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Event Mentor Responsibilities
The Event Mentor (eventmentor@bedfordhanscomgs.org) is a member of the Service Team. Her job is to ensure that the event coordinators have the information they need. The Event Mentor is not responsible for running any of the events.
· Contact all troops who have responsibility for upcoming events. Make sure they are talking to each other and have some ideas. For the groups organizing the Bedford Day parade and the Fall Kickoff, contact them before the summer vacation and advise them to choose the date before summer vacation.
· Go over finance information with them. Show them how to use the finance templates.

· Go over the event checklist with them and see that they keep on track.
· Give them summary folders from previous events.

· After the event, make sure they produce a summary folder including evaluations and tips for people running a similar event in the future. Make sure to receive it within 8 weeks after the event.
· Make sure that they turn in financial records for the event to the treasurer within 8 weeks after the event.
What Event Is My Troop Responsible For?

Each year, a grade level is responsible for each event. In the case of multi-age troops, the event chosen is usually the event for the oldest grade level in the troop. The event calendar is on our website at http://www.bedfordhanscomgs.org/calendarassign.shtml. It is also available on our Yahoo! Group in the database area. http://groups.yahoo.com/group/BedfordHanscomServiceUnit/database 
Typical event assignments are listed in Appendix VI.
Once you determine your event, you need to determine with whom you are working. The best way to do this is to look at the troop directory located in the Yahoo! Group files section, http://groups.yahoo.com/group/BedfordHanscomServiceUnit/files/NamesAndNumbers/. Look for the file name that begins “troop directory.” Look for other troops in your grade level and give the other leaders a call to set up your first meeting about your event.

See Appendix VII Past Event Information for information on what has been done in our SU in the past. Another good place to find ideas is the web! 
Event Basics
Basic Questions to Answer BEFORE the Event:

· WHO is the event for? (i.e., all troops in town or specific program levels? Is it a family event, or should adults be restricted to Safety Wise numbers?)

· WHAT is the event?

· WHY is it important to have the event, and what will the girls learn from the event?
· WHERE will it take place?

· WHEN will it take place?

· HOW will the event be planned/staffed/carried out?

Always remember the bottom line is that the event is for the girls! The event should not be what the adults want, what is easiest to do, or even what looks good in the local paper. It should appeal to the girls and, hopefully, the event will be BY THE GIRLS!

· Nominate 1 or 2 event coordinator(s) and DELEGATE, DELEGATE, DELEGATE.

· Ideally, start planning the event 6 months in advance.
· Once the date is set, make sure that everyone knows the date & time.

· Book your location 4 to 6 months in advance. Some places book far in advance and fill up quickly.
· Budget the event according to the guidelines below.
· REVIEW SAFETY-WISE!
· Fill out a Troop Activity Application (see online forms at http://ptgirlscouts.org/forms_library.html ) and have it approved by Council. If you are inviting families or other non-Girl Scouts, submit an extra insurance form to council. A $5.00 check covers up to 45 non-Girl Scouts. 
· Pay special attention to first-aid requirement - a level 2 first-aider is required at events with 200 or more participants.  Keep girl to adult ratios in mind.

· Be sure that you have SIGNED PERMISSION SLIPS for all attendees.

Return the permission slips with the patches at the end of the event. This is an easy way to make sure that each girl that has a permission slip gets a patch.

The General Parts of a Girl Scout Event:

Set-Up

Arrival /Registration

Check in all attendees, collect program fees/donations, collect permission slips. A suggestion: Make 2-3 separate lines for check-in to have it move more quickly. If the event is to begin at a certain time, make the arrival time earlier on the fliers. Advise troop leaders to gather permission slips and fees before the event if possible, and check in as a group.
Ice Breaker

This can be quiet or energetic activity for people to do as others arrive. For example, songs, quizzes, little simple crafts, or a group game.
Opening
The opening can be funny or serious. Take care of “housekeeping” items, such as what the program will be, any rules, bathroom location, and the buddy system reminder. You may also include a simple or formal flag ceremony. Be sure to get someone to run the flag ceremony and recruit the girls to be in the ceremony.

Wide-Game

This is a way for girls to have exposure to different activities in smaller groups at “stations”.
All-Group Presentation

Keep it short to keep their interest.

Closing

Wrap up the event with some of the following ideas:
· Girl Scout circle

· sing “Day Is Done”

· friendship squeeze

· silence

· retire the colors (closing flag ceremony)

· pass out patches

· pass out evaluations.

Evaluations are a good way to find out what should be changed the next time around and why you should pat yourself on the back for a job well done. See an example evaluation form in Appendix I.
Cleanup

Remember:

· GIRL SCOUTS ALWAYS LEAVE THE PLACE CLEANER THAN THEY FOUND IT.

· SEND THANK-YOU NOTES!
Planning Tips
Schedule the first meeting of the troops responsible for the event as far in advance as possible. At this meeting choose the event date, nominate the event coordinators, and brainstorm event themes. The following resources may aid you in your planning.

Create a Timeline

The table below shows a sample timeline for an event.  The table was automatically generated using the CalendarFormula MS-Excel spreadsheet available from our Yahoo! Group. Just enter the event date in the first row and the rest of the dates are calculated for you!

http://groups.yahoo.com/group/BedfordHanscomServiceUnit/files/EventPlanning  

	Task
	Date to be completed

	Date of Event
	1/9/2005

	First meeting (date - 5 months)
	8/12/2004

	Reserve location/entertainer (date - 4 months)
	9/19/2004

	Make flyers (date - 6 weeks)
	11/28/2004

	Flyers to leaders (date - 4 weeks)
	12/12/2004

	Extra insurance form due to council (date - 3 weeks)
	12/19/2004

	Service unit activity form due to service unit coordinators (date - 2 weeks)
	12/26/2004

	Date for RSVP (date - 2 weeks)
	12/26/2004

	RSVP reminder email (date - 1 week)
	1/2/2005

	Patches ordered (date + 2 week)
	1/23/2005

	Event summary due to event mentor (date +  8 weeks)
	3/6/2005

	Financial documentation due to treasurer (date + 8 weeks)
	3/6/2005


Create a Checklist
See the sample checklist in Appendix II for hints on the types of things that need to go into the planning. The checklist is also available from our Yahoo! Group. Stay on plan – Consult and update your checklist regularly! http://groups.yahoo.com/group/BedfordHanscomServiceUnit/files/EventPlanning Checklist.doc
Estimating numbers of attendees

Estimating the number of girls that will attend an event can be tricky! You should look at the attendance trends of similar events during the past few years and also poll troop leaders at the Service Unit meetings to gauge their interest.

Make sure that you ask for troop leaders to RSVP with number of attendees ASAP. As you get closer to an event, this can help you make sure that you have enough food and activity supplies for all attendees. NOTE: It is always a good idea to have extra supplies on hand for more girls than you actually have RSVPs for! 
Promotion / Publicity

Flyers
Announce the date and theme of the event at the Service Unit (SU) adult meetings and on the Yahoo group as soon as you have any ideas. Have flyers available as early as possible. Have hard copies at the SU meetings and electronic versions on the Yahoo group. Photocopy flyers (black and white) at the Council offices at Cedar Hill in Waltham. Graphics on the flyer play a key role as they reinforce the fun to be had at the event. See Appendix V for a sample.

The items that need to go on the flyer are listed below. It is a good idea to include the permission slip and the photographic/video permission as part of the flyer. The two-part permission slip allows one copy for the troop leader and one copy for the event coordinators. After the event, the permission slips can help you reconcile the money in the cash box, and they are also a handy method for distributing patches: Just staple a patch to a permission slip and distribute to the appropriate troop leader!

General Information

· Event title
· Date and time
· Location
· Cost (indicate if cost includes a patch)
· Summary of activity planned

· Special instructions, such as what to wear or bring

Notes for Troop Leaders
· You do / do not need to complete a Troop Activity Form for this event.  

· You do / do not need a First Aider to accompany your troop for this event.  

· Please RSVP the number of girls in your troop attending to (name/phone/e-mail) by (date).
· Pass in the Event Permission slip with money and retain the Troop permission slip with you at the event in case of emergency.

Notes for Parents
· Please return both bottom sections (permission slips below) to your troop leader. 

Permission Slip / Emergency Contact Information
· I give my permission for (girl’s name) to attend (event, date, time) with GS Troop # (troop number)
· I give permission for photos to be taken of my daughter for use in Girl Scout publicity.  

· In an emergency, please contact (name) at (phone number) 

· Provide a space for parent/guardian signature and date
Publicity
Contact the Service Unit PR/Media Manager (pr@bedfordhanscom.org). She will advise on how to promote your event further, possibly on local cable TV or local newspaper. 
Donations of Prizes and Supplies
To get prizes or supplies donated for your event, the best approach is to ask. Be prepared by writing a business-like letter that states who you are, what you are doing, when you are doing it, and what you will need. Be sure to mention Girl Scouts, Patriots’ Trail Council, as many people will bend over backwards to help. At the end of the letter, make sure you thank the company in advance, and put in at least one contact name, address, and phone number. Decide what items you want, and go into the stores that have it and just ask politely. It is helpful to wear your uniform. Leave a letter, and thank the person for their time.

Remember to acknowledge people that help. Make a sign that lists all your sponsors, and when you hand out the prizes, mention who donated them. Write a letter of thanks to the sponsors.
If you need to purchase prizes, Oriental Trading Company or Rhode Island Novelty often has inexpensive items. See http://www.orientaltrading.com and http://www.rinovelty.com 
Where to Purchase Patches
Every purchase we make at the Patriots’ Trail store supports the Council, so this should be your first place to look when purchasing patches for your event. However, when your event budget takes priority, buying stock patches online is usually a cheaper alternative. Some manufacturers will put custom lettering on stock pictures for a little extra.

Our Service Unit has used these online stores in the past.

· http://store.girlscoutshop.org/patchesmisc.html - The Patriots’ Trail online store for miscellaneous patches.

· http://www.design-it.com – Design-It 
· http://www.joycrest.com
Where to Have the Event 

Here are some suggestions for places to hold your event.

VA Hospital Picnic Pavilion

Fee: 
Donation

Facilities: 

Outdoors with covered area, electricity and lights, picnic tables, big field,

very close to trails in Wilderness Park Conservation area, plenty of parking. Ask about Porta-potties,

American Legion Hall, Great Rd, Bedford

Fee: 
Free/Donation 

Facilities: 

Hall with tables chairs and dance floor.

2nd smaller room downstairs, with access from back car park.

Student Cafeteria, Middlesex Community College, Bedford Campus.

Fee:  
$75
Facilities: 
Very large hall with tables chairs. PA equipment available upon request.

2nd lounge room across corridor.

Outdoor patio and field.

Available weekends and holidays when classes are not in session. 
Contact information : Sue Fitzpatrick at 781-275-3519, Alice Rouse at 781-280-3541

Churches:

(Check with your own church 1st about possibilities.)

St Paul’s 

Fee: 

Suggested donation, $25 per hour, but any donation is accepted
Facilities: 
Parish hall, library and kitchen
United Methodist Church, Mass Ave, Lexington.

Fee: 

$50 for janitorial services
Facilities: 
Large hall.
Finances

An event should be self-supporting, with the exception of the volunteer appreciation party and bridging. (The budget for these two events is set by the Service Team.) If an event makes a profit, it must go to the SU treasury. It will be used to offset any events that make a loss.

Budgeting
The sample budget below will help you to determine what to charge for an event. The table was automatically generated using the EventBudget MS‑Excel spreadsheet available from our Yahoo! Group. Just enter the projected costs and number of attendees and the cost per girl is calculated for you!

http://groups.yahoo.com/group/BedfordHanscomServiceUnit/files/EventPlanning  
	Item
	Cost

	Location Rental
	$100

	Entertainment
	$200

	Snacks
	$50

	Patches ($1 x 150 girls)
	$150

	Activity Supplies
	$50

	Drinks
	$50

	Total 
	$600

	Total/150 girls = event price
	$4.00


When using this formula to decide how much to charge for your event, it may be wise to slightly overestimate the costs and underestimate the number of attendees, thus building in a small safety profit margin.
Up-Front Expenses
Once you have figured out the budget, how do you spend it? One way is to spend your personal money and be reimbursed after the event. Another way is to get a check from the service unit treasurer (treasurer@bedfordhanscomgs.org). ALWAYS SAVE YOUR RECEIPTS. Attach your receipts to the finance report discussed in the next section.
Tax-Exempt Status

As a non-profit organization, we have tax-exempt status. When purchasing items for an event, you do not need to pay sales tax if you have the appropriate documentation, Massachusetts Department of Revenue Form ST-5, Sales Tax Exempt Purchaser Certificate. You must get a copy of this document for each store where you plan on making purchases. Fill out the form, and take it to the manager of the store. The manager of the store will inform you of the rest of the procedure for that particular store.
Event Cash Box

After the event, reconcile your cash box by adding up all the money and checks collected at the door and subtracting the change that you started with. You can use the CashBox MS-Excel spreadsheet to help you.
http://groups.yahoo.com/group/BedfordHanscomServiceUnit/files/EventPlanning
Enter the count of each coin or bill and the number and amount of each check. Put the entry fee in the space provided and the formula will show the number of girls that paid.
Financial Report
After the event you must create a financial report. Submit one copy to the treasurer, with receipts attached. Submit a second copy along with your event summary to the Event Mentor.

An example financial report is below. This report was automatically generated using the EventExpenses MS-Excel spreadsheet available from our Yahoo! Group. 

http://groups.yahoo.com/group/BedfordHanscomServiceUnit/files/EventPlanning  Simply enter an item as income (a positive amount) or an expense (a negative amount), and the spreadsheet will calculate the subtotal in the last column. Note donated items in your budget to help future organizers of the event.
	Item
	Memo
	Income
	Expense
	Subtotal

	Middlesex Community College Cafeteria Rental
	Paid by Mary Smith, personal check #131
	$75.00 
	 
	$75.00 

	Change for event cash box
	Paid by Mary Smith, 15 $1, 1 $5, 20 $.25
	$25.00 
	 
	$100.00 

	Money collected at the door
	Cash and checks from event
	$670.00 
	 
	$770.00 

	Service Unit Check for Entertainer
	Entered as income because it was paid by Service Unit
	$225.00 
	 
	$995.00 

	Reimburse Service Unit for Entertainer
	Reimbursement to Service Unit for check – net of 0 
	 
	($225.00)
	$770.00 

	Entertainer
	Must be deducted again to show expense 
	
	($225.00)
	$545.00

	Cash paid to Mary Smith f
	Reimbursement for rental
	 
	($75.00)
	$470..00 

	Cash paid to Mary Smith x
	Reimbursement for cash box change
	 
	($25.00)
	$445.00 

	2 boxes Thin Mints
	Receipt attached
	 
	($8.00)
	$437.00 

	Pretzels and Goldfish
	Receipt attached
	 
	($21.94)
	$415.06 

	5 cases of 32 small Belmont Springs water bottles 
	Donated, $50
	 
	$0.00 
	$415.06 

	10 boxes of Animal Treasures 
	Donated from cookie chair, $40
	 
	$0.00 
	$415.06 

	8 boxes Thin Mints
	Donated from cookie chair, $80
	 
	$0.00 
	$415.06 

	Juliette Low WFF - 134 * $1
	 
	 
	($134.00)
	$281.06 

	Patches 140 * $1.35 = $189
	Purchased by Mary Smith, receipt attached. 134 girls attended, bought 140 just in case of miscount
	 
	($189.00)
	$92.06 

	Total
	 
	 
	 
	$92.06 


Wrap Up After The Event

After your event, evaluate how it went and put it in writing. Create an event summary folder, and give it to the Event Mentor. Your Summary folder should be a valuable source of help for the next person planning a similar event. Include your contact info, planning checklist, flyer, #s of attendees, financial report, and evaluations.

Photos

Consider creating a page for the SU scrapbook to memorialize the fun had at your event! Contact the SU PR/Media manager to submit a write-up about your event to the local newspapers.
Appendix I – Evaluation Form

Distribute an evaluation form at the event so that attendees may fill it out and return it to you before they leave.
This sample is simple enough for young Daisies and Brownies and invites older girls and adults to provide more comments on the back.

Consider giving the evaluations to troop leaders when they are checking in.

Evaluation for Event
Did you like the event?






(  (  (
Did you have fun? 







(  (  (
Would you do something like this again? 



(  (  (
Did our planning committee do a good job? 



(  (  (
Did you learn anything new? 





Yes       No
Was it too long? 







Yes       No
Use other side for written comments.
Appendix II - Event Planning Checklist

Use this checklist as a starting point for your planning. 

Record names of people responsible for different parts of the event, self-reminders, etc.
Name of event:










Goal of event:










Activities:











Date: 


 


Time:







Place: 




Contact info:






Building capacity:



Usage fee:






1st Aider: 




Certification expires: 



Troop Activity Form due date:


 (send to GSC 2 weeks prior to event)

Extra Insurance Form** due date:


 (send to Council 3 weeks prior to event)
** if necessary due to high activity level and/or unregistered participants

Budget/cost of event









Make flyers/posters:
(6 weeks prior to event)







Flyers out to leaders:(4 weeks prior to event)  






Other publicity? Radio, TV, newspaper







Optional patches ordered?









Optional prizes / memento photos?







Refreshments?











Paper goods? 











Set up 












Check in











Ice breaker











Opening











Activity stations










Closing











Clean up












Photographer (can be older girl)









Evaluation form











Wrap up/Create event summary folder








Save all receipts!

Appendix III – Example Budget
	Item
	Cost

	Location rental
	

	Entertainment
	

	Patches (patch price × number of girls)
	

	Snacks
	

	Drinks
	

	Activity supplies
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Total 
	

	Total/number of girls  = entrance fee
	


Appendix IV – Example Finance Report
	Item
	Memo
	Income
	Expense
	Subtotal

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Total
	
	
	
	 


Appendix V - Example Event Flyer/Permission Slip
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Bedford-Hanscom Girl Scouts

Cookie Rally
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Enjoy a magical, memorable afternoon with 
XXXXX XXXXX
Hear expert safety tips from Bedford Safety Officer: Sergeant xxxx xxxxxxx
Visit cookie stations: activities on cookie knowledge, goal setting and marketing!
Sunday, January xth, 200x
2:00 PM to 4:00 PM

Daisy Program from 2:45 PM

Middlesex Community College Cafeteria
$x.xx per registered Girl Scout
Your admission includes entertainment, refreshments, and a patch.

Troop leaders RSVP for your troop (approximate count okay) by December 30, 200x to xxxxx xxxxxxx at 999-999-9999 or xxxx@xxxxxx.com
Please adhere to Safety Wise guidelines (standard 13) for adult/girl leadership ratios.


Troop Leader Copy

I give permission for ________________________________ of Troop __________

to attend the Cookie Rally on January xth, 200x from 2:00 PM to 4:00 PM at the Middlesex Community College cafeteria.

Parent/guardian signature:______________________________________Date ____________

Phone number where I can be reached during the event: ___________________

I, ( do, ( do not give my permission for a photo of my daughter participating in this event to be used for Girl Scout publicity


Event Leader Copy

I give permission for ________________________________ of Troop __________

to attend the Cookie Rally on January xth, 200x from 2:00 PM to 4:00 PM at the Middlesex Community College cafeteria.

Parent/guardian signature:______________________________________Date ____________

Phone number where I can be reached during the event: ___________________

I, ( do, ( do not give my permission for a photo of my daughter participating in this event to be used for Girl Scout publicity
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Appendix VI – Event Assignments
	Approximate Dates
	Event
	Troop/Groups
	Event Description

	September
	Bedford Day Booth 
	Leaders and Registrars
	Bedford Day Booth. Responsibilities include registering for space, set up and take down of booth, providing a hands-on activity, organizing a display of Scouting in Bedford, distributing registration info, and answering questions about Girl Scouting.

	September
	Bedford Day Parade
	1st-grade Brownie troops (with mentoring from 2nd-grade Brownies
	Girl Scouts usually march with their troops. Organizers can choose to have theme or a float. Responsibilities include publicizing the event, distributing permission slips, collecting permission slips at the parade, purchasing patches, and distributing the patches to leaders of troops. Document the event with photos.

	October
	Fall Kickoff
	3rd-grade Brownie troops
	This is a townwide girl event celebrating the beginning of a new year of Scouting. Previous events have included scarecrow making, pumpkin painting, a Hoedown, and a Great Brook Farm visit. Juliette Low's birthday is Oct 31, so you may want to work that in also! Document the event with photos.

	November/
December
	Community Service Event
	6th-grade Junior troops
	An event where girls can do something to help others. Successful events in the past have included girls visiting stations to work on different projects, such as decorations for hospitals, quilt making for animal shelter, assembling goodie baskets for homeless shelters, creating cards for nursing homes. Whatever you can think of to reach out to those in need. Document the event with photos.

	January
	Cookie Rally
	2nd-grade Brownie troops
	This is a townwide girl event acknowledging the start of cookie sales. Past events have included a sing-a-long, sock hop, science fair, and roller skating. It is an event coordinator's choice. Document the event with photos.

	February
	Thinking Day Event
	4th-grade Junior troops
	This is a townwide girl event focusing on Girl Scouting around the world. There might be troop-created displays representing countries in WAGGGS, their customs and scouting traditions with food and SWAP sharing. Previous events have included a sports theme and a music theme. At this time, girls contribute to the Juliette Low World Friendship Fund, an effort of girls helping other girls locally in wider ops or in countries just starting Scouting/Guiding. It is an event coordinator's choice. Document the event with photos.

	March
	Library Display Window
	Senior Girl Scouts
	Annually, Girl Scouts design and fill the display window outside the Children's Library at the Bedford Public Library. This display should try to coincide with Girl Scout Week.

	April
	Bedford's Treasured Scouts
	10th–12th-grade Senior Scouts
	Our Girl Scout alumnae (of any age and especially our senior citizens) are very important for an exchange of ideas, experience, and history. This could be a Girl Scout level-specific or townwide event/tea/workshop. Document the event with photos.

	May
	Memorial Day Parade
	1st-grade Brownie troops
	Girl Scouts usually march with their troops. Responsibilities include publicizing the event, distributing permission slips, collecting permission slips at the parade, purchasing patches, and distributing the patches to leaders of troops. Document the event with photos.

	June
	Townwide bridging
	All involved parties
	This ceremony is for all bridging troops and their families. Other troops in the Service Unit may be invited to spectate, or perhaps become rededicated. The location, script, and program is designed by the event coordinator. Document the event with photos.

	June
	Volunteer Appreciation
	5th-grade Junior troops
	This is a townwide adult function, recognizing the efforts of all our Girl Scout leaders. This might be a tea, letters, and or food prepared by the girls. Numerals for years in Scouting, and town-level awards are handed out. Document the event with photos.

	Anytime between March or June
	Townwide Encampment
	Cadette troops
	This is a townwide overnight encampment at a Girl Scout Camp or sleepover at a location such as a museum or battleship. Document the event with photos.


Appendix VII - Past Event Information

This information is also available on the Yahoo! Group in the database section in the Event History database.

Bedford Day Parades:

2005

All Girls asked to wear sunglasses. Slogan: The future is bright in Girl Scouting.
2004

Float: Thanks to New England Nurseries. 

Theme: Bedford’s 275th B’day/Bedford GS 90th B’day

Girls and adults dressed in historic uniforms.

2003

Theme: Brought items from Bedford GS’s old Bell Band

2001

Float: Small trailer with tent and a big doll in uniform roasting marshmallows!

Fall Kickoffs:

2005

Carla Brown/Dianne Boebel/Jen Foster

Square dancing

Plus crafts, smores, donuts on string

Relocated from VA pavilion at last minute due to forecasted tropical storm weather.

Held at Cedar Hill, Waltham, in the Great Hall.

2004

Kim Kinne

Outdoor fall party theme

Decorating pumpkins, cookies, face painting, tug-of-war…

2003

Flo Bahtiarian

Outdoor scarecrow making

Plus mask making, and bingo.

2002

Beth Goodrich

Outdoor father‑daughter hoedown

2001

Flo Bahtiarian

Great Brook Farm: Ranger led nature hike and corn maze exploration.

2000

Scarecrow making

1998

Denise Barnett

Decorate a pumpkin

1997

Denise Barnett

Scarecrow making

Community Service Events

2005

Coordinator: Beth Goodrich

Hunger Banquet (see 1999 below for description)

2004

Coordinator: Kim Rowley

Troops were asked to donate non-perishable food and Stop & Shop Gift certificates to benefit the Bedford Food Pantry during run up to Thanksgiving. The 6th-grade troops created gift baskets out of the donations and made gift cards and placemats.

2003

Coordinator: Julia Whiteneck.

Troops were encouraged to work on individual Service Projects throughout the year. After completing a project, girls could decorate pins to put on a big banner, that showed what they had done to help others.

Troops were encouraged to follow a Patch program from the Web. (The patch was very pretty!) A list of possible projects was produced and distributed. A kickoff event was held with the theme “Religious Traditions in Food.”

2002

Coordinator: Ellen Mazel and Norma Warner

A children’s book drive was organized to benefit children in the Philippines.

The 6th-grade girls sorted through all the collected books.

2001

Coordinator: Ellen Nelson & senior Girl Scout Courtney Leavitt

Project Holiday: 6 stations were set up to make various gifts/decorations for the community. Girls were asked to bring a new toy for the “Toys for Tots” drive.

Projects included: Sewing quilt squares together for an animal shelter. Decorating cookies for police and fire depts. Making decorations and cards for Children’s Hospital. 

2000 

Coordinator: Beth Miller

Whoville: Various stations set up to make gifts and decorations for the community. Girls brought a canned food as admission. Projects included taping girls singing winter songs for a senior citizen home, sanding wood blocks for a children’s hospital, making dog biscuits, and writing letters to seniors.

1999

Coordinator: Ginny Baudanza and her Cadette troop

Hunger Banquet: Girls brought a food donation to benefit the Grow Clinic. 

This Oxfam program taught girls about how much some people have to eat in different parts of the world. Each girl was randomly assigned a role. 15% represented the high income group, and these girls were given a full meal from Boston Chicken and got to eat at a nicely decorated table. 25% represented the middle income group—they sat in chairs and ate rice and beans. 60% represented the low income group—these girls sat on the floor and were given only rice and water.

This was a very powerful event. The girls really saw for themselves how unfair it was. Most went home hungry. Oxfam provides the script for the event—it explains what problems other countries have and how people are trying to help them.

Cookie Rally Events:

2006

Coordinator: Marge Heckman

40 minutes to visit stations on cookie knowledge, marketing, and goal setting.

Entertainment - All Woman Drumming band – Safari Themed cookie materials.

2005

Coordinator: Lisa Bayen

40 minutes to visit stations on cookie knowledge, marketing, and goal setting.

Town safety officer spoke for 15 minutes. 

Magician provided entertainment for the remainder of the event.

2004

Coordinator: Julie Burdge

1st hour visit stations on safety, types of cookies, and goal setting 

2nd hour was dancing led by DanceForce.

2003

Coordinator: Flo Bahtiarian

Singing and dancing led by Girl Scout leader Kay Glass

2002

Coordinator

Sock Hop with DJ Bob

Thinking Day
2006 

Coordinator: Anne Hayes, Kim Kinne

Theme: Winter Olympics. Troops represented different countries, and provided fun activities at their booths.

Needed to reschedule event due to a Nor-easter Snow storm.

2005 

Coordinator: Vicki Kendrick

Opening:  Gather everyone into a circle.  A 4th-grade leader welcomed everyone, lead the girls in the Promise, and explained the way the event was going to be run. Events:  The girls went from table to table on their own or with their troop.  They visited the country tables & the carnival booths.  Face painting and other side activities were there also.  **Suggestion:  Request help from older girls to run the face-painting table—they do a wonderful job. Prize table:  There was a prize table set up with different sections.  One section for winners of 1‑3 tickets; another section for 4‑6, etc.  The prizes were bigger the more tickets they had. ** Suggestion:  Hand out the prizes at each carnival game instead of leaving it until the end.  Only purchase tickets for playing the games.Recipe cards:  Each country had a stack of recipe cards (as the swaps) with a recipe from their particular country.  The girls were to gather one from each country and at the end they assembled their own recipe book & decorated the cover (an adult & helpers assisted in binding the recipe book with ribbon/rings).  Closing ceremony:  Everyone into a circle again.  Troops come forward to present their donations for the Juliette Low World Friendship Fund and explain how they came up with the amount they are donating (such as measuring a long jump, etc).  

2004

Coordinator: Beth Goodrich

Troops made displays of a country.

Parade of old uniforms.

2003
Coordinator: Laurie Cohen

Troops made displays of countries.

Parade of foreign uniforms

Caroline Larson’s graduates talked about their trip to Switzerland.

World Pin Ceremony

2002
Coordinator: Julia Whiteneck

Combined 90th GS B’day and Thinking Day theme

Troops presented songs.

2001
Coordinator: Kim Rowley

Troops made displays of countries around the Pacific Rim.

2000

Coordinator: Louise Keating

Troops made displays of countries

1998

International sports competition

Troops made a poster and brought a food from their chosen country.

Opening parade of flags

Volunteer Appreciation Events

2006

Coordinator: Jude DeHart/Sue Ellis

Indoor BBQ theme.

Girls made kite decorations and prepared food.

Held at Lutheran Church on Davis Road.

2005

Coordinator: Beth Goodrich

Delicious dinner, held at First Parish Church.

2004

Coordinator: Flo Bahtiarian & other 5th-grade troops

Fun-Due Party: Adults were treated to 3 different types of fondue!—cheese, oil, and chocolate. Girls helped prepare the food. Gifts for all: terra-cotta pots with seeds.

2003

Coordinator: Sheelagh Kelly & Service Team

A taste of Thai: Adults were treated to appetizers catered by the Lemon Tree Thai restaurant. Gifts for all: magnets and pins.

2002 
Coordinator: Ginny Baudanza & troop

Party at Ginny’s house. Ginny’s senior girls prepared the snack foods.

2001 
Coordinator: Margot Iwanchuk & Troop 1655

Deserts, coffee, and games at First Parish Church. Gifts included chocolate bar with a specially designed wrapper.

2000 
Coordinator: Sheelagh Kelly & Troop 1635

Dinner at Great Wall. Everyone paid their own way. Gifts included bookmark, pen, and bandanna

1999
Coordinator: Holly Wilkins & Troop 1635

Met at Congregational Church. Everyone brought a desert to share. Gifts were terra cotta pots and seeds.

Workshops/Other Events

Haunted Houses
by Ginny Baudanza and Margot Iwanchuk’s  Cadette troops.

Workshops
· Junior Fitness badge. 
· Brownie First Aid Try-It.

· Swimming. 

· Junior Geology Badge Workshop.

Father/Daughter Disco

Orienteering 
(map reading/compass work) plus campfire with the Boy Scouts at Wilderness Park Conservation area in Bedford. Sheelagh Kelly has a topographical map of this area that she created.
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