

	Behind the scenes

	Ordering badges (can be done online or by telephone)
	

	Updating girl records to show badge work completed
	

	Help preparing letters and other admin 
	

	Help with budgeting and account-keeping 
	

	Help with Gift Aid claims
	

	Coordinating the parent helper rota
	

	Help plan events or trips
	

	Help transport equipment to events or camps
	

	Help set up/clear down after camp
	

	Help plan fundraising activities
	

	Update our social media
	

	Collecting shopping on behalf of the unit
	

	Carry out risk assessments
	

	If you’re able to support the unit in another way, please let us know here…

	


	How we'll look after your data 

	What will you do with my data?
It’s simple. We need the information you share with us to manage these opportunities and to satisfy our legal responsibilities. We’ll keep it safe for as long as long as your daughter is a member of our unit.  
We promise we’ll only share your information if:
– you ask us to
– the law requires us
– in order to comply with our policies so your daughter can enjoy an activity safely
– we carry out market research
– it’s in the public interest

Don’t worry – we’ll never sell your data or share it for any other reason.

Girlguiding Scotland is the registered data controller (the organisation that manages and looks after your data) for all our members’ personal information, both in the UK and around the world. 
Want to find out more about how we use your information – and your rights? You can view our privacy notice.


[bookmark: _GoBack]FOR UNIT LEADERS – Detailed list of tasks to share
Many of the below tasks can be completed by someone in the role of either unit helper, unit occasional helper or unit residential helper. For unit-based roles, the choice you make will be determined by how often they are helping out and whether it involves residential activity. Other tasks are more specialist and would fall under the administrator or treasurer role. You can find out the requirements attached to different roles here: https://www.girlguiding.org.uk/globalassets/docs-and-resources/membership-administration/access-levels/unit_roles.pdf 
	Tasks included within the parent support appeal form (above)
	What could you actually ask the parent to do? 

	Working directly with girls

	Help out at Rainbows (5-7 years)
	These are more general categories within the template form to help identify any parents that might be interested in working with a different age group to the unit their daughter attends. If a parent chooses this option but doesn’t fill out any of the below, have a chat to them about what they’d be interested in – you might have some potential leaders on your hands! 
Be sure to pass their details to your commissioner if they’re interested in trying another section.

	Help out at Brownies (7-10 years)
	

	Help out at Guides (10-14 years) 
	

	Help out at Rangers (14-18 years)
	

	Helping run activities online
	You could ask the parent to help manage the groups in breakout rooms for example or get them to lead icebreaker games while you get ready to run the next activity. This person will need to have the appropriate level of safe space and recruitment check for the role they are asked to play.

	Helping run activities outdoors
	You could ask the parent to research activities that would work well outdoors, linking in with social media groups or other unit teams to gain ideas and keep things fresh. They’d then run them within the meeting. 

	Helping run activities in the meeting place
	You could ask a parent to run a Unit Meeting Activity using one of the cards as a one off. Or you ask them to lead games or share a skill. 

	Helping on occasional weekend trips or outings
	This is a great way to really showcase the benefits of guiding. Give parents defined tasks to support while joining the unit on a trip or outing so they feel like they’re making a meaningful contribution rather than simply being an extra body. 

	First aid 
	This is another task that a parent could help with. They’d need the appropriate training of course but it could give you a lot more flexibility in the unit if you know you can call on some parent first aiders. 

	Taking photos
	You could ask a parent helper to visit the unit meeting place or come along to an event or trip as photographer. This will make it easy to showcase the fun you’ve offered girls on social media, in your newsletters, etc. The same parent might also be involved in gathering photo consent or they might work with another parent who is taking on this task for you.  

	Helping with cooking activities
	You might have a gifted baker or budding chef among your parent group. Use their skills to free up your time to focus on other activities. 

	Helping with craft activities
	There are lots of options here. You could have someone scan the internet or books to find new activities or have someone generate shopping lists, cost out activities, etc as part of the planning process and/or deliver the activity directly to girls. A parent could also be asked to manage your craft cupboard or box and keep it topped up with essential supplies. 

	Helping at camp
	There are loads of tasks associated with camp. Whether it is to do with setting up tents, collecting firewood, running activities, providing first aid, etc, there really could be something for everyone. 

	Assisting with badge work 
	You might find that parents have jobs or skills that connect directly with our programme themes. You could ask them to talk to girls, lead a programme activity or help assess badge work. 

	Behind the scenes

	Ordering badges (can be done online or by telephone)
	Ask a parent to liaise with leaders to make sure any badges needed are ordered in advance and that there’s a bank of spares. As well as ordering badges, they could make sure they are stored neatly and that any certificates are ready for presentation. 

	Updating girl records to show badge work completed
	A parent could be asked to take on admin roles to ensure GO is kept up to date. They’d take information supplied by the unit leader and update girls’ records after completing the appropriate afe space training and other recruitment checks needed. 

	Help preparing letters and other admin 
	A parent could be asked to prepare letters about trips, the term’s programme, etc. They could also be asked to collect in consent forms, etc, and keep a log of who hasn’t returned them. 

	Help with budgeting and account-keeping 
	If parents have financial expertise they could be asked to put those skills to use by budgeting for large events/ international trips or by maintaining the weekly accounts of the unit using the accounts package.

	Help with Gift Aid claims
	Gift Aid can be a huge benefit to the unit so don’t miss out simply because no one in the unit team has time to complete the claim. You may have parents who already have experience of claiming Gift Aid who could take this on for you.

	Coordinating the parent helper rota
	If someone has a flair for managing information, they could be tasked with coordinating a parent rota to make sure you always have enough support to run meetings and that that people are asked to support the meetings that best suit their skills and interests. 

	Help plan events or trips
	Parents could be asked to suggest venues or activities based on experience or engaged in researching particular transport providers. They might have connections that could help you obtain a discount or access a special service. 

	Help transport equipment to events or camps
	If parents are travelling to events or camps with their children anyway they may be happy to transport items for you. 

	Help set up/clear down after camp
	Parents could be asked to arrive early or stay late to help spreading the load of setting up or clearing away camp

	Help plan fundraising activities
	You might have someone who fundraises as part of their work role within your parent group. They could take the lead in arranging fundraising activities such as bag packing. 

	Update our social media
	You could ask a parent to be in charge of running a unit Facebook page or Twitter account for example in line with our social media policies and procedures.

	Collecting shopping on behalf of the unit
	You could ask a parent pick up and drop off any items needed to run the meeting. Make sure you explain the process for claiming expenses at the same time. This person could double as a party planner, working out exactly what’s needed for unit celebrations, costing up items within a budget and then ordering/ collecting them in time for your event. 

	Carry out risk assessments
	Getting a fresh perspective on a risk assessment can be really valuable as they may spot things you’ve missed. A parent could do an initial draft or they could look over one someone else has completed. 






Here’s an example of different ways you could bring tasks to life for parents. There’s room to be creative and flexible when advertising. If anyone expresses interest just make sure you’re upfront about requirements in terms of PVG, Safe Space and recruitment checks. 
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GET INVOLVED

Did you know there are loads of different
ways to support Girlguiding units?

INTREPID
INTERNETER

CREATIVE CRAFTER

Whether it's scrapbooking,
drawing or knitting that's
your thing, you could bring
your creativity to unit
meetings. In this role you'll
help the unit team to
engage girls in fun
activities eitheron a
regular on one-off basis -
you decide!

BADGE
COORDINATOR

Could you take on
responsibility for ordering
badges using unit funds? In
this role, you'll also make
sure badges and
certificates are stored
safely and ready in time to
present to girls when
needed.

Could you scour the
internet to find inspirational
ideas for crafts, games, or
check out pack holiday
destinations?

We'll give you a task, agree
a timeframe and you'll
report back - simple!

You'llinfluence what girls
do as part of guiding but
won't be involved in
delivering directly (unless
you want to bel)

You'll take pride in seeing
girls getting awards and
knowing that without you,
it wouldn't happen
seamlessly

ZOOM WRANGLER

To keep girls safe while
taking part in online guiding,
we need more adults who
have completed
Girlguiding's Safe Space e-
ADMINISTRATOR learning. It only takes xx
minutes but once you've
done it you'll be able to
make sure a meeting has
enough trusted adults in it
to go ahead just by being
present.

GAMES GENIUS

You'll help us keep things fresh
in the unit by gathering up
great examples of games that
challenge and develop girls in
our unit.

This role is vital to the
smooth running of the unit!

You'll take the weekly
register in the unit meeting
place and send out and
gather in forms from girls
and parents.

Don't worry if you don't know
lots of games already - this role
is all about discovery! You'll
explore social media and see
what other units are sharing
before trying out out for
yourself with our girls.

If you're keen you can get
involved in running online
activities too but this is

optional

You'll work closely with our
GO guru but you wont need
IT skills yourself.

TREASURER

If you've got a head for
figures, this role is for you!
You'll collect in meeting
PERSONAL fees and money for trips
SHOPPER and special events and
make sure these are all
paid into the unit bank
account.

GO GURU

GO is guiding's member
database. If you're confident
on a computer you could help
the unit leadership team by
running reports, downloading
the unit register and updating
the girl's records to show
what activities they've
completed. You'll work with
the badge coordinator and
unit administrator to make
sure everyone has the info
they need.

You'll shop on behalf of the
unit team, picking up the
materials they need to
deliver activities in the
meeting place. You'll submit]
receipts for everything
purchased so that you can
be reimbursed by the unit.

You'll also keep a record of
the unit finances on Excel
and liaise with the unit
leadership team as well as
parents and girls.

Drop us an email to find out more:

@) e oscovea, we row

:DGirIguiding SC005548
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WE DISCOVER, WE GROW

Girlguiding

New volunteer :

Date of first meeting:

Before the first unit meeting

I've spoken with the new volunteer before they take part in their first unit meeting, given them
my contact details and explained what to do if they cannot make a meeting for any reason

I have explained where the meeting place is, how to get there and what time to arrive

| have suggested what they might like to wear to the meeting, eg clothes than can cope with
messy activities or shoes suitable for playing games

I have explained the plan for the term and the dates of any planned outings or activties

| have ensured that the new volunteer us familiar with Girlguiding's safeguarding policy, the
code of conduct for volunteers and given them a copy of the unit safeguarding guidelines

I've explained how the meeting will run, the opening and closing ceremonies, how the
girls are organised and key guiding ‘jargon’

| have checked whether the new volunteer has any additional support needs or concerns
that we should be aware of before the meeting

| have explained what | would like the new volunteer to do in the meeting and they have
confirmed that they are comfortable with this

During the first unit meeting

| have introduced the new volunteer to the other team members

I've given the new volunteer a tour of the venue pointing out key things like toilets, fire exits,
etc before the girls arrive and explained the fire evacuation procedure

I've introduced the new volunteer to the girls and given them the opportunity to tell the girls a
bit about themselves

| have encouraged the girls to introduce themselves to the new volunteer during the meeting

I've made sure that the new volunteer has had opportunities to get involved in the ways agreed
before the meeting
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At the end of the first meeting

I've thanked the new volunteer and said how much | am looking forward to seeing them at
the next meeting

I've talked to the volunteer about how they found the experience, including what they liked
and what they found challenging

I've explained when they will next hear from me/ when we will next meet

I've encouraged the new volunteer to take a look at Guidance notes for leaders: running a
Girlguiding unit on the Girlguiding website. (This gives any new volunteer (in any role) a
valuable introduction to the Promise, Law, Five essentials and our programme. Search

“Guidance notes for leaders” at www.girlguiding.org.uk to access the document.)
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