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A Guide to Guiding in New Zealand is a book to be used by all leaders. It aims to inform 
and explain the principles of the Movement and the way it is organised. It provides 
guidance as well as a sensible and understandable framework to help members carry out 
their role. It is not a rule book. There are however some definite rules based on the needs 
for safety, common sense and the good name of Guiding. 

The contents page at the beginning of the book not only explains the contents of the book, 
but also provides a useful overview of GirlGuiding New Zealand. It is recommended that 
leaders read it with this in mind. The index at the back gives more detailed listings.

The book is not intended to be read from cover to cover. Leaders will have different needs 
and wish to know the answers to different questions. It is however highly recommended 
that all leaders become familiar with the layout and scope of the book, so that it becomes 
a familiar and useful tool. 

It is expected that leaders will find this book helpful. It allows them security in the 
knowledge that, if they look up relevant sections and follow the guidelines given, they may 
proceed with confidence to offer quality Guiding to the girls or leaders in their charge.

Word selection Throughout this guide there has been careful selection of words  
in order to convey the precise meaning. In particular note the  
use of the words “must”, “should” and “may” as used in the 
following examples
•	 there must be a unit leader... an absolute requirement. 

This will also be written in bold print.
• the co-ordinator appoints an administrator... the use of 

the present tense means much the same as “must”. It 
describes the correct procedure - any other procedure  
is incorrect.

• the international aspect of Guiding should be included 
frequently in all section programmes... the use of the word 
“should” means that it is strongly recommended this action is 
taken if possible.

• the regional co-ordinator may appoint one or more 
assistants... the use of the word “may” means that this is the 
action to be taken if it is considered necessary.

• also note the use of "/" as in parent/caregiver - it means “or”.
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What We're All About





Vision, Mission and Values
Vision All girls and young women in every community are inspired and 

empowered to turn dreams into reality.

Mission We enable girls and young women to reach their full potential and 
make a difference in the world.
 
Ko tā Ngā Kōhine Whakamahiri o Aotearoa he āwhina I ngā kōtiro 
kia tu pakari, kia whakaaro nui ki a rātou anō kia whai hua ai tā 
rātou I mahi ai ki te iwi whānui

Goals 1. Provide an empowering adventurous journey for girls and 
young women to grow and lead.

2. Maintain a relevant, values-based and self-sustaining 
organisation

3. Empower girls and young women to be positive agents of 
change in New Zealand and the world.

Values GirlGuiding New Zealand will incorporate these values and 
attributes in its policies, processes, investments, operations and 
decision-making:

• Valuing and empowering girls
• Honesty and reliability
• A culture of friendliness and ambitious fun
• Connecting and working co-operatively with others and  

the community
• Responsible and accountable behaviour
• Respect and service to others
• Wise use of resources
• Accepting and providing challenges and learning from them
• Caring for the environment
• Cultural inclusiveness and understanding our  

global connections.
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Promise All girls, regardless of race, faith or other circumstances, may 
become enrolled members of GirlGuiding New Zealand as long  
as they are able to understand, and are willing to make, the 
following promise.
 
I promise, with the help of my God, to be true to myself, to do 
my best to help my country and to live by the Guide Law.

Pippins do not make the Promise. 

If an individual is a member of a religion for which God has a 
name which is more commonly used (eg Allah), that name may 
be substituted in order to make the Promise more relevant to that 
individual. In such cases it is recommended that the unit leader 
discusses the wording with the girl and her parents. 

Law As a Guide I will try to
• be honest and trustworthy
• be friendly and cheerful
• be a good team member
• be responsible for what I say and do
• respect and help other people
• use my time and abilities wisely
• face challenges and learn from experiences and
• care for the environment.

10
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A youth 
organisation

GirlGuiding New Zealand is a youth organisation for girls and 
young women and is committed to the values expressed in the 
Guide Promise. Adult members are mainly volunteers and usually 
wear uniform. 

Aims and 
principles

The aims and principles of GirlGuiding New Zealand/Ngā Kōhine 
Whakamahiri o Aotearoa are based on those developed by the 
founder, Lord Baden-Powell, and accepted by all members of the 
World Association of Girl Guides and Girl Scouts. The “essence” 
of the fundamental principles, defined at the World Conference in 
1972, are:

• duty to God, defined as ‘an acknowledgment of the 
necessity for a search for a faith in God, in a Supreme 
Being, and the acknowledgment of a force higher than man 
of the highest spiritual principles.’ This encompasses all 
world faiths.

• duty to country, defined as ‘the acceptance of the concept of 
responsibility to the communities in which we live’

• service, defined as ‘the acceptance of the practice of 
helpfulness to others’

• the guide law, the essence of which is defined as respect for 
all living things, self-discipline and a responsibility for others.

Our charter As a way of articulating who we are, the organisation has 
developed a charter. 

We aim to be the most relevant organisation for girls and women 
today and into the future. This means:

• acknowledging each individual by providing flexible and  
non-competitive learning opportunities

• providing an open-minded, values-based foundation for  
our activities

• providing supportive environments for girls and young 
women to experience friendship and fellowship

• focusing our recreational activities around understanding, 
connecting to and helping our wider communities

• acknowledging and celebrating cultural diversity and 
providing an inclusive environment where individuals’ 
backgrounds and experiences are accepted and understood.

Our leaders are committed to providing:
• fun, excitement and engagement through adventure  

and friendship
• a supportive, encouraging environment for girls and  

young women
• interactive, hands-on activities in a safe environment.
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Our leaders are committed to:
• communicating regularly with parents and caregivers
• encouraging and challenging girls to achieve and extend 

their potential
• completing annual training as specified
• participating in an annual effective leader review.

Our organisation is committed to:
• regularly reviewing and updating our programmes to  

ensure they are relevant to the needs of today’s girls and 
young women

• consulting externally on societal trends affecting girls and 
young women

• charging a reasonable fee to ensure we can provide a  
safe, fun and challenging environment for girls and  
young women

• providing warm, welcoming and well maintained  
meeting places

• reviewing regularly policies and standards to ensure  
their relevance and the ongoing safety of girls and leaders

• providing training and development opportunities for  
all leaders.

Programmes and
activities

Programmes appropriate to different age groups provide regular 
opportunities for participation and fun in recreation, learning for 
leisure and life skills. Activities offer numerous areas of choice, 
challenge, achievement and new experiences, especially in the 
outdoors. Members are encouraged to involve themselves in 
community service and to participate in international opportunities.

Programmes of the Association provide a balance of physical, 
mental and social development with underlying spiritual values. A 
significant emphasis is placed on outdoor activities and team work. 
There is a focus on girl leadership and responsibility for self and 
others, enabling ordinary people to achieve extraordinary things. 

Advocacy GirlGuiding New Zealand encourages girls and leaders to make a 
personal and positive commitment to change the world around them 
for the better. They are encouraged to take action; this can happen 
at many levels, including personal development and projects in their 
local community. They also have the opportunity to participate in 
projects nationally and around the world.

Leader training Training is provided to enable leaders to carry out their 
roles effectively.
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Status Guiding is delivered in New Zealand by the Girl Guides 
Association New Zealand/Ngā Kōhine Whakamahiri o Aotearoa 
(known as GirlGuiding New Zealand), which is an incorporated 
society under a Private Act of Legislature in 1942. 

The Association has a constitution, is recognised by law as 
an educational charity following a legal decision in 1943 and  
has charitable status: Charities Commission registration  
number CC22069. The National Office of the Association is  
based in Christchurch. 

Origins The Association had its origins in a movement founded in New 
Zealand in 1908. It was named the Girl Peace Scouts which in 1923 
became the Girl Guides Association, Dominion of New Zealand 
and a Branch of the Girl Guides Association, United Kingdom, 
incorporated by Royal Charter, 1922.

WAGGGS GirlGuiding New Zealand is a founder member of the World 
Association of Girl Guides and Girl Scouts (WAGGGS). This  
World Association now has over 10 million members in more than 
140 countries.

As a member of WAGGGS GirlGuiding New Zealand
• adheres to the fundamental principles and has a Promise 

and Law in wording approved by the World Board
• adopts the method of the Girl Guide/Girl Scout Movement
• has a membership which is voluntary and open to all 

girls and young women without distinction of creed, race, 
nationality, or any other circumstance

• has a membership which is self-governing with freedom to 
formulate its policy and put it into practice

• is independent from any political organisation.

13



Diversity GirlGuiding New Zealand is open to all girls and adults. It is 
important therefore that an individual’s beliefs, family culture and 
circumstances are respected and that Guiding embraces all aspects 
of the diversity of New Zealand society. 

Politics GirlGuiding New Zealand is independent of any party political 
organisation or party and must not make political statements 
on behalf of its members. 

At the same time as recognising the responsibility of preparing 
girls and young women for community leadership, GirlGuiding 
New Zealand offers them full and fair information on issues which 
concern them and encourages them to find constructive solutions.
Leaders should take care to ensure that members and units are not 
laid open to allegations of party political bias.

If taking part in a party political meeting or activity as an 
individual, a member must not speak on behalf of GirlGuiding 
New Zealand and must not wear uniform.

Religion Guiding is not a religious organisation but every member is 
encouraged to take an active part in the religion of her family and 
community. GirlGuiding New Zealand respects the requirements 
of different beliefs eg dress, diet, holy days. Units are open to 
girls of all faiths, but some are attached to particular worshipping 
communities. Girls or adults who accept the principles of Guiding 
are welcomed as members whether or not they belong to a formal 
worshipping community. 

Worship Attendance at any act of worship should be seen as part of the 
spiritual development of the individual member and is voluntary. 
A girl should have the consent of her parent/caregiver before 
attending a service of a different faith or denomination from her 
own. At meetings, camps or other events any form of worship 
should be of the simplest character. If held on Sundays or other 
special times, opportunity should be provided for members to attend 
their place of worship if possible.
 
A Guides’ Own service is a style of worship which can take 
many forms and is planned and led by Guiding personnel. It is 
complementary to, but not a substitute for, religious observance.
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Disability Guiding welcomes those whose sensory, emotional, intellectual, 
learning, social, physical or medical disabilities and difficulties may 
limit their activities but not their hopes and achievements. The 
programme of activities is sufficiently flexible for girls of almost any 
level of ability to participate. The leaders and the girl’s own small 
group provide her with the support and encouragement to do so. At 
the same time, the needs of the other girls in the unit are taken into 
account so that the experience is a positive one for all girls in the 
unit, including any with disabilities. Unit leaders are encouraged to 
seek help from their co-ordinators and the girl’s support network.

Distance When a girl lives too far from a unit for easy access, is unable to 
travel for any reason or has time restrictions which do not allow her 
to participate regularly in the activities of a unit, she may be able 
to take part in Guiding at a distance through the Lone Scheme of 
GirlGuiding New Zealand, in areas where this is available.

Culture Guiding welcomes members from all cultures. GirlGuiding New 
Zealand has adopted a policy on bi-culturalism so that members 
are able to reflect the principles of the Treaty of Waitangi in their 
positive contribution to their community in New Zealand. (See 
Chapter 11: Policies)

Gender GirlGuiding New Zealand believes that the needs of girls and young 
women are best met through an organisation catering specifically 
for girls and led mainly by women. In a society where most girls and 
young women experience co-education at school, at home and at 
work, Guiding offers an alternative – opportunities for a girl to enjoy 
the friendship of other girls and women, to see that she is valued 
and to develop confidence. In Guiding, girls and young women 
see themselves and their friends taking responsibility for making 
things happen. It is also important for girls to see women as role 
models in leadership and decision making. They are able to acquire 
leadership skills and to become self-reliant. This development takes 
place in an atmosphere where there is positive support for what 
each individual is doing and where there is no discrimination on 
grounds of gender from either leaders or other members.

Male leaders There are opportunities for men to become involved in Guiding as 
unit team members, as members of district support teams or in 
other roles. Males do not become enrolled members of GirlGuiding 
New Zealand.

Joint activities GirlGuiding New Zealand recognises that many girls and young 
women, particularly rangers and older guides, enjoy and benefit 
from co-educational activities. Therefore GirlGuiding New Zealand 
co-operates at all levels with other organisations for young people, 
male and female, and particularly with Scouts New Zealand, its 
units and members.
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Introduction Guiding for girls is divided into four sections: pippin, brownie, 
guide and ranger. The programme encourages each girl to do her 
personal best through a choice of challenges and group activities. It 
involves planning by girls with help from leaders and the use of the 
patrol system as appropriate to their section. 

Age groups When a girl joins Guiding she is attached to a unit within one  
of the sections. She may belong to one unit only, but may be 
temporarily attached to another. The minimum ages of entry into 
each section are: pippin - fifth birthday; brownie - seventh birthday; 
guide - 9 ½ years; ranger - 13 ½ years or at the beginning of Year 
Nine. The maximum age for remaining in the ranger section is the 
nineteenth birthday.

Where it is in the best interests of the girl, dispensation for  
these age limits may be granted to girls with disabilities by the 
district co-ordinator.

5 6 7 8 9 10 11 12 13 14 15 16 17 18 19

Brownies

Pippins Guides Rangers

Rangers (including RILs)

Linking A girl moves on (called linking) to the next section

• after she has reached the minimum age for entry into  
the new section

• after she has found out about the new section and the  
unit to which she is moving

• when she herself feels ready and happy to make  
the transfer. 

When a girl is ready to move on to a unit in the next section she is 
encouraged to do so by the unit leaders concerned, in consultation 
with the girl’s parents/caregivers. Units and districts plan linking 
ceremonies at the time most beneficial to a girl, but often at the start 
or end of each school term.

19

Sections in Guiding



Introduction A girl becomes a pippin at any time after she has reached the age 
of five. She normally spends one to two years in the unit, leaving 
after her seventh birthday to become a brownie.

Saying Pippins do not make a promise, or have an enrolment ceremony. 
They have a saying which may be used on suitable occasions.
 
Pippins care, so Pippins share with other children everywhere.

Programme Pippins belong to a unit where strong family support is encouraged. 
The programme includes a wide variety of activities based on 
increasing the girl’s awareness of herself, other people and her 
environment. Together with their unit leaders, pippins suggest and 
choose their games and activities.

Uniform Pippins wear any combination of the uniform as on the GirlGuiding 
New Zealand Shop website or published in the current catalogue. A 
pippin may wear anywhere on her sash the cloth pippin badge, the 
regional cloth badge and any other badges gained. A sunhat should 
be worn outdoors on appropriate occasions. 

In all cases, common sense should be used to ensure that the 
uniform items worn are appropriate and suitable for the activity 
being undertaken, particularly in specialised activities which may 
require protective or safety clothing. There are no requirements 
for special footwear for pippins but safety issues should always be 
considered. Outer garments should be appropriate for the weather 
conditions, whether or not they are in uniform colours. Accessories 
should all be suitable for the occasion. If membership of a particular 
faith or culture requires additional uniform items, they should be in 
the colours of GirlGuiding New Zealand.

Introduction A girl becomes a brownie at any time after her seventh birthday. 
She normally spends about three years in the unit, leaving between 
the age of 9½ and 10½ when she is ready to become a guide.

Promise and Law Brownies make the GirlGuiding New Zealand Promise and keep  
the Guide Law.

Motto The Brownie Motto is Be Prepared 
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Programme The programme consists of various choices. Girls may choose 
whatever activities suit their age and maturity level. Each brownie 
takes part in a variety of activities and challenges which help 
her all-round development. From within the framework provided 
by the structure of the programme, girls and units choose their 
own activities. These include specialised and unit badges, theme 
programmes and outdoor activities. 

Brownie six Within the unit brownies work in small groups called sixes, which  
is the usual activity group within the section. Girls are chosen by  
the unit/six to be sixers and with the help of a leader they invite 
other girls to be seconders. Brownies take part in activities as 
individuals or in groups, which may be sixes, the whole unit or  
other informal groupings.

Unit decision 
making

Brownies, together with their leaders, plan their own programme 
and make decisions affecting the unit at buzz time. This is a 
meeting of the whole unit, including girls and the leadership team, 
at which ideas and information are exchanged and activities are 
discussed, planned and reviewed.

Uniform Brownies wear any combination of the uniform as on the 
GirlGuiding New Zealand Shop website or published in the current 
catalogue. Badges are worn on the front and back of the uniform 
sash. Positioning of the badges is according to the girl’s choice. 
GirlGuiding New Zealand badges gained as a pippin may also be 
sewn on the sash.

Once they have made their promise, brownies are entitled to wear 
the enrolment badge on the sash to signify their commitment. The 
enrolment badge may also be worn out of uniform.

The uniform is designed so that items mix and match. A brownie 
makes her own choice of garments to ensure that she wears her 
uniform with pride and presents an up-to date and pleasing image 
of GirlGuiding New Zealand. 

In all cases, common sense should be used to ensure that the 
uniform items worn are appropriate and suitable for the activity 
being undertaken, particularly in specialised activities which may 
require protective or safety clothing. There are no requirements for 
special footwear for brownies but safety issues should always be 
considered. Outer garments should be appropriate for the weather 
conditions, whether or not they are in uniform colours. Accessories 
should all be suitable for the occasion. If membership of a particular 
faith or culture requires additional uniform items, they should be in 
the colours of GirlGuiding New Zealand.
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Introduction A girl becomes a guide at any time after the age of 9½. She 
normally spends about three to four years in the unit, leaving to 
become a ranger between the age of 13½ and 14½ or when she 
reaches Year Nine.

Promise and Law Guides make the GirlGuiding New Zealand Promise and keep the 
Guide Law.

Motto The Guide Motto is Be Prepared.

Programme The programme consists of various choices. Girls may choose 
whatever activities suit their age and maturity level. Each guide 
takes part in a variety of activities which help her all-round 
development. From within the framework provided by the structure 
of the programme, girls and units choose their own activities. These 
include specialised badges, theme programmes, unit and patrol 
patches, camping in the outdoors and international opportunities. 
A girl takes part in activities both as an individual and as part of a 
small group, which is usually her patrol.

Guide patrol The patrol is the usual activity group within the guide section. Each 
has a patrol leader chosen by the guides, and an assistant patrol 
leader who is chosen by the patrol leader. Before election, a patrol 
leader should be making progress in Guiding and have a good 
knowledge of her role and responsibilities as a patrol leader. She 
should be willing to take part in regular patrol leader trainings. The 
patrol works both independently and as part of the whole unit.

Unit decision 
making

Unit patrol leaders meet together regularly with the unit leaders  
and any rangers/RILs helping in the unit. Assistant patrol leaders 
may represent their patrol leader when necessary. The meeting  
is responsible for planning and putting into operation the 
programme of the unit and for managing its affairs. This is done 
through regular patrol meetings at which ideas and issues are 
discussed by the whole patrol and then are passed to the next 
patrol leaders meeting.

Unit helper A guide may also be a helper in a pippin or brownie unit, attending 
meetings and forming a link between the units. If possible she 
belongs to the guide unit in the same district. She should have 
been in the guide unit for at least a year before appointment. She 
should have worked effectively with the pippin/brownie unit for three 
months before wearing her unit helper badge. There should be no 
more than two helpers per unit. For a detailed job description refer 
to Guide Leader’s Guide or the GirlGuiding New Zealand website.
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Uniform Guides wear any combination of the uniform as on the GirlGuiding 
New Zealand Shop website or as published in the current 
catalogue. GirlGuiding New Zealand badges are worn on the front 
and back of the uniform sash. Positioning of badges is according 
to the girl’s choice. Badges gained at pippins and brownies can be 
worn on the guide sash.
This also applies to unit colours, which some units and districts 
choose to give their girls.

Once they have made their promise, guides are entitled to wear 
the enrolment badge on the sash to signify their commitment. The 
enrolment badge may also be worn out of uniform.

The uniform is designed so that items mix and match. A guide 
makes her own choice of garments to ensure that she wears her 
uniform with pride and presents an up-to date and pleasing image 
of GirlGuiding New Zealand. 

In all cases, common sense should be used to ensure that the 
uniform items worn are appropriate and suitable for the activity 
being undertaken, particularly in specialised activities which may 
require protective or safety clothing. There are no requirements 
for special footwear for guides but safety issues should always be 
considered. Outer garments should be appropriate for the weather 
conditions, whether or not they are in uniform colours. Accessories 
should all be suitable for the occasion. If membership of a particular 
faith or culture requires additional uniform items, they should be in 
the colours of GirlGuiding New Zealand.

Introduction A girl becomes a ranger at any time after the age of 13½ or on 
entering Year Nine. She spends about four to five years in the 
unit. If she wishes to concentrate on gaining leadership skills she 
may choose to become a ranger in leadership (RIL) – refer to 
the Ranger’s Guide. She may work in a pippin, brownie or guide 
unit - refer to detailed job description in the Ranger’s Guide. If she 
becomes a RIL she takes part in a minimum of one ranger activity 
or meeting per school term. Lone RILs should receive and respond 
to at least one lone letter a term. After her nineteenth birthday, a 
ranger is encouraged to become a unit leader (if she is not already 
one) or to maintain her membership of GirlGuiding New Zealand as 
an alumna. 

Promise and Law Brownies make the GirlGuiding New Zealand Promise and keep the 
Guide Law.
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Motto The Ranger Motto is Be Prepared 

Programme The programme consists of various challenges, certificates and 
awards which help a ranger’s all-round development. From within 
the framework provided by the structure of the programme, each 
girl chooses her own activities. Among the many possibilities 
are becoming a ranger in leadership (RIL), lightweight camping, 
tramping, boating, leadership training, emergency and personal 
skills, international opportunities, as well as the gaining of 
qualifications such as Queen’s Guide or the Duke of Edinburgh’s 
Hillary Award. Refer to the Ranger‘s Guide for further details.

Unit decision 
making

The rangers themselves share in running the unit programme 
with the support and encouragement of the ranger leader/s. The 
leader/s are responsible for enthusing rangers and facilitating 
decision making to ensure that a quality programme is organised 
that includes ideas and goals from all unit members. The unit elects 
a chairperson, secretary, treasurer and any other positions the unit 
considers necessary. In a large unit, a unit committee may  
be elected. 

Uniform Rangers wear any combination of the uniform as on the GirlGuiding 
New Zealand Shop website or as published in the current 
catalogue. Rangers wear a red badge tab. They may wear a 
maximum of eight badges, including the metal regional badge, 
on their badge tab. RILs may wear the GirlGuiding New Zealand 
gold position bar engraved with RANGER IN LEADERSHIP. A 
ranger helping in a unit may, if she chooses, wear a gold position 
bar engraved with RANGER. The position bar is worn at the top 
of the badge tab, or, if a RIL chooses not to wear a badge tab, it is 
worn on any outer top garment together with the GirlGuiding New 
Zealand name badge.

Once they have made their promise, rangers are entitled to wear 
the enrolment badge at the centre front of their ranger top or the 
centre front of the ranger scarf. The enrolment badge may also be 
worn out of uniform.

The uniform is designed so that items mix and match. A ranger 
makes her own choice of garments to ensure that she wears her 
uniform with pride and presents an up-to date and pleasing image 
of GirlGuiding New Zealand. 

In all cases, common sense should be used to ensure that the 
uniform items worn are appropriate and suitable for the activity 
being undertaken, particularly for formal occasions or in specialised 
activities which may require protective or safety clothing. There 
are no requirements for special footwear for rangers but safety 
issues should always be considered. Outer garments should be 
appropriate for the weather conditions, whether or not they are in 
uniform colours. Accessories should all be suitable for the occasion.
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If membership of a particular faith or culture requires additional 
uniform items, they should be in the colours of GirlGuiding  
New Zealand.

Special designs For special occasions, rangers, within a region or individual 
unit, may design and print their own tops. The design is to be 
approved by the regional management team. If the design is to 
be overprinted onto a GirlGuiding New Zealand uniform top or 
the	design	incorporates	the	trefoil/official	logo,	prior	approval	
for the design must also be obtained from the marketing and 
advocacy	team	at	the	National	Office.	

25





Te Mahi Whakatakoto Kaupapa

The Guiding Programme

chapter3





Programme 
standards

GirlGuiding New Zealand programmes are “health checked” 
regularly by the World Association of Girl Guides and Girl Scouts 
(WAGGGS), to ensure that programmes comply with the essential 
requirements of our membership of the world organisation.

GirlGuiding New Zealand is a founder member of WAGGGS, the 
largest voluntary organisation for girls and young women in the 
world. As a member organisation GirlGuiding New Zealand is 
expected to provide high quality non-formal educational programmes 
that provide dynamic, flexible and values-based training in life-skills, 
leadership and decision making.

WAGGGS Guidelines require that programmes:
• are based on the fundamental principles of Guiding as laid 

down in the Promise and Law
• understand the needs and aspirations of girls and young 

women in their country
• ensure that a holistic approach is taken to personal 

development through considering the six developmental 
areas (see below)

• ensure that learning objectives are developed and recorded 
within the programme

• are based around the educational approach of Girl Guiding/
Scouting (see below)

• provide activities that are the concrete experiences that girls 
undertake to promote their development. 

Six development 
areas

The WAGGGS guidelines promote a holistic approach to personal 
development, considering six equally important and inter-related 
development areas:
   
Intellectual – including the process of learning and understanding 
and dealing with ideas and information (attention, memory etc).
   
Spiritual – belief that a higher force than the physical and natural 
exists. This aspect is closely linked to the values an individual holds, 
and provides guidance for everyday life.
   
Physical – including health and development through nutrition, 
hygiene and exercise but also motor skills and perceptual capacities.
   
Emotional – encompassing understanding and responding to  
the emotions of others, the expression and exchange of emotion,  
and emotional self-regulation by controlling and managing  
emotional experiences.
   
Social – including understanding social rules of behaviour, 
interacting with other people and controlling stimulus and reactions 
to behaviour.
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Moral – relating to the principles and values that a person or society 
believes to be right, proper or acceptable ways of behaving.

Girl Guide/Girl 
Scout method

This is the WAGGGS terminology used to describe the way girls 
receive non-formal education through Guiding, (ie organised 
educational activity outside the established formal [school]  
system). The components of the Girl Guide/Girl Scout method are 
listed below.

• Commitment through the Promise and Law.
• The Patrol System, centred on the importance of team work, 

leadership skills and practising democratic skills, including 
methods of decision-making and implementation.

• Learning by doing – “The average girl (if there is such a 
thing…) does not want to sit down and passively receive 
theoretical instruction. She wants to be up and actually 
doing things in practice…” BP in Girl Guiding, 1918.

• Progressive self-development so that a girl is aware of her 
own level of development and is encouraged to progress.

• Symbolism including the motto, the left hand shake and 
World Thinking Day.

• Active co-operation between young people and adults.
• Outdoor activities.
• Service in the community to encourage a sense of 

responsibility for the world the girl lives in, benefitting the 
girl’s personal development as well as the community.

Key components • Peer education (young people learning from each other).
• Experiential learning (learning through activities and 

practical programmes).
• Volunteerism (by both young people and leaders).
• Recognition of individual goals (each girl defining her own 

progress and development according to her own needs and 
aspirations).

• Integrated value system.

In addition the method recognises other educational  
influences including:

• the adult as a role model to the girl
• projects and project based programmes 
• the opportunity for international experiences.

Activities Guiding gives girls and women the opportunity to take part in a wide 
range of activities and try new skills under friendly and competent 
instruction. Girls are encouraged to plan their own programmes 
in consultation with their leaders and other unit members. In 
responding to the many challenges included in the programme 
resources, they may choose activities which take them outside their 
own meeting place.
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Activities such as camping, swimming, sailing, skating, tramping, 
abseiling, caving and canoeing should not be seen as extras, but 
a normal part of the unit’s programme. Leaders should remember 
that they are promoting the good name of GirlGuiding New Zealand 
when activities take place outside the meeting place and should 
do all that they can to help maintain the positive and safe image of 
Guiding.

Outdoors Outdoor activities are an essential element of Guiding, encouraging 
an awareness and enjoyment of all aspects of the outdoors. All 
programmes should include outdoor activities and opportunities. 
Safety management should ensure activities are safe while also 
offering a degree of challenge depending on the age and ability of 
the girl.

Expertise in 
outdoor activities

Unit leaders are not expected to be experts in everything. Regional 
outdoor team members and the National Outdoor Co-ordinator are 
available to provide advice and practical support to units wishing 
to take part in activities beyond the expertise of the unit leaders. 
They are often in touch with experts who can provide the necessary 
qualified instructors required for many activities. Leaders are 
encouraged to use this network to widen the unit’s programme.

Outdoor 
qualifications

Girls are encouraged to gain GirlGuiding New Zealand outdoor 
qualifications appropriate to their age and interests. Details  
and requirements are listed in the Guide Girl’s Guide and the 
Ranger’s Guide. 

Leaders are required to hold certain qualifications before leading 
some outdoor activities. Details of GirlGuiding New Zealand outdoor 
qualifications can be found in the booklet Arahina Elective Modules 
and Camp Certificates. Qualification requirements are indicated in 
sections in this chapter. Regional outdoor teams are responsible for 
assessing outdoor qualifications.

Approved 
equivalent 
experience

Where a leader does not hold the requisite outdoor qualification,  
but believes that they have equivalent experience and/or  
qualifications, application should be made to the Outdoor 
Programme Co-ordinator at the National Office for approval of  
their equivalent experience.
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Safety 
management

All activities, even those in the meeting place, carry an element 
of risk and unit leaders are expected to use their common sense 
to ensure that the unit’s programme is carried out safely. Leaders 
are encouraged to use the Safety Action Plan form available on 
the GirlGuiding New Zealand website when planning any activity 
where safety needs to be taken into account. For some programme 
activities and all adventurous activities this form is a requirement. 
GirlGuiding New Zealand provides in this chapter rules and 
guidelines for leaders to follow when planning programmes with 
the unit. The unit leader is responsible for ensuring that rules 
are observed and guidelines are followed by all members 
and prospective members of GirlGuiding New Zealand and 
visitors (whether from New Zealand or overseas) taking part 
in activities sponsored by GirlGuiding New Zealand. This is to 
avoid injury, protect leaders from litigation and safeguard the good 
reputation of GirlGuiding New Zealand.

Safety guidelines 
for programme 
activities

Leaders should follow the guidelines and procedures set out 
in the GirlGuiding New Zealand publication Safety Guidelines 
for Programme Activities, which can be downloaded from the 
GirlGuiding New Zealand website and which are reviewed and 
updated annually.

The SPARC publication Outdoor Activities, Guidelines for Leaders 
also provides guidelines which have been adopted as the basic 
guidelines for all outdoor activities undertaken by members of 
GirlGuiding New Zealand. This book may be downloaded from or 
purchased through the SPARC website: www.sparc.org.nz

Leadership Leadership of any activity may be undertaken only by a competent 
adult with the necessary qualifications or approved as having 
equivalent experience. In many cases this will be the unit leader, 
but another qualified person may lead the activity as long as a unit 
leader is present to be responsible for the girls involved.

Adventurous 
activities

GirlGuiding New Zealand members may take part in any specialist 
activity of an adventurous nature where there is a national body 
for that activity or the activity is covered in the SPARC publication 
Outdoor Activities, Guidelines for Leaders or the GirlGuiding New 
Zealand publication Safety Guidelines for Programme Activities. All 
guidelines must be followed.

General safety Before undertaking any activity a leader must
•	 check the safety guidelines for the activity
•	 be	satisfied	that	the	girls	are	capable	of	carrying	out	the	

activity	and	that	instructors	are	qualified	or	approved	as	
having equivalent experience
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•	 ensure that there is responsible adult supervision and 
that the ratio of girls to leaders and to any necessary 
qualification	holder/s	is	adequate	for	the	activity.	If	
adults have no experience of the activity they must be 
considered as participants and may not be included in 
the ratio of girls to activity leaders.

•	 ensure that at least one female leader is present
•	 ensure that each adult is clear about their roles and 

responsibilities for the activity
•	 be	satisfied,	as	far	as	possible,	that	the	equipment	 

and/or facilities being used are of a suitable standard 
•	 identify hazards and ways to manage them by 

completing a Safety Action Plan form
•	 consider the physical and emotional safety  

of participants 
•	 consider environmental impacts of the activity and 

ensure appropriate behaviour by all participants
•	 obtain written consent from the parent/caregiver of all 

pippins, brownies, guides, rangers and RILs for them 
to take part in any activity of an adventurous nature, 
especially outside the usual time and place of meeting. 
The form Permission and Health Form for Camps and 
Adventurous Activities is to be used and any health-
related information shared with the team leader.

•	 ensure participants are aware of emergency procedures 
for	the	activity,	including	fire	evacuation	processes,	and	
that emergency equipment is available

•	 have a contingency plan in case conditions occur which 
make the activity inappropriate or unsafe

•	 have	first	aid	equipment	and	an	adult	able	to	use	it.	 
For activities of a specialist or adventurous nature  
or	for	overnight	activities,	a	qualified	first	aider	must	 
be present.

•	 inform the district co-ordinator if the activity will be 
away from the usual meeting place.

Leaders of all ages are responsible for their own safety.

Equipment When any activity is undertaken, the proper equipment, in 
particular protective or safety equipment, must be used. All 
equipment must be maintained properly and checked regularly 
to	ensure	that	it	is	fit	for	its	purpose	and	safe	to	be	used.	This	
is normally the responsibility of any activity centre or the 
licensed operator of any activity, but the unit leader must be 
satisfied	that	the	centre	or	operator	concerned	is	complying	
with current industry standards. It is also the responsibility of the 
leader to ensure that all participants wear clothing and footwear 
suitable for the activity.
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Outdoor 
experience forms

A girl or leader organising any activity outside the normal 
meeting place must inform her district co-ordinator or, if 
relevant,	fill	in	the	appropriate	outdoor	experience	(OE)	form	
and forward it to her district co-ordinator in the time stipulated 
on the form. Where a district is temporarily without a co-ordinator, 
the regional outdoor administrator should be contacted.
•	 Before undertaking any activity of a specialist or 

adventurous nature, the leader must complete a 
GirlGuiding New Zealand Camp or Adventurous 
Activity Permission Form.
Examples of an adventurous activity include abseiling, 
confidence course, sailing, horse-riding, kayaking, tramping, 
bushwalking, rafting, orienteering, rock-climbing etc.

•	 Girls wishing to be assessed for a girl-led camp must 
complete the GirlGuiding New Zealand Girl Led Camps 
and Expeditions Form. The on-site adult should be given 
a copy of the On-call Adult Guidelines for Girl-led Camps. 

•	 Before undertaking an exploration/expedition, or  
any adventurous activity away from the road, the  
leader must complete a GirlGuiding New Zealand 
Intentions Form.

•	 A GirlGuiding New Zealand Permission and Health 
Form for Camps and Adventurous Activities must 
be completed by a parent/caregiver for all pippins, 
brownies, guides, rangers and RILs attending any 
adventurous activity.

•	 A GirlGuiding New Zealand Adult Health Form must be 
completed for any leader attending a Guiding event that 
extends over night or requires a reasonable amount of 
physical exertion.

All outdoor forms may be downloaded from the GirlGuiding New 
Zealand website.

Insurance Details of insurance cover are explained in  
Chapter Six: Administration

Incidents and 
accidents

The leader of any activity should stop the activity if they deem it 
unsafe to proceed. 

If an incident or accident occurs the GirlGuiding New  
Zealand policy Incident and Accident Reporting (see Chapter 
Eleven) must be followed and an account of the incident 
or	accident	sent	to	the	Chief	Executive	at	the	National	 
Office,	using	the	GirlGuiding	New	Zealand	form	Incident or 
Accident Notification.

Guiding property 
and equipment

All leaders using Guiding property and equipment for running 
adventurous activities as part of a Guiding programme must 
undertake ongoing training and refresher training in the 
use	of	that	property	and	equipment,	including	site	specific	
emergency procedures for the activity.
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Introduction For many girls, camps rate as the most popular activity in the 
Guiding programme. Camps provide adventure and many valuable 
learning experiences. In GirlGuiding New Zealand terminology 
“camp” is the word used to indicate any type of overnight event and 
girls of all ages can go camping. 
 
Pippins can

• go on an indoor camp with a leader who holds a Residential 
Camp Certificate

Brownies can
• go on an indoor camp with a leader who holds a Residential 

Camp Certificate
• go on an indoor camp and sleep in tents adjacent to the 

camp building with a leader who holds a Residential Camp 
Certificate, provided there is an additional leader over 16 
years with outdoor camping experience

• go on an outdoor camp in tents with a leader who holds a 
Standing Camp Certificate

Guides can
• go on an indoor camp with a leader who holds a Residential 

Camp Certificate
• go on an indoor camp and sleep in tents adjacent to the 

camp building with a leader who holds a Residential Camp 
Certificate, provided there is an additional leader over 16 
years with outdoor camping experience

• go on an outdoor camp in tents with a leader who holds a 
Standing Camp Certificate

• go on an outdoor camp using lightweight equipment with a 
leader who holds a Lightweight Standing Camp Certificate

Rangers can
• do any of the above, but usually do lightweight  

camping. A definition of a lightweight camp is a camp  
where all equipment and food is carried to the camp site in 
a backpack.

Leader 
qualifications

Leaders must hold one of the three GirlGuiding New Zealand 
camp	certificates	to	take	girls	to	camp (see the exceptions to this 
below). Note that the Residential Camp Certificate requirements are 
included in both the Standing Camp Certificate and the Lightweight 
Standing Camp Certificate.

Criteria for each qualification can be found in the booklet Arahina 
Elective Modules and Camp Certificates.
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A Camp Certificate is current for five years from the date of issue. 
It is kept current by using it to run a camp or by acting as the 
suitably experienced adult accompanying a girl-led expedition or 
exploration. If the Certificate has not been used for five years then 
the leader should be reassessed. 

The regional learning and development team is responsible for 
the co-ordinating and arranging of trainings for leader camp 
qualifications. The regional outdoor team is responsible for the 
assessing of leader outdoor qualifications.

Ratios The leader-in-charge of a camp must hold the appropriate 
camp	certificate	and	must	ensure	the	following	ratios	are	
adhered to:

Pippins:
Up to 10 pippins: leader in charge plus another adult
For each additional one to five pippins, another person aged over 
16 years.

Brownies and Guides:
Up to 12 brownies or guides: leader in charge plus another adult
For each additional 1-12 brownies or guides another person aged 
over 16 years.

If brownies use tents for sleeping, an additional person over 16 who 
has outdoor camping experience is required

Rangers:
Up to 10 rangers: leader in charge
For numbers over 10, another adult
  

Leader teams Camp leader teams must have a person available with a 
current	first	aid	qualification. It is desirable that a camp caterer 
with some experience is included in the leader team for pippin, 
brownie and guide camps. 
 
When brownies attend a guide camp it is recommended that there 
be no more than two brownies to five guides and that consideration 
be given to increasing adult numbers.

Requirements 
for camps held 
indoors

Pippins, brownies, guides or rangers may camp indoors for one 
or more nights provided that the district co-ordinator (or her 
nominee) has received the completed Camp or Adventurous Activity 
Permission Form within the required time frame and is satisfied that 
the following requirements have been met:

• The correct girl/adult ratios as listed are adhered to. 
• The leader-in-charge holds a current residential  

camp certificate.
• At least one other adult is in attendance.
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• A completed Permission and Health Form for Camps and 
Adventurous Activities for each girl is obtained from the 
parents/caregivers. Parents/caregivers are informed of the 
venue and contact telephone number for the group.

• Safe transport is arranged (refer to the GirlGuiding New 
Zealand Policy on the Transport of Girls).

• All health and safety requirements outlined in A Guide to 
Guiding in New Zealand are met.

• The site, building, facilities and equipment are suitable  
and adequate.

Camping without 
a residential 
camp certificate

If the leader-in-charge does not hold a current residential camp 
certificate, but has been part of the leader team at a GirlGuiding 
New Zealand residential camp, she may lead a camp with the 
following restrictions:

• all other requirements above for the type of camp have  
been met

• the leader has the permission of her district co-ordinator 
and/or regional outdoor co-ordinator

• the maximum numbers at the camp do not exceed five 
pippins, eight brownies, 12 guides or 12 rangers 

• the camp is for one night only
• the leader camps without a qualification on one  

occasion only.

Requirements 
for standing 
and lightweight 
camps in tents 

Brownies, guides and rangers may camp in tents for one or more 
nights at the same venue, provided that the district co-ordinator (or 
her nominee) has received the completed Camp or Adventurous 
Activity Permission Form within the required time frame and is 
satisfied that the following requirements have been met:

• The correct girl/adult ratios as listed are adhered to. 
• The leader-in-charge holds a standing or lightweight camp 

certificate as appropriate to the camp. 
• At least one other adult is in attendance.
• A completed Permission and Health Form for Camps and 

Adventurous Activities for each girl is obtained from the 
parents/caregivers.

• Parents/caregivers are informed of the venue and contact 
telephone number for the group.

• Safe transport is arranged (refer to the GirlGuiding New 
Zealand Policy on the Transport of Girls).

• All health and safety requirements outlined in A Guide to 
Guiding in New Zealand are met.

• The site, building, facilities and equipment are suitable  
and adequate.

• The GirlGuiding New Zealand Intentions Form is completed 
where an expedition/exploration or an off-road adventurous 
activity is planned.
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Camping without 
a standing or 
lightweight camp 
certificate

If the leader-in-charge does not hold a current standing or 
lightweight camp certificate, but has extensive camping experience 
and has camped previously as an adult for at least one weekend 
in a guide/ranger camp in tents, she may lead a camp with the 
following restrictions:

• all other requirements above for the type of camp have  
been met

• the leader has the permission of her district co-ordinator  
and regional outdoor co-ordinator or her nominee

• the camp is for a maximum of eight of her own patrol  
leaders and/or assistant patrol leaders and/or rangers 

• the camp is for not more than two nights
• the leader camps without a qualification on one  

occasion only

The regional outdoor co-ordinator or her nominee must satisfy 
herself that experienced help is available and that both the site 
and the arrangements are suitable for the type of camp.

Permission and 
Health form

A GirlGuiding New Zealand Permission and Health Form for 
Camps and Adventurous Activities must be completed by 
a parent/caregiver for all participants under the age of 19 
attending any camp, members and non-members.

A GirlGuiding New Zealand Adult Health Form must be 
completed for any leader attending a Guiding event that 
extends over night or requires a reasonable amount of 
physical exertion.

Family members When family members who are not members of GirlGuiding 
New Zealand assist at a camp they should be included on the 
relevant form in the numbers attending and health forms should be 
completed for them. If males are included, separate facilities for 
sleeping, showering and toilets must be provided.

Girls with 
disabilities

•	 The	regional	outdoor	co-ordinator	must	be	notified	of	
each camp.

•	 A doctor or trained nurse must be available on call 
for a camp attended by anyone whose disability may 
necessitate medical assistance.

• A ratio of at least one helper to each member with disabilities 
is recommended. A ratio of two to one is recommended for a 
member in a wheel chair or severely disabled.
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Requirements for 
expeditions and 
explorations

An expedition involves tramping, cycling, horse-riding, boating, 
kayaking or similar. An exploration involves undertaking an 
exploration of an area and must have a clear objective. 
A guide or ranger may participate in an expedition/ exploration/
adventurous activity of one or more nights, provided that the 
district co-ordinator or her nominee is satisfied that the following 
requirements have been met.

• The correct ratio is adhered to for the activity.
•	 The leader-in-charge must hold one of these 

qualifications	or	approved	equivalent	experience.	
• For day trips and overnighters that are less than 

six hours from the road end on formed tracks, 
an Outdoor Leader qualification of New Zealand 
Outdoor Instructors Association (NZOIA), New 
Zealand Mountain Safety Council (NZMSC) or 
Education Outdoors New Zealand (EONZ) 

• For multi-day trips on formed tracks the Bush I 
qualification of New Zealand Outdoor Instructors 
Association (NZOIA), New Zealand Mountain Safety 
Council (NZMSC) or Education Outdoors New 
Zealand (EONZ)

• For multi-day trips in un-tracked terrain the Bush II 
qualification of New Zealand Outdoor Instructors Association 
(NZOIA), New Zealand Mountain Safety Council (NZMSC) 
or Education Outdoors New Zealand (EONZ)

• The GirlGuiding New Zealand Camp or Adventurous 
Activity Permission Form and the GirlGuiding New Zealand 
Intentions Form are completed.

• A completed Permission and Health Form for Camps and 
Adventurous Activities for each girl is obtained from the 
parents/caregivers.

• Parents/caregivers are informed of the route, mode of travel 
and the phone numbers of the designated contact person 
listed on the Intentions Form.

• Safe transport is arranged (refer to the GirlGuiding New 
Zealand Policy on the Transport of Girls).

• All health and safety requirements outlined in A Guide to 
Guiding in New Zealand, the GirlGuiding New Zealand 
publication Safety Guidelines for Programme Activities or 
the SPARC publication Outdoor Activities, Guidelines for 
Leaders are met.
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Introduction For guides and rangers who have had enjoyable experiences 
camping with their unit, leading their own camp is a natural 
extension of their camping skills and a challenge which develops 
their ability to plan, organise and budget and take responsibility for 
their own safety and welfare and that of others. 

Girl camping 
qualifications

The regional outdoor co-ordinator or her nominee is responsible for 
the standard, administration and assessment of any qualifications 
for girl-led camps and of guide and ranger badges and certificates 
relating to camps. 

Requirements 
for camps led by 
girls

Girls may lead camps if they are:
• a guide holding or completing the guide outdoor or indoor 

camp permit (see A Guide Girl’s Guide)
• a ranger holding a guide camp permit (up to the age of  

16 years)
• a ranger holding or completing the Lightweight Camping 

Interest Certificate (see the Ranger’s Guide)
• a ranger holding or completing the Pippin, Brownie or Guide 

Camp Syllabus of the Outdoor Leadership Certificate (see 
the Ranger’s Guide)

provided that the regional outdoor co-ordinator, or her nominee, is 
satisfied that the following requirements have been met.

• All requirements as listed in the Guide Girl’s Guide, Camp 
Out or the Ranger’s Guide have been met.

• The correct ratio is adhered to. A guide may take between 
three and five guides on a camp. A ranger may take camping 
up to eight brownies or guides or five pippins from the unit to 
which she is attached or four rangers on a lightweight camp. 

• The camp is for no longer than two nights. 
• The Girl-Led Camps and Expeditions Form is completed.
• A suitably experienced adult is in attendance. They  

should be provided with the On-call Adult Guidelines for 
Girl-led Camps, obtainable from the GirlGuiding New 
Zealand website.

• A completed Permission and Health Form for Camps and 
Adventurous Activities for each girl is obtained from the 
parents/caregivers.

• Parents/caregivers are informed of the venue and contact 
telephone number for the group or, where applicable, the 
phone numbers of the designated contact person listed on 
the Intentions Form.

• Safe transport is arranged (refer to the GirlGuiding New 
Zealand Policy on the Transport of Girls).
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• All health and safety requirements outlined in A Guide to 
Guiding in New Zealand, the GirlGuiding New Zealand 
publication Safety Guidelines for Programme Activities or 
the SPARC publication Outdoor Activities, Guidelines for 
Leaders are met. The site, building, facilities and equipment 
are suitable and adequate.

• The GirlGuiding New Zealand Intentions Form is completed 
where an expedition/exploration or an off-road adventurous 
activity is planned.

Adult support for 
girl-led camps

Patrol camps taken by guides holding or completing a guide camp 
permit must have, on site, an adult who will help if needed. 
It is desirable that the adult on site is not the parent or leader of the 
guide in charge of the camp, except in exceptional circumstances, 
in which case prior approval should be obtained from the regional 
outdoor co-ordinator.

The unit leader should ensure that the adult on site has a copy of 
the On-call Adult Guidelines for Girl-led Camps, obtainable from the 
GirlGuiding New Zealand website.

Rangers taking a camp for pippins, brownies or guides must 
have a suitably experienced adult in attendance. A ranger 
leading a lightweight camp for rangers must do so under the 
supervision	of	a	qualified	lightweight	camper.

Requirements 
for girl-led 
expeditions and 
explorations

A ranger completing the Expedition or Exploration Syllabus of 
the Outdoor Leadership Certificate may lead an expedition or 
exploration of at least two days and one night’s duration, provided 
that the regional outdoor co-ordinator or her nominee is satisfied 
that the following requirements have been met.

• All requirements as listed in the Ranger’s Guide have 
been met

• The correct ratio is adhered to for the activity. The group 
must have at least four people and no more than six, 
including the girl leading.

•	 A suitably experienced adult must accompany the group 
and	must	hold	one	of	these	qualifications	or	approved	
equivalent experience: 

• For day trips and overnighters that are less than 
six hours from the road end on formed tracks, 
an Outdoor Leader qualification of New Zealand 
Outdoor Instructors Association (NZOIA), New 
Zealand Mountain Safety Council (NZMSC) or 
Education Outdoors New Zealand (EONZ) 

• For multi-day trips on formed tracks the Bush I 
qualification of New Zealand Outdoor Instructors 
Association (NZOIA), New Zealand Mountain Safety 
Council (NZMSC) or Education Outdoors New 
Zealand (EONZ). 
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• For multi-day trips in un-tracked terrain the Bush II 
qualification of New Zealand Outdoor Instructors 
Association (NZOIA), New Zealand Mountain Safety 
Council (NZMSC) or Education Outdoors New 
Zealand (EONZ) 

• The GirlGuiding New Zealand Girl-Led Camps and 
Expeditions Form and the GirlGuiding New Zealand 
Intentions Form are completed. 

• A completed Permission and Health Form for Camps and 
Adventurous Activities for each girl is obtained from the 
parents/caregivers.

• Parents/caregivers are informed of the route, mode of travel 
and the phone numbers of the designated contact person 
listed on the Intentions Form.

• Safe transport is arranged (refer to the GirlGuiding New 
Zealand Policy on the Transport of Girls).

• All health and safety requirements outlined in A Guide to 
Guiding in New Zealand, the GirlGuiding New Zealand 
publication Safety Guidelines for Programme Activities or 
the SPARC publication Outdoor Activities, Guidelines for 
Leaders are met.

The Duke of 
Edinburgh’s 
Hillary Award 
expeditions

Rangers and leaders under 25 years being assessed and/or leading 
expeditions must have completed all training clauses as laid down 
in the latest Award Handbook and have record books signed to 
verify this. 

In addition to the Award criteria, rangers and young leaders must 
also ensure that:

• the boating and swimming rules are observed 
• a completed Permission and Health Form for Camps and 

Adventurous Activities for each girl is obtained from the 
parents/caregivers.

• parents/caregivers are informed of the route, mode of travel 
and the phone numbers of the designated contact person 
listed on the Intentions Form.

• any transport arranged meets the requirements of the 
GirlGuiding New Zealand Policy on the Transport of Girls

• all health and safety requirements in A Guide to Guiding in 
New Zealand are met

• the GirlGuiding New Zealand Girl-Led Camps and 
Expeditions Form (Rangers) or the GirlGuiding New Zealand 
Camp or Adventurous Activity Permission Form (young 
leaders) and the GirlGuiding New Zealand Intentions Form 
are completed

• permission is gained from the regional outdoor co-ordinator 
before participating in any combined expedition or training 
with organisations or clubs outside GirlGuiding New 
Zealand. A female adult over 20 years must accompany/be 
a member of the group or be a member of a shadow party if 
guides, rangers or RILs are part of a mixed group.
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A	suitably	experienced	adult	(with	a	qualification	or	approved	
equivalent experience, as listed under Requirements for 
expeditions and explorations) must accept responsibility for 
the	safety	of	any	group	on	a	Duke	of	Edinburgh’s	Hillary	Award	
expedition or practice journey. 

S/he should be satisfied that the participants are fully trained and 
properly equipped to undertake the expedition planned. Every 
precaution should be taken to avoid accidents, but although 
responsible for the safety of the group, the responsible adult should 
not interfere with other aspects of the expedition. S/he can be a 
member of the group but would normally be part of a shadow party.

District or 
regional camps

For other than unit camps, discussion must take place  
before planning commences and approval be gained from  
the following: 

• the district co-ordinator if a district camp (or regional  
co-ordinator if there is no district co-ordinator)

• from the regional co-ordinator and the regional management 
team if a regional camp.

Budget approval for regional events must be obtained from the 
National Board.

Out-of-region 
camps

Several regions run their own residential facilities and camp sites 
and encourage leaders living in other regions to use them. As 
a region is responsible for Guiding activities within its regional 
boundaries, certain courtesies are expected.

• A leader or ranger may take pippins, brownies or guides 
on a camp for one night out of her region but within New 
Zealand. She must follow all the requirements for 
running a camp.

• A leader may take brownies, guides or rangers on a camp 
for more than one night out of her region but within New 
Zealand. She must follow all the requirements for 
running a camp.

•	 In addition, before making any plans for the camp, she 
must obtain the consent of her regional co-ordinator, 
through her district co-ordinator. 

• The co-ordinator should ascertain that the leader has the 
necessary organising ability to be responsible for a group 
over what may be a prolonged period and to ensure that the 
group understands the importance of good social behaviour 
and public relations required on the camp. 
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At least six weeks beforehand, the leader must complete 
the GirlGuiding New Zealand Camp and Adventurous 
Activity Permission Form and have it endorsed by her 
district and regional co-ordinators. 

• It is the responsibility of the leader’s regional co-ordinator, 
once consent has been given, to inform the regional  
co-ordinator of any regions that the leader plans to camp  
in about the sites where she plans to stay. The regional  
co-ordinator may inform the district co-ordinator local to  
the site. This does not entitle the party to ask for or  
expect hospitality or other assistance, except in the case  
of emergency.

Zone/ 
inter-regional 
camps

If a zone or inter-regional residential camp is being planned the 
process is as follows.
•	 Any leader wishing to organise a zone or inter-regional 

camp	must	first	obtain	permission	from	her	own	
regional co-ordinator.

•	 If it is intended that girl members from more than one 
region take part or if the camp takes place in another 
region, the permission of each regional co-ordinator 
must be obtained.

• A joint organising committee is then set up and when 
the programme, budget and plans are formulated, these 
(together with the relevant GirlGuiding New Zealand 
notification forms) are submitted by the committee 
chairperson to the National Board for approval..

• The relevant regional co-ordinators are kept informed of 
plans and decisions made by the committee.

• Any involvement of zone office personnel is subject to 
approval by the Guiding Development Manager. 

Ranger/Venturer 
camps/trainings

Rangers may participate in combined camps or trainings with 
venturers or other youth organisations subject to the following 
conditions.
•	 The appropriate co-ordinator from each Association 

must have been advised and have approved all 
arrangements. Application is to be made on the relevant 
GirlGuiding New Zealand forms through the district  
co-ordinator to the regional co-ordinator within the time 
frame stipulated on each form. If this is a camp, the regional 
outdoor co-ordinator should also approve the arrangements. 
The rangers and the venturers should know each other and 
the request for the camp come from them.

• The rangers are under the control of a GirlGuiding New 
Zealand female leader over 20 years, preferably one who 
has had previous experience of other combined activities. 
Qualification requirements are as for GirlGuiding New 
Zealand camps. The venturers must be in the charge of 
one	of	their	own	qualified	adult	leaders.
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•	 Adequate separate arrangements for sleeping and 
sanitation must be arranged. A description of these should 
be included on the permission form signed by the parents/
caregivers and unit leader.

The above conditions also apply if any other youth organisation  
is involved.

Requirements for 
national/ 
inter-regional 
Ranger/Venturer 
camps

If a national or inter-regional residential ranger/venturer gathering is 
being planned the process is as follows.
•	 Any leader wishing to organise or take part in a national/

inter-regional	event	must	first	obtain	permission	from	
her regional co-ordinator.

•	 If it is expected that rangers from more than one region 
will take part or if the camp takes place in another 
region, the permission of each regional co-ordinator 
must be obtained. 

• A joint organising committee is then set up and when 
the programme, budget and plans are formulated, these 
(together with the relevant GirlGuiding New Zealand 
notification forms) are submitted by the committee 
chairperson to the National Board for approval by the 
National. The organising committee is responsible for 
obtaining permission from the National Boards of both 
GirlGuiding New Zealand and Scouts New Zealand.

Requirements for 
visits overseas 

A leader wishing to take a group overseas must discuss the 
proposed visit with her district co-ordinator before applying 
for permission. An application form should be obtained from 
the international secretary at the National Office, completed and 
forwarded to the regional co-ordinator for her endorsement. The 
endorsement of her regional outdoor co-ordinator is also required. 
If endorsed, the form should then be forwarded to the Board 
International Portfolio Holder. This must be done at least nine 
months before the proposed departure.

Each application will be decided on its merits. The regional  
co-ordinator and the leader-in-charge will be notified of the result of 
the application. No communication with the overseas country may 
be entered into before the application is approved. Thereafter, all 
communication must go through the international secretary 
at	the	National	Office	to	the	International	Commissioner	of	the	
country concerned.
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The following conditions apply. 
•	 The leader-in-charge must have held a GirlGuiding New 

Zealand	Leadership	Qualification	for	at	least	two	years,	
must	hold	a	Residential	Camp	Certificate	and	must	have	
overseas travel experience. If camping, she must hold a 
current	Standing	Camp	Certificate.	

•	 There must be one adult to every six girls; one of the 
adults	must	hold	an	up-to-date	first	aid	qualification.

•	 If swimming is to be included in the activities, there 
must	be	a	qualified	lifesaver	in	the	party	and	all	
swimming and boating guidelines must be followed. 

• The leader-in-charge should prove that she is a capable 
organiser and has planned the trip thoroughly in all details, 
that she is able to control and care for a group over a 
prolonged period and that she has made adequate  
financial arrangements.

• All travel arrangements should be made through the 
international secretary at the National Office.

• If the party is going to a non-English speaking country, at 
least one member of the party should have some knowledge 
of the language of the country, or of some language which 
can be understood in that country.

• The leader-in-charge must have the written consent of each 
member’s parents/guardians if the member is under the age 
of 19. She must discuss the proposed visit with the parents/
caregivers or guardians, her district co-ordinator and, if she 
is taking girls other than from her own unit, with their leader 
and the co-ordinator in whose district they live.
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Introduction Programme activities available to members of GirlGuiding New 
Zealand are too numerous to list here. The general safety 
requirements outlined at the beginning of this chapter must be 
followed for all activities. 

For all adventurous activities the guidelines provided by the 
SPARC publication Outdoor Activities, Guidelines for Leaders 
and the GirlGuiding New Zealand publication Safety Guidelines 
for Programme Activities must be followed.

These guidelines are constantly under review and are therefore not 
included here. Leaders should always check the GirlGuiding New 
Zealand website for updates to safety guidelines before undertaking 
any adventurous outdoor activity.
 

Other Programme Activities
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Where there are explanations, recommendations or specific 
requirements of an activity which is not normally described as 
adventurous, they are outlined in the rest of this chapter.

Campfire singing Campfire singing is a traditional part of the Guiding programme. 
It can take many forms and should be encouraged with all ages. 
While outdoors with a real fire is the highlight, singing whether 
indoors or outdoors, as a patrol or six, as a unit, district or region, 
will encourage group cohesion and musical enjoyment. Leaders 
who do not feel capable of leading campfire singing should seek 
help from others and should also use the current GirlGuiding New 
Zealand resources.

Cooking Cooking at meetings or camps is an activity enjoyed by many girl 
and adult members. Girls should always be involved in the planning 
of menus and in the actual preparation and cooking. 

Safety precautions such as suitable footwear, long hair tied 
back and hygienic practices must be observed and a bucket 
of	water	or	a	fire	extinguisher	kept	close	to	an	outdoor	fire	for	
emergency situations. 

Crafts The programme encourages the development of creative skills. 
However, craft should be only a part of a balanced unit programme 
and the process of creation should be valued as much as the 
finished product. Glues, solvents and paints should be used in a 
well ventilated room. Members are advised not to heat polystyrene 
as toxic fumes can be generated.

First aid All leaders should be aware of the GirlGuiding New Zealand Policy 
on First Aid Treatment to be found in Chapter 11: Policies. Any 
member aged 14 years or over is encouraged to gain a first aid 
qualification from an approved national body. 

International 
activities

The international aspect of Guiding should be included frequently 
in all section programmes. Celebrating World Thinking Day 
and taking part in special World Thinking Day challenges are 
valuable activities. An international month in August brings other 
opportunities. The WAGGGS International Education Programme, 
available from GirlGuiding New Zealand mail order service is also 
an interesting and enjoyable programme open to all members. 
Many and varied resources are available, including international 
uniforms for hire. A list of what is available and the conditions of hire 
can be obtained from regional administrators.
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JOTA and JOTI JOTA is Jamboree of the Air and JOTI is Jamboree on the Internet.
At these events, Guiding members join cubs and scouts to talk to 
other guides and scouts overseas and in New Zealand, using either 
a radio ham’s station (JOTA) or a computer (JOTI). Both events are 
held annually on the third weekend in October.

Processions and 
parades

If a procession or parade is planned, the organiser must 
discuss the proposed arrangements with her co-ordinator and 
obtain her approval. Where necessary the local police must 
be	notified.	If	members	of	GirlGuiding	New	Zealand	wish	to	
take part in a public procession or parade, permission must be 
obtained	from	their	co-ordinator	who	should	be	satisfied	that	
the event is a suitable one for members of GirlGuiding New 
Zealand and that it has been organised according to current 
road safety rules.

Programme 
challenges

From time to time special challenges may be offered as programme 
choices. These could be the Sangam Challenge or for World 
Thinking Day, conservation, Asia Pacific or WAGGGS initiatives.

The Duke Of 
Edinburgh’s 
Hillary Award 
Programme

GirlGuiding New Zealand is an operating authority for the Duke 
of Edinburgh’s Hillary Award Programme. Any member of 
GirlGuiding New Zealand aged between 14 and 23 may enter the 
Award programme through Guiding, after filling in a participant’s 
registration form available from regional Duke of Edinburgh  
Co-ordinators or the Outdoor Programme Co-ordinator at the 
National Office.

Much of the work covered by the Award programme can be cross 
credited to the ranger programme. Further details about the 
programme can be obtained in the Ranger‘s Guide and the Duke 
of Edinburgh’s Hillary Award Handbook purchased through the 
GirlGuiding New Zealand mail order service. 

Transport All leaders should be aware of the GirlGuiding New Zealand 
Policy on the Transport of Girls to be found in Chapter 11: Policies. 
Members of GirlGuiding New Zealand taking part in Guiding 
activities must not hitch-hike nor pick up hitch-hikers while 
driving a vehicle.



49

Opportunities Each year GirlGuiding New Zealand has a variety of wonderful 
opportunities available for girls, both internationally and within  
New Zealand. These range from attending international camps  
to scholarships for special courses to nationally organised 
Discovery weeks.
 
Application forms and further details are available on the 
GirlGuiding New Zealand website. 

Scholarships GirlGuiding New Zealand offers annual scholarships to girl 
members as follows.

Ruth Herrick 
Ranger 
Scholarship

This is awarded annually to a ranger/RIL who has completed her 
Peak Award – refer to the Ranger’s Guide. The purpose of the 
scholarship is to enable or to assist the holder to attend a course, 
event or training, either in New Zealand or overseas, which will 
extend her experience or horizons. Applications close on 31 July 
each year. Application forms and further details are available on the 
GirlGuiding New Zealand website.

GirlGuiding 
New Zealand 
Foundation 
Scholarships

Assistance in funding can be awarded to girls and young women 
who wish to extend their Guiding experiences or horizons. This may 
be within New Zealand or overseas. 
 
The Foundation also welcomes applications for funding in cases of 
hardship, for example to support girl membership and event fees 
and the provision of girl uniform. 
 
Any enrolled member of GirlGuiding New Zealand may apply and 
applications can be made by unit leaders, district and/or regional 
co-ordinators on behalf of other Guiding members (eg girls in their 
units, districts or regions). If a group is attending an event and 
wishes to apply for funding then each member of the group that 
seeks assistance should submit an application.
 
Application forms and closing dates are available from the 
GirlGuiding New Zealand website. All applications require the 
endorsement of the applicant’s regional co-ordinator.

Girl Opportunities and Scholarships
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Introduction Leadership opportunities within GirlGuiding New Zealand are open 
to anyone, regardless of race, faith or other circumstance, who 
supports the principles of Guiding and has had their application to 
become a leader accepted.

Enrolment All leaders must be members of GirlGuiding New Zealand. 

Most leaders are enrolled members who make the GirlGuiding New 
Zealand Promise and accept the Law and Motto. 

Only a leader who is an enrolled member may enrol new members.

Male leaders There are also opportunities for men to become involved in  
Guiding as members of unit teams, district support teams or in  
other roles. Males do not become enrolled members of GirlGuiding 
New Zealand.

General Members of GirlGuiding New Zealand involved in active Guiding 
wear uniform. The uniforms worn by members of GirlGuiding New 
Zealand not only create a feeling of unity among members but are 
a particular form of communication both inside and outside the 
Movement. Girls and women in identifiable uniform, dressed for 
safety and practicality and looking good, create a positive image of 
Guiding and GirlGuiding New Zealand in their local communities, 
nationally and internationally.

Leaders wear any combination of uniform as on the GirlGuiding 
New Zealand Shop website or published in the current GirlGuiding 
New Zealand catalogue. The uniform is designed so that items mix 
and match. All uniform garments may be worn in any combination. 
Each member should exercise her personal choice of garments to 
ensure that she wears her uniform with pride and presents an  
up-to-date and pleasing image of GirlGuiding New Zealand. 

Members do not have to wear the same combination of garments 
as others in their unit, district, etc. 

On certain occasions (eg Government House, international events, 
AGMs, some national or regional events) the regional co-ordinator 
or the National President may specify the variations of uniform 
which are acceptable. 

Leadership

Uniform
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When wearing uniform, members should remember that they are 
representing GirlGuiding New Zealand and are responsible for its 
good image and reputation. In all cases, common sense should 
be used to ensure that the uniform items worn are appropriate and 
suitable to the activity being undertaken, particularly in adventurous 
activities which may require protective or safety clothing. Outer 
garments should be appropriate to the weather conditions, whether 
or not they are in uniform colours. Accessories should all be 
suitable to the occasion.

Promise badge Once they have made the Promise, enrolled members are  
entitled to wear the promise badge to signify their commitment to 
the Promise. 

The promise badge is worn at the centre front neckline of the outer 
garment. It may also be worn out of uniform.

A foreign national may be enrolled with the world badge in place of 
the New Zealand enrolment badge.

Name badge A GirlGuiding New Zealand name badge, engraved with a leader’s 
name can be ordered through the GirlGuiding New Zealand mail 
order service.

Position bar All leaders wear the GirlGuiding New Zealand official gold bar, 
engraved with the appropriate position title. The	official	title	of	the	
position (as shown in the job description or used in A Guide 
to Guiding in New Zealand) must be used. No abbreviations 
are permitted. Only one position bar may be worn at any one time. 
A leader with more than one appointment should wear the most 
appropriate bar for the occasion. The position bar is worn at the top 
of the badge tab.

If a leader chooses not to wear a badge tab, the position bar is worn 
on any outer top garment together with and below the GirlGuiding 
New Zealand name badge.
 

Badge tab Leaders in uniform and trefoil guild members may choose to wear 
a badge tab. If wearing a badge tab, a leader wears the GirlGuiding 
New Zealand position bar at the top of the badge tab and the 
regional badge at the bottom of the badge tab. 

If not wearing the badge tab, the leader wears the engraved name 
badge, which has the dual purpose of identifying both GirlGuiding 
New Zealand and the leader. The position bar is worn below the 
name badge.
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Local design Members of a unit, district, or region may choose to wear the 
GirlGuiding New Zealand polo shirt overprinted with a local design. 
Prior approval for the design must be obtained from the Marketing 
and Advocacy Manager at the National Office. Members may not 
produce any other T-shirts or sweatshirts of their own design. The 
only exception is rangers. 

Special 
circumstances

To meet the requirements of a particular faith or culture the uniform 
may be modified. If possible, the modified or extra uniform items 
should be in appropriate colours and badges should be worn in the 
most suitable position on the modified uniform.

A member of the Movement from any overseas country who is 
attached to a unit in New Zealand may wear either the appropriate 
New Zealand uniform or that of her own Association. Badges 
gained in either country may be worn on either uniform. 

Men It is suggested that men assisting with Guiding wear navy blue 
trousers or jeans with the GirlGuiding New Zealand uniform vest or 
polo shirt.

International Members representing GirlGuiding New Zealand at an international 
event or travelling overseas for up to two years should refer to the 
international secretary at the National Office for uniform options.

Wearing of 
awards

The GirlGuiding New Zealand national awards are worn as a 
brooch or pendant in or out of uniform. All other GirlGuiding New 
Zealand awards are worn only with uniform and are placed on the 
badge tab or beneath the position bar. Guiding members should 
only wear their most recent award. 

Ribbon bars (presented previously with some GirlGuiding New 
Zealand awards) may be worn but on ceremonial occasions  
(such as annual meetings, Government House receptions, and 
memorial or thanksgiving services) the formal version of such an 
award is worn.

Ribbon bars of any awards conferred by Her Majesty the Queen or 
Heads of Foreign States may be worn with uniform and are placed 
above the badge tab or beneath the position bar if no badge tab is 
worn. On ceremonial occasions, the decoration or medal is worn. 



56

Unit Leadership Guiding is a movement for girls and young women who are 
supported in their units by voluntary adult leaders, RILs and 
volunteers. There must be at least one and preferably three unit 
leaders	or	unit	team	members	in	each	unit.	Specified	girl/adult	
ratios, as listed in Chapter Six: Administration, must be met. 

At least one leader should be a unit leader, that is, be an enrolled 
member and hold a current leadership qualification. Leaders may 
also have the support of RILs or guides and rangers who are unit 
helpers. District co-ordinators may also be available to assist unit 
leaders if required. An approved female adult must always be 
present at unit meetings and activities. 

The unit team is made up of the unit leaders, unit team members, 
RILs and volunteers. A team of three leaders is desirable in any unit 
so that the girls in the unit can receive individual attention and the 
unit as a whole can receive appropriate adult support. 

While it is ideal that all leaders in a unit are unit leaders and 
hold a leadership qualification, it is essential that one does. 
Responsibilities are normally shared between members of the 
unit leadership team. RILs and unit helpers should be considered 
as part of the adult unit team and responsibilities given to them 
appropriate to their age and ability.

Requirements A unit leader
• is an enrolled member of GirlGuiding New Zealand 

and holds the GirlGuiding New Zealand Leadership 
Qualification–Leader of Girls

• is appointed by the district co-ordinator
• wears an appropriate uniform option while involved in 

Guiding activities
• is prepared to attend at least one training a year funded by 

GirlGuiding New Zealand according to district/regional policy
• takes part in an annual effective leader review discussion 

with her co-ordinator
• is at least 17 years (20 years if a ranger leader). A team 

leader must be 18 years (22 years for a ranger leader).
• holds the appointment for up to three years after which time 

it is reviewed and may be renewed for further terms
• is responsible to the district co-ordinator who is available to 

help and support her.

Unit Leadership

Unit Leader
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Responsibilities A unit leader is responsible for running a girl-focused, balanced and 
exciting Guiding based programme for a group of girls of a specific 
age. The group will usually meet once a week for up to two hours. 

The main responsibilities are
• programme planning 
• effective communication
• effective record keeping and reporting
• effective leadership.

Unit leadership 
qualification

Any leader aged 17 years or over (20 for the ranger section), or 
a RIL/ranger 16 years or over holding the Practical Leadership 
Certificate, who enjoys working with, and has an interest in and 
understanding of, young people may work towards a leadership 
qualification. 

After an applicant has been accepted as a leader-in-training and 
has completed the orientation process, the basic qualification, 
which is known as the Introduction to Girl Leadership Certificate, is 
completed – normally in a training unit. 

This is then followed by the Leadership Qualification–Leader of 
Girls, which is the required qualification for a unit leader. 

Leaders are then required to keep their qualification current by 
moving to the next level and completing at least two Arahina 
Modules each year or by participating in two recognised 
development opportunities. 

Requirements for all of these may be found in the booklets outlining 
the GirlGuiding New Zealand Leader Programme. All levels are 
designed to enable the leader to work effectively.

Resources and 
support

Resources and support provided include:
• basic uniform items, supplied by the district support team 

and reimbursement of travel, postage and other expenditure 
according to district/regional policy

• programme material relevant to the position 
• district and zone personnel
• regional learning and development team and regional 

outdoor team.

Entitlements A unit leader is entitled to 
• receive copies of GirlGuiding New Zealand magazines, 

newsletters and updates
• attend international events and apply for scholarships
• gain GirlGuiding New Zealand qualifications and become  

a trainer
• be nominated for national or regional awards
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• receive service bars and have service recorded at the 
National Association.

• attend trainings organised by the region or zone
• transfer to other localities.

Job description The full job description for a unit leader can be found on the 
GirlGuiding New Zealand website. 

Requirements A unit team member
• is a member of GirlGuiding New Zealand and wears  

an appropriate uniform option while involved in  
Guiding activities

• is appointed by the district co-ordinator
• is prepared to attend at least one training a year funded 

according to district/regional policy
• takes part in an annual effective leader review discussion 

with her co-ordinator
• is at least 17 years (20 years if a ranger leader)
• holds the appointment for up to three years after which time 

it is reviewed and may be renewed for further terms
• is responsible to the unit leader and the district co-ordinator 

who are available to help and support her.

Responsibilities A unit team member 
• assists the unit leader to run a girl-focused, balanced and 

exciting Guiding based programme for a group of girls of a 
specific age

• takes a share of the responsibilities of running the unit.

Leadership 
qualification

Any member of the unit team aged 17 years or over (20 for the 
ranger section), or a RIL/ranger 16 years or over holding the 
Practical Leadership Certificate, who enjoys working with, and 
has an interest in and understanding of, young people may work 
towards a leadership qualification. 

After an applicant has been accepted as a leader-in-training and 
has completed the orientation process, the basic qualification, 
which is known as the Introduction to Girl Leadership Certificate, is 
completed –normally in a training unit. This is the basic requirement 
for a unit team member. 

She may then be encouraged to take the next step and complete 
the Leadership Qualification–Leader of Girls, which is the required 
qualification for a unit leader.

Unit Team Member
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Resources and 
support

Resources and support provided include:
• basic uniform items, supplied by the district support team 

and reimbursement of travel, postage and other expenditure 
according to district/regional policy

• programme material relevant to the position 
• district and zone personnel
• regional learning and development team and regional 

outdoor team.

Entitlements A unit team member is entitled to 
• receive copies of GirlGuiding New Zealand magazines, 

newsletters and updates
• be nominated for national or regional awards
• receive service bars and have service recorded by the 

National Association.
• attend trainings organised by the region or zone
• transfer to other localities.

Job description The full job description for a unit team member can be found on the 
GirlGuiding New Zealand website. 

Requirements A ranger in leadership
• is an enrolled member of GirlGuiding New Zealand and 

wears an appropriate uniform option while involved in 
Guiding activities

• is a member of a ranger unit
• Is aged between 14 and 18 
• is keen to work with younger members of the organisation
• is responsible to the unit leader who is available to help and 

support her.

A ranger or RIL holding the Practical Leadership Certificate (refer 
the Ranger’s Guide) may be appointed as a unit team member, 
without further requirements, from the age of 16 years. 

The Leadership Application form should be filled in, so that her 
leadership data is recorded, but reference checks are not needed. 
If the RIL wishes to work towards the GirlGuiding New Zealand 
Leadership Qualification, an assessment is undertaken through 
the regional learning and development team to determine whether 
she needs to complete any part of the Introduction to Leadership 
Certificate. In general, a ranger who has worked in a training unit 
for at least six months and has a recommendation from her training 
unit leader will not be required to complete the certificate.

Ranger in Leadership (RIL)
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Parents and 
caregivers

Parents/caregivers can lighten the load of unit leaders, for example 
by helping at meetings, arranging transport etc. Regular parents/
caregivers evenings or afternoons to watch the girls in action can 
be worthwhile as can family events such as hikes, camps, and teas. 
 
Where parents are interested in helping in a unit they must not 
be left to run the programme on their own.

All adult helpers should be encouraged to become members of 
GirlGuiding New Zealand. Wherever possible, adults interested in 
helping with a unit should be encouraged to apply for leadership. 
This is to protect both themselves and the girls in a unit and allow 
them to receive the entitlements of leaders.

Unit helper A guide may also be a helper in a pippin or brownie unit, attending 
meetings and forming a link between the units. If possible she 
belongs to the guide unit in the same district. She should have 
been in the guide unit for at least a year before appointment. She 
should have worked effectively with the pippin/brownie unit for three 
months before wearing her unit helper badge. There should be no 
more than two helpers per unit. For a detailed job description refer 
The Guide Leader’s Guide.

Alumnae support Among former members of GirlGuiding New Zealand are adults, 
especially young women between the ages of 17 and 35, who have 
been guides but for whom a regular leadership commitment is not 
currently practicable. We want to offer these women the opportunity 
to opt in and out of support or leadership roles as their time permits. 
They should always be considered when there are opportunities  
for them to attend events, participate in taskforces or help with  
local initiatives.

Responsibilities A ranger in leadership
• assists the unit leader to co-ordinate a Guiding based 

programme for a group of girls of a specific age
• takes a share of the responsibilities of running the unit. 

Other Volunteer Support



61

Definition A district is an administrative grouping of several girl units based 
on geographical location. It is a group of between six and ten units 
covering a range of sections. 

Boundaries The regional management team determines the geographical limits 
of a district.

District 
leadership

The district co-ordinator, assistant co-ordinator(s), secretary  
and/or treasurer form a district co-ordinator’s team. Responsibilities 
are normally shared between members of the district  
co-ordinators team.

Where a district is temporarily without a district co-ordinator, the 
regional co-ordinator appoints a leader to take responsibility for the 
district in the interim, or acts herself as the district contact.

District Leadership

Requirements The district co-ordinator 
• is an enrolled member of GirlGuiding New Zealand and 

holds or is working towards the GirlGuiding New Zealand 
Leadership Qualification–Leader of Adults 

• is appointed by the regional co-ordinator
• wears an appropriate uniform option while involved in 

Guiding activities
•	 must attend a national training for new co-ordinators 

within 12 months of appointment
• is prepared to attend at least one training or recognised 

development opportunity a year, funded according to  
local policy 

• as a leader of adults takes part in an annual effective leader 
review with her regional co-ordinator 

• is at least 22 years of age
• holds the appointment for up to three years after which time 

it is reviewed and may be renewed for further terms
• is responsible to the regional co-ordinator who is available 

for help and support.

Responsibilities A district co-ordinator is responsible for supporting the leaders  
in her district in their task of running exciting programmes for the 
girls and for managing the affairs of the district to ensure its viability 
and success. 

District Co-ordinator
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The main responsibilities are
• support and development of leaders
• effective communication
• development of the district
• effective financial control 
• effective leadership.

Resources and 
support

Resources and support provided include:
• basic uniform items, supplied by the district/region and 

reimbursement of travel, postage and other expenditure 
according to local policy

• written material relevant to the position and Guiding 
magazines (national and zone)

• an assistant, secretary and treasurer according to the needs 
of the area

• district support team 
• regional and zone personnel
• regional learning and development team and regional 

outdoor team.

Leadership 
qualification

Any leader aged 22 years or over who enjoys working with  
adults and also has an interest in the development and  
well-being of young people may work towards a Leadership  
of Adults qualification. 

After an applicant has been accepted as a district co-ordinator 
and has completed the orientation process, the basic qualification, 
which is known as the Introduction to Adult Leadership Certificate, 
is completed at a national weekend training course and in  
the district. 

This is then followed by the Leadership Qualification–Leader of 
Adults, which is the required qualification for a district co-ordinator. 
Leaders are then required to keep their qualification current by 
moving to the next level and completing at least two Arahina 
Modules or recognised development opportunities each year. 
Requirements for all of these may be found in the booklets outlining 
the GirlGuiding New Zealand Leader Programme. All levels are 
designed to enable the leader to work effectively.

Entitlements A district co-ordinator is entitled to 
• receive copies of GirlGuiding New Zealand magazines, 

newsletters and updates
• attend international events and apply for scholarships
• gain GirlGuiding New Zealand qualifications and become  

a trainer
• be nominated for national or regional awards
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Assistant district 
co-ordinators

One or more assistant district co-ordinators may be appointed. 
They

• are enrolled members of GirlGuiding New Zealand and
• wear an appropriate uniform option while involved in  

Guiding activities
• are appointed by the district co-ordinator in consultation  

with the regional co-ordinator
• retire with the retiring district co-ordinator but may be 

re-appointed immediately in the same or another capacity
• are members of the district leaders team and the 

district support team and undertake the Leadership 
Training Programme

• undertake duties delegated or assigned to them by the 
district co-ordinator

• undertake the relevant part of the Leadership Training 
Programme to equip them for their role.

District secretary 
and/or district 
treasurer

A district secretary and a district treasurer may be appointed or one 
person may be appointed to hold the joint position.

Requirements The district secretary
• is a member of GirlGuiding New Zealand and wears  

an appropriate uniform option while involved in  
Guiding activities

• is appointed by the district co-ordinator
• has the main responsibilities of assisting the district  

co-ordinator with the effective administration of meetings, 
record keeping and effective communication 

• holds the appointment for up to three years after which time 
it is reviewed and may be renewed for further terms

• undertakes the relevant part of the Leadership Training 
Programme to equip them for their role.

Job description The full job description for a district secretary can be found on the 
GirlGuiding New Zealand website. 

District Secretary
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Requirements The district treasurer
• is a member of GirlGuiding New Zealand and wears  

an appropriate uniform option while involved in  
Guiding activities

• is appointed by the district co-ordinator
• has the main responsibilities of financial management and 

district support, including:
• issuing invoices to parents/caregivers and collecting 

fees (paid weekly, monthly, each term or annually)
• paying the national and regional fees for girls 
• using an approved cashbook system and reconciling 

monthly all district bank accounts
• preparing monthly financial reports
• reporting regularly to the district meeting on the current 

district and unit financial positions
• meeting national reporting requirements

• holds the appointment for up to three years after which time 
it is reviewed and may be renewed for further terms

• undertakes the relevant part of the Leadership Training 
Programme to equip them for their role.

Job description The full job description for a district treasurer can be found on the 
GirlGuiding New Zealand website. 

Requirements A district support leader may assist in units or in other capacities 
(eg district assessor). She

• has recently been in active Guiding for at least two years
• is an experienced leader with good rapport with adults  

and girls
• is appointed by the district co-ordinator to whom she  

reports regularly
• is appointed for one term only of up to three years in a 

capacity and to carry out specific tasks which meet the 
needs of the district

• is a member of the district leaders team
• attends trainings to keep up-to-date and implements current 

policy and programme trends.

District Treasurer

District Support Leader
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District  
co-ordinator’s 
team

A team responsible for the administration and co-ordination of 
the district, this team could consist of an assistant co-ordinator, 
secretary and/or treasurer. The district co-ordinator who chairs  
this team is the link between the leaders team and any other teams 
or taskforces.

District leaders 
team

This team, chaired by the district co-ordinator, is made up of all 
leaders in the district and is responsible for running unit programmes 
and for determining how the district funds should be allocated for 
such things as unit programme expenses, uniforms, training, travel, 
insurance, rents and equipment.

District support 
team

The district support team is an informal group of non-uniformed 
people who support a district, its co-ordinator and the unit leaders. 
They may or may not choose to hold regular team meetings.

District Teams

Membership The district support team could be composed of:
• the district co-ordinator (chairperson)
• the assistant district co-ordinator/s
• the district secretary and or treasurer
• representatives from each unit
• any other person as invited by the district co-ordinator 

(eg parents and/or other adult family members, 
representatives of other interests in the community such 
as education, religion, marae, local authorities, service 
clubs, or cultural or outdoor groups).

Responsibilities The district support team members have no responsibility for 
the running of the units or the appointing of leaders, nor do they 
have any call on unit funds. The responsibilities of the team are:

• to assist the co-ordinator to make Guiding  
known and understood in the district and keep in contact 
with educational, local authorities and  
other organisations

• to take an interest in local units
• to carry out specific tasks to meet the needs of the 

leaders in the district, such as fundraising, organising 
parent help rosters, storing equipment or helping with 
the sale of biscuits.
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Definition A district co-ordinator may choose to set up other teams for  
on-going support and tasks or to carry out one-off specific projects 
for shorter periods of time. Taskforces are made up of a group  
of people with varying skills and experience to carry out a  
specific task. 

On-going task 
forces

This type of team has the benefit of members evaluating and 
learning from the experience of doing the task initially and then, 
if necessary, fine tuning or replicating it when it is done again. 
Examples of this sort of task force could be a district event task 
force, a biscuit marketing task force or a young leader support  
task force. 

One-off task 
forces

Examples of this type of task force could be to fund-raise for a 
specific event or arrange a specific event such as a district family 
get together.

Definition A region is an administrative grouping of districts based on 
geographical location. New Zealand is divided into a number  
of regions.

Boundaries From time to time it is necessary to change a regional boundary. 
Any changes must be done in consultation with the areas 
concerned and must be approved by the National Board.

Badges Each region has a special badge (either cloth or metal or both) 
which can be worn by all members. These badges are available for 
purchase through the GirlGuiding NZ mail order service.

Regional 
leadership

The region is managed by a regional management team, led by 
the regional co-ordinator. The regional outdoor and learning and 
development teams also provide leadership in those specific areas.

District Task Forces

Regional Leadership
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Requirements The regional co-ordinator 
• is an enrolled member of GirlGuiding New Zealand and holds 

or is working towards the GirlGuiding New Zealand Leadership 
Qualification–Leader of Adults

• is selected and appointed by the National President according 
to the Regional Co-ordinator Selection Process 

• is at least 22 years of age
• wears an appropriate uniform option while involved in  

Guiding activities
• takes part in an annual effective leader review with the zone 

regional co-ordinator adviser
• is prepared to attend at least one training or recognised 

development opportunity a year funded according to  
local policy

• holds the appointment for up to three years after which time 
it is reviewed and may be renewed for a further term of up to 
three years

• is responsible to the National President through the zone 
regional co-ordinator adviser, who is available for help  
and support.

Responsibilities A regional co-ordinator is responsible for managing the affairs and 
resources of the region to ensure its growth, viability and success. 
The main responsibilities are

• effective leadership and management of regional personnel
• leader development
• effective communication
• effective financial control 

Resources and 
support

Resources and support provided include:
• basic uniform items, supplied by the region and 

reimbursement of travel, postage and other expenditure 
according to local policy

• written material relevant to the position 
• an assistant/assistants according to the needs of the area.
• regional management team
• regional learning and development team and regional 

outdoor team 
• zone regional co-ordinator adviser
• zone and national personnel

Leadership 
qualification

Any leader aged 22 years or over who enjoys working with  
adults and also has an interest in the development and  
well-being of young people may work towards a Leadership of 
Adults qualification. 

Regional Co-ordinator
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After an applicant has been accepted as a regional co-ordinator 
and has completed the orientation process, the basic qualification, 
which is known as the Introduction to Adult Leadership Certificate, 
is completed at a national weekend training and in the region. This 
is then followed by the Leadership Qualification –Leader of Adults, 
which is the required qualification for a regional co-ordinator. 

Leaders are then required to keep their qualification current by 
moving to the next level and completing at least two Arahina 
Modules or recognised development opportunities each year. 
Requirements for all of these may be found in the booklets outlining 
the GirlGuiding New Zealand Leader Programme. All levels are 
designed to enable the leader to work effectively.

Entitlements A regional co-ordinator is entitled to 
• receive copies of GirlGuiding New Zealand magazines, 

newsletters and updates
• attend international events and apply for scholarships
• gain GirlGuiding New Zealand qualifications and become  

a trainer
• be nominated for national or regional awards
• receive service bars and have service recorded at the 

National Association
• attend trainings organised by the region or zone
• transfer to other localities.

Job description The full job description for a regional co-ordinator can be found on 
the GirlGuiding New Zealand website. 

Assistant 
regional 
co-ordinator/s

An assistant regional co-ordinator, where required
• is an enrolled member of GirlGuiding New Zealand 
• is selected and appointed by the regional co-ordinator in 

consultation with the regional co-ordinator adviser 
• is appointed for a term not exceeding the retirement date of 

the regional co-ordinator
• undertakes duties delegated or assigned to her by the 

regional co-ordinator
• undertakes the relevant part of the Leadership Training 

Programme to equip her for her role.
• may be re-appointed in the same or another capacity by the 

incoming regional co-ordinator.
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Requirements A regional administrator
• is an enrolled member of GirlGuiding New Zealand
• is selected and appointed by the regional co-ordinator, to 

whom she is responsible 
• has the main responsibilities of assisting the regional  

co-ordinator in the administration of the region including:
• regional meeting administration
• effective communication
• regional financial administration
• regional reporting

• holds the appointment for up to three years after which time 
it is reviewed and may be renewed for a further term of up to 
three years

• undertakes the relevant part of the Leadership Training 
Programme to equip her for her role.

Job description The full job description for a regional administrator can be found on 
the GirlGuiding New Zealand website.

Regional Administrator

Requirements A regional learning and development co-ordinator
• is an enrolled member of GirlGuiding New Zealand
• is selected and appointed, in consultation with the zone 

learning and development co-ordinator, by the regional  
co-ordinator, to whom she is responsible

• has the main responsibilities of ensuring that leaders  
in the region receive quality development opportunities  
that are relevant to their needs and those of the 
organisation, including:
• ensuring quality development and assessment 

opportunities in the region
• enhancement of learning and development in the region
• ensuring that a varied programme is available to girls 

through quality leadership
• effective communication and record keeping 
• liaises with the regional outdoor co-ordinator to ensure 

leaders have appropriate outdoor skills
• contributes fully to the management, growth, viability 

and success of the region
• holds the appointment for up to three years after which time 

it is reviewed and may be renewed for a further term of up to 
three years

• undertakes the relevant part of the Leadership Training 
Programme to equip her for her role.

Regional Learning and Development Co-ordinator
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Job description The full job description for a regional administrator can be found on 
the GirlGuiding New Zealand website.

Regional learning 
and development 
administrator

A regional learning and development administrator, where required
• is a member of GirlGuiding New Zealand
• is selected and appointed by the regional co-ordinator in 

consultation with the learning and development co-ordinator, 
to whom she is responsible

• has the main responsibilities of carrying out administrative 
tasks for the regional learning and development co-ordinator

• holds the appointment for up to three years after which time 
it is reviewed and may be renewed for a further term of up to 
three years.

Job description The full job description for a regional learning and  
development administrator can be found on the GirlGuiding  
New Zealand website. 

Requirements A regional outdoor co-ordinator
• is an enrolled member of GirlGuiding New Zealand
• is selected and appointed by the regional co-ordinator, to 

whom she is responsible
• has the main responsibilities of co-ordinating the  

regional outdoor team to ensure that relevant outdoor 
experiences are a regular focus in the girl programme in  
the region including:
• outdoor team leadership and management
• development of outdoor skills and participation
• effective communication and record keeping 
• liaises with the regional learning and development  

co-ordinator to ensure leaders have appropriate  
outdoor skills

• contributes fully to the management, growth, viability 
and success of the region

• holds the appointment for up to three years after which time 
it is reviewed and may be renewed for a further term of up to 
three years

• undertakes the relevant part of the Leadership Training 
Programme to equip her for her role.

Job description The full job description for a regional outdoor co-ordinator can be 
found on the GirlGuiding New Zealand website. 

Regional Outdoor Co-ordinator
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Regional outdoor 
administrator

A regional outdoor administrator
• is a member of GirlGuiding New Zealand
• is selected and appointed by the regional co-ordinator in 

consultation with the regional outdoor co-ordinator, to whom 
she is responsible

• has the main responsibilities of co-ordinating the 
assessment of outdoor qualifications and prompt distribution 
of badges and of maintaining and communicating records of 
regional outdoor qualification holders

• holds the appointment for up to three years after which time 
it is reviewed and may be renewed for a further term of up to 
three years.

Job description The full job description for a regional outdoor administrator can be 
found on the GirlGuiding New Zealand website. 

Requirements A regional funding co-ordinator:
• is a member of GirlGuiding New Zealand
• is selected and appointed by the regional co-ordinator, to 

whom she is responsible 
• has the responsibility of ensuring that the region accesses 

external sources of funds, including:
• preparing regional funding applications
• effective communication of funding opportunities
• completing accountability reports.

Job description The full job description for a regional funding co-ordinator can be 
found on the GirlGuiding New Zealand website. 

Regional Funding Co-ordinator

Requirements • is an enrolled member of GirlGuiding New Zealand
• is selected and appointed by the regional co-ordinator, to 

whom she is responsible 
• has the main responsibilities of the promotion of the Trefoil 

Guild and the New Zealand Scout and Guide Fellowship,  
the support of active Guiding and effective communication 
and administration.

Job description The full job description for a regional trefoil guild adviser can be 
found on the GirlGuiding New Zealand website. 

Regional Trefoil Guild Advisor
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Regional  
co-ordinator’s 
team

The responsibilities are to assist the regional co-ordinator in the 
sound planning, administration and support of the region. This is an 
informal team - weekly or fortnightly meetings are recommended. 
Members usually include:

• regional co-ordinator
• assistant regional co-ordinator/s
• regional administrator

Regional 
management 
team

The responsibilities are the management administration,  
co-ordination and promotion of Guiding within the region. This 
includes planning and budgeting, managing expenditure and 
regional properties, monitoring district performance and holding 
regional events including an annual meeting to celebrate regional 
achievements and recognise leaders and girls. The regional 
management team receives the minutes of all other regional teams.
 
The regional management team may also, with the consent of 
the district concerned, change any district boundaries within the 
region as long as these are notified (together with the relevant unit 
changes) to the Chief Executive immediately.

Regional Teams

Membership The regional management team is composed of:
• the regional co-ordinator (chairperson)
• the assistant regional co-ordinator/s
• the regional administrator 
• the regional learning and development co-ordinator 
• the regional outdoor co-ordinator 
• a district co-ordinator (by nomination/application and 

appointed by the regional co-ordinator) 
• a leader (by nomination/application and appointed by 

the regional co-ordinator). The leader should ideally 
be a unit leader with no other position.

At least one member should be under 30 years at the time  
of appointment.

A zone staff team member may attend meetings as appropriate. 

Regional support 
team

This team provides a forum for district co-ordinators to meet with 
the regional co-ordinator and regional management team for the 
purpose of having input into the regional decision-making process, 
receiving and providing information, sharing ideas and problems 
with other team members, and receiving support and training 
relevant to their position.
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Membership The regional support team is composed of:
• the regional co-ordinator (chairperson)
• all members of the regional management team
• all district co-ordinators.

The regional funding co-ordinator, regional trefoil guild adviser 
and other relevant people may be invited from time to time as 
appropriate

Membership The regional learning and development team is composed of:
• the learning and development team co-ordinator 

(chairperson)
• the learning and development administrator
• all trainers in the region
• regional co-ordinator (ex-officio).

A zone staff team member may attend meetings as appropriate. 

Regional and district assessors and training unit leaders are also 
part of the regional learning and development team, although they 
may not attend regular meetings. 

Membership The regional outdoor team is composed of:
• the outdoor co-ordinator (chairperson)
• the outdoor administrator
• four leaders, each one experienced in a different Guiding 

section, appointed by the regional co-ordinator in 
consultation with the regional outdoor co-ordinator

• instructors holding recognised qualifications in an outdoor 
area (where applicable)

• the regional co-ordinator (ex officio)

Other people with specific outdoor skills may be co-opted
as required.

A zone staff team member may attend meetings as appropriate.

Regional outdoor 
team

The responsibilities of this team are to provide support for leaders 
and to ensure that leaders have the ability and desire to include 
outdoor activities in their programmes. The team should work 
closely with the regional learning and development team.

Regional learning 
and development 
team

The responsibilities of this team are to provide support for leaders 
and to co-ordinate and plan all trainings in the region. 

The team should work closely with the regional outdoor team and 
the zone learning and development co-ordinator.
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Other regional 
teams

Other regional teams (eg regional property teams) may operate 
where the regional management team considers them to be 
effective, valuable or necessary. They should report to the regional 
management team, usually by way of written reports or occasionally 
by personal attendance at regional management team meetings at 
the invitation of the regional co-ordinator. The chairperson of such 
teams is not usually a member of the regional management team.

Definition A regional co-ordinator, or other members of the regional 
management team with the support of the regional co-ordinator, 
may choose to set up other teams for on-going support and tasks 
or to carry out one-off specific projects for shorter periods of time. 
Task forces are made up of a group of people with varying skills and 
experience to carry out a specific task. 

On-going task 
forces

This type of team has the benefit of members evaluating and 
learning from the experience of doing the task initially and then 
if necessary fine tuning or replicating it when it is done again. 
Examples of this sort of task force could be a regional event task 
force, a biscuit marketing task force or a young leader support  
task force.

One-off task 
forces

Examples of this type of task force could be to fundraise for a 
specific regional event or arrange a specific event such as a 
regional social occasion.

Definition The Girl Guides Association of New Zealand Incorporated is self 
governing in the sense that it has freedom to formulate its policy 
and to put it into practice. It is not affiliated to any religion, political 
party, business or other interest. The governance of GirlGuiding 
New Zealand is the responsibility of the National Forum which 
elects representatives to the National Board and delegates to them 
the carrying out of that responsibility.

Regional Task Forces

National Leadership
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Chairperson The chairperson is the National President, who has a casting vote 
as well as a deliberative vote.

Membership-
regional 
personnel

The National Forum is composed of:
• two delegates from each region, one of whom must be the 

regional co-ordinator and the other appointed by the regional 
management team. They jointly have the power to nominate 
and exercise one vote.

• one enrolled youth member from each region, aged 17-30 at 
the time of selection (additional to the regional delegates). 
She has the power to nominate and vote. The method of her 
selection is determined by the regional management team

• All regional delegates have speaking rights. 
• All regional delegates hold the position for a term of three 

years, renewable for one further term, commencing at a 
National Forum meeting.

Membership –ex-
officio national 
personnel

• the National Patron 
• the National President
• the National Vice-President(s)
• the Chief Executive
• National Board members 
• National Advisers 
• the National President of the Scout Association of  

New Zealand.

Each of these ex-officio national personnel has the power to 
nominate and vote during the tenure of their membership of  
the Forum.

Life members Life members have the right to attend the Forum and have speaking 
and nominating rights but no voting rights.

Immediate 
past National 
President

When a National President retires, the National Board may invite 
her to become a member of the National Forum for two years, with 
the power to nominate and vote.

Observers The National Board may invite adult members of the Association, 
including Association members who are members or substitute 
members of the World Board or WAGGGS committees, to attend as 
observers. Observers have speaking rights only.

Responsibilities The responsibilities of the National Forum are set out in the 
Constitution of GirlGuiding New Zealand. Its role includes 
determining and upholding the vision and mission of the Association 
and articulating Guiding principles and values.

National Forum
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Membership The National Board is composed of:
• the National President (chairperson) – appointed by a 

selection committee and ratified by the National Forum
• the National Vice President/s selected and appointed by the 

National President and ratified by the National Board
• the Chief Executive
• the chairperson of the Audit and Finance Committee 
• four enrolled leaders of GirlGuiding New Zealand (at least 

one of whom must be under the age of 30 years at the 
time of election), elected by the National Forum on the 
recommendation of the National Nominations Committee 

• up to two members co-opted by the Board who need not be 
enrolled members.

   
Elected members hold office for a term of three years and are 
eligible for re-election for a further term of three years. Co-
opted members may be co-opted for a term of up to three years, 
renewable for a further term of up to three years.

Responsibilities The National Board conducts and manages the affairs of the 
Association, including control of its properties and funds. It may 
carry out all the powers vested in the Association, including the 
power of delegation.

Definition The National Board appoints national committees to advise 
and assist it, eg the Audit and Finance Committee, the National 
Standing Committee and the Management Advisory Committee.

Task forces From time to time the National Board appoints ad hoc groups to 
deal with specific tasks. These are normally dissolved when the 
task is completed.

National Board

National Committees of the National Board
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Membership The National Nominations Committee is composed of:
• the National President, who is the chairperson 
• the Chief Executive
• two members of the National Forum, elected by the National 

Forum, for a term of three years, renewable for a further 
term of three years 

• two members of the National Board, appointed by the 
National President.

Preferably one member should be under the age of 35 at the time 
of election/appointment

Responsibilities The National Nominations Committee manages and carries out 
the selection process of suitable candidate/s as National Board 
members, the Chair of the Audit and Finance Committee or National 
Nominations Committee members and then recommends them to 
the National Forum for election

Patron The National Forum invites the Governor-General (if a woman) 
or wife of the Governor-General to hold this office. She attends 
functions and events at her discretion. All invitations must be 
sent	through	the	Chief	Executive	and	not	directly	to	the	patron.

Life member Life membership is conferred on those members who have 
significantly contributed to the development of the organisation 
over a number of years and who continue to support and promote 
the organisation’s values. On the recommendation of the National 
Board and with the approval of a resolution of the voting members 
the National Forum may confer life membership on any person  
so recommended.

National 
President

The National President is the national voluntary leader of the 
Association and is appointed by the National Forum, on the 
recommendation of a specifically constituted selection committee, 
for a term of four years which may be extended for a further term of 
up to two years. She is the chairperson of the National Forum and 
the National Board and is responsible to both.

National Nominations Committee

National Positions
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National vice 
president/s

The National President has the power to appoint up to two National 
Vice President/s, subject to ratification by the National Board, for 
a period which does not extend beyond the retirement date of 
the National President. If there is more than one National Vice 
President, only one has voting rights at meetings of the National 
Board and National Forum.

Regional 
co-ordinator 
advisers

The National President appoints regional co-ordinator advisers to 
assist her in supporting the regions and regional co-ordinators.

• One regional co-ordinator adviser is appointed for each 
zone in the North Island, with up to three appointed for the 
Southern Zone.

• They aim to increase the quality of regional leadership 
through the support, management and development of the 
regional co-ordinators within the zone.

• They are supported by the relevant zone manager.
• They are appointed for a term of up to three years which 

may be renewed for further terms. 

National advisers The Association is assisted by national advisers who are appointed 
by the National President. A national adviser:

• is an enrolled member of GirlGuiding New Zealand
• is appointed to specialise in any subject relevant to 

GirlGuiding New Zealand
• is appointed for a term of up to three years which may be 

renewed for further terms 
• provides advice in the key areas of her expertise.

National portfolio 
holders

The National Board appoints members of the Association to hold 
portfolios to assist in its work. 

Portfolio holders usually work in partnership with National Office 
staff and report to the Board as required. A national portfolio holder:

• is an enrolled member of GirlGuiding New Zealand
• is appointed to specialise in any subject relevant to 

GirlGuiding New Zealand
• is appointed for a term of up to three years which may be 

renewed for further terms 
• carries out a specific role within her area of expertise.
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National staff The Association employs national staff who are based either at 
the National Office in Christchurch or at zone offices in Auckland, 
Hamilton, Wellington and Christchurch. Staff are employed to 
support and work with the membership by providing a wide range 
of national and zone-based services. Services are delivered 
through three national teams: Marketing and Advocacy, Guiding 
Development and Finance, as outlined below.

Chief Executive The national staff are led by the Chief Executive, who:
• is appointed by the National Board
• manages the Association’s staff
• leads the staff to implement the Board’s annual and  

strategic plans
• works with the membership to ensure that Board policy  

is implemented.

Marketing and 
Advocacy 

This team delivers national marketing, recruitment and retention, 
communications and advocacy project services as well as biscuit 
marketing and promotion. The mail order service is also delivered 
by this team.

Guiding 
Development 

This team delivers national administration services for the learning 
and development, national outdoor programme co-ordination,  
travel and international event administration and national  
database services.
 
Guiding development team staff are also based in four 
administrative zones throughout New Zealand and work with 
members to provide more localised support to girls and leaders.

Finance This team delivers financial management services to  
the Association.

Mail Order 
Service

The GirlGuiding New Zealand mail order service sells uniforms, 
badges, publications and other resources, unit and outdoor activity 
equipment and a range of general and Guiding goods through its 
mail order service and through regional depots. 

Some specific qualifications and certificates (eg outdoor 
qualifications, service bars, Guides Aotearoa Award) are obtained 
only through regional administrators. 

The unit leader/s should ensure families of new girls are aware of 
this service as soon as possible. 

Shopping is done mainly through the website which offers a secure 
and up to date service. The mail order catalogue is available as a 
pdf online. 

National Staff and Services



The printed version of the mail order catalogue is available to every 
member on request. 

Proceeds from sales made by the GirlGuiding New Zealand mail 
order service go to support the Association. 

Goods are also available for display or on a sale or return basis 
for trainings and other district or regional special events; provided 
adequate notice has been given. The Mail Order Supervisor at the 
National Office may be contacted for further information.

Philosophy GirlGuiding New Zealand believes in the value of training to 
ensure that leaders are effective and well equipped for their roles 
and to provide lifelong learning opportunities and challenges 
for adult members. All leaders may avail themselves of training 
opportunities appropriate to their position and all leaders working 
in active Guiding must	hold	the	relevant	leader	qualification	
and keep it current by participating in a minimum of two 
workshops or recognised development opportunities per year 
and completing post-workshop assessment activities. District 
support teams/regions should provide financial assistance and 
support to leaders to facilitate attendance at relevant workshops.

National 
workshops

National workshops are planned regularly in response to the 
perceived needs of leaders and of the organisation. They are 
delivered in different locations and an annual national workshop 
calendar is published on the website.

Zone learning 
and development 
co-ordinator

• is an enrolled member of GirlGuiding New Zealand and 
holds this appointment as a volunteer

• works with regional learning and development co-ordinators 
to ensure that all members in the zone receive quality 
leadership development opportunities relevant to the needs 
of the organisation and the individual.

Zone and regional 
workshops

Zone and regional workshops are arranged by learning and 
development co-ordinators and teams within a zone to meet the 
learning and development needs of the leaders in the zone and  
the regions. 

Leadership 
training 
programme: 
stages

This consists of four stages and involves workshop attendance and 
assessment by qualified GirlGuiding New Zealand assessors, both 
within and following workshops. Relevant prior knowledge, skills 
and qualifications are recognised for any of the first three stages. 
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Learning and Development
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• The first stage (Orientation to Guiding) is covered in the 
meeting with a zone representative before the leader 
commits to training as a leader. 

• The Introduction to Girl/Adult Leadership Certificate is 
completed as a leader-in-training, normally within three to six 
months of working as a leader. Upon completion the leader 
is issued with a certificate to mark her achievement.

• The Leadership Qualification-Leader of Girls or Leader of 
Adults – should be completed within the 12 to 18 months 
following the completion of the Introduction Certificate. Upon 
completion the leader is presented with the Leadership 
Qualification badge. Leaders who have completed the 
Leadership Qualification are expected to keep their 
qualification current and enhance the knowledge and 
skills required for their position(s) by completing at least 
two Arahina modules or other recognised development 
opportunities each year.

Leadership 
training 
programme: 
content

The Introduction to Girl/Adult Leadership Certificate and the 
Leadership Qualification-Leader of Girls or Leader of Adults - are 
gained by completing a number of prescribed modules which 
are delivered in workshops by qualified trainers using nationally-
standardised resources. Most modules take from between one to 
two hours to complete and have assessment requirements which 
involve applying, in a practical leadership situation, knowledge 
gained within the workshop.

Leaders who are assessed as already having the skills and 
knowledge covered by any of the modules may have these 
recognised and not be required to complete all the requirements  
of that module

Leadership 
training 
programme: 
booklet

Full details of modules and their assessment requirements can be 
found in the Leader Programme booklet given to all leaders.

Arahina modules Arahina modules (named after the Arahina Training Centre in 
Marton run by the Association from 1946-1999) include a wide 
range of topics aimed at increasing the skills of a leader. Workshops 
usually take three hours to complete and are followed by relevant 
assessment tasks. 

Leaders can also be credited with Arahina modules by participating 
in relevant external training and/or participating in a learning 
challenge or development opportunity.

Completion of nine Arahina modules covering a range of topics 
and completed in a minimum of three years is acknowledged by 
the presentation of an Arahina bar. There are four Arahina bars – 
Jade, Bronze, Silver and Gold, only one of which is worn at a time, 
directly under the Leadership Qualification badge.
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GirlGuiding New Zealand camping certificates may be gained, 
by holders of the Introductory Leadership Certificate, as 
Arahina modules, delivered in longer workshops. The extra time 
commitment required is recognised by the awarding of additional 
module credits.

Arahina module 
booklet

Full details of Arahina modules, their criteria and their credits can 
be found in the Arahina Elective Modules booklet available to all 
leaders who have completed the Leadership Qualification. Details 
of new modules are also published in the leader section of the 
GirlGuiding New Zealand website.

Definition Trainers are adult enrolled members of the Association who help 
adult leaders to understand the aim, objectives and methods of 
Guiding and how to put them into practice.

Requirements Trainers are required to:
• have Guiding and other appropriate experience
• be excellent role models for leaders and girls
• be members of their regional learning and  

development team
• demonstrate current knowledge in one or more  

specialist areas relevant to the GirlGuiding New Zealand 
Leadership programme, including holding relevant 
qualifications or experience
or

• demonstrate current knowledge of leadership in GirlGuiding 
New Zealand by holding an approved position within 
GirlGuiding New Zealand and meeting the requirements of 
the job description.

Training 
qualifications

Trainers gain the necessary skills to train adults through a 
programme of preparation, experience and assessment. 
 
They are first registered as a Level One trainer and may then 
choose to progress through to Level Four over a number of years.
 
A Level One trainer is provided with help from a more experienced 
trainer when working with other leaders, whereas a Level Two 
trainer is able to train on her own if necessary. 
    

Trainers



Level Three trainers have a wider range of skills which they are 
asked to use at national and zone trainings as well as in their 
region, whilst a Level Four trainer takes a leadership role not only 
at regional, zone and national training workshops but also in the 
development of trainers and training materials. 

Details of the responsibilities expected of trainers at each level and 
the criteria for progression to the next level can be obtained from 
the National Leadership Adviser and zone and regional learning and 
development co-ordinators.
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Introduction GirlGuiding New Zealand has a number of awards which may be 
given to its members to recognise quality leadership and good, 
outstanding and long service, as well as bravery and courage. Each 
regional management team appoints annually a regional awards 
committee to consider awards. 
 
National awards are considered by the National Awards  
Committee, chaired by the National Awards Portfolio holder on  
the National Board.

For full details and criteria for GirlGuiding New Zealand awards, see 
the booklet GirlGuiding New Zealand Leadership Awards.

An annual timetable, guidelines and nomination forms for all awards 
are available on the GirlGuiding New Zealand website.

Awards

General To be eligible for leadership awards at any level, leaders need 
to hold the relevant leadership qualification, attend trainings and 
complete an annual effective leader review. Specific requirements 
for each award are outlined below.

Te Ara (the path) Given to a leader who has met all the requirements of their 
position and demonstrated commitment to building their skills. 
Most recipients will have been meeting the requirements of 
quality leadership for one and a half to two years. The award is 
recommended by the appropriate co-ordinator and is approved  
by the regional co-ordinator. Te Ara awards can be considered at 
any time of the year and are not constrained by the national  
annual timetable.

Leadership Awards Given by the Region
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Te Kaiārahi (the 
path finder)

Given to a leader who has met all the requirements of the 
position over a consistent period and/or has taken on additional 
responsibilities. Most recipients will have been meeting the 
requirements of quality leadership for three years (one and a  
half years from a previous award). The award is recommended  
by the appropriate co-ordinator and is approved by the regional 
awards committee.

Arataki (to guide 
and lead)

Given to a leader who has provided exceptional leadership which 
includes taking on additional responsibilities and/or consistently 
providing quality leadership over an extended period of time. Most 
recipients will have been meeting the requirements of quality 
leadership for at least seven years (four years from a previous 
award). The award is recommended by the appropriate co-ordinator 
and is approved by the regional awards committee.

Notification 
procedure 

A list of all awards to be presented in the region must be sent each 
year to the Chief Executive. Badges and certificates are purchased 
by the region through the mail order service.

The Fern Given to an enrolled leader who has provided exceptional service 
to Guiding. Exceptional service includes taking on additional 
responsibilities and/or consistently providing quality leadership over 
a lengthy period of time. Most recipients will have been meeting the 
requirements of quality leadership for at least 11 years (five years 
after a previous award). 

The Kauri Given to an enrolled leader who has made an outstanding 
contribution to Guiding, including contributions at a zone, national 
or international level. A recipient of the Kauri would normally 
have previously received the Fern. Most recipients will have been 
meeting the quality leadership requirements and taking additional 
responsibilities at the zone or national level for a minimum of two 
years since their previous award. 

The Totara Given to an enrolled leader who has made an outstanding 
contribution to the development of girls, young women and/or  
leaders over a sustained period. Recipients will have been 
exceeding the requirements of quality leadership for a minimum  
of 15 years (five years since their previous award). 

Leadership Awards Given Nationally
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The Kiwi Given to an enrolled leader who has made an outstanding 
contribution to the Movement as a whole, including contributions 
at a national level. A recipient of the Kiwi would normally have 
previously received the Kauri. Most recipients will have been 
meeting the quality leadership requirements and contributing to 
the development of the organisation and/or the programme for a 
minimum of two years since their previous award. 

The Greenstone 
Trefoil

Given to an enrolled leader who has made an outstanding 
contribution to the Movement as a whole over a sustained period, 
at both national and international levels. This is the highest award 
of GirlGuiding New Zealand and is rarely given. The award is 
recommended by the National Awards Committee to the National 
Board for approval. 

Application 
procedure

All national awards are recommended by the relevant co-ordinator 
to the regional awards committee. If endorsed, a nomination is 
sent by 30 June each year, to the National Awards Committee who 
presents recommendations to the National Board for approval. For 
further details and criteria see the booklet GirlGuiding New Zealand 
Leadership Awards and the GirlGuiding New Zealand website.

WAGGGS Asia 
Pacific awards

These awards are given to adult leaders of girls and leaders of 
adults who have been effective role models, who have made 
outstanding contributions in their area and who have acquired a 
high level of self development that has enabled them to provide 
good quality Guiding to girls and leaders. There are two Awards 
– one for unit leaders and the other for district, region, zone or 
national leaders.

The Award winners receive a “Certificate of Recognition” and a 
badge from the Asia Pacific Committee. 

Application 
procedure

See the GirlGuiding New Zealand website for details and closing 
dates which can vary from year to year.

Nominations are forwarded from the National Office in New 
Zealand to the World Bureau. New Zealand can nominate suitable 
candidates each year. The awards can take up to 18 months to be 
confirmed and the certificates received in New Zealand.

Leadership Awards Given Internationally
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Long service bars A leader of GirlGuiding New Zealand is entitled to receive a service 
bar if s/he:

• is currently involved in active Guiding.
• has served as an adult leader for a total of five, ten, 15, 20, 

25, 30, or 40 years, not necessarily consecutively. Overseas 
service may be included if appropriate material is available 
to confirm dates. Leaders may give their time in blocks, 
seasonally or on a regular basis. This service is recorded 
through the national database.

Application 
procedure

The five and ten year bars may be purchased by regions through 
the national mail order service after verification by the National 
Office database administrator and awarded by the region at the 
appropriate time. For all other bars, the region applies to the Chief 
Executive with dates and details of the service given. 

The bar is sent to the region when the details of service are 
confirmed. It may be presented at any appropriate time. Only one 
bar is worn at a time.

Service Awards

Certificate of 
Commendation 
for Bravery

Given to a member of the Movement for an act of bravery or 
fortitude when a higher award is not appropriate. For the application 
procedure, see below.

GirlGuiding New 
Zealand award for 
bravery

Given to members of any category for an act of bravery where the 
risk to life is not great or where there is little or no risk to one’s own 
life. For application procedure, see below.

GirlGuiding New 
Zealand award for 
courage

Given to members of any category for bravery where the risk to 
one’s own life has been faced OR where a member has displayed 
great courage, often under suffering. For the application procedure,  
see below.

Application 
procedure

Applications (for girls or adult members) may be made at any time 
within six months of the incident taking place. Verification	of	the	
action must be substantiated by someone other than parents, 
and should be sent with the application by the regional co-
ordinator	to	the	Chief	Executive.	

Bravery Awards
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Opportunities Each year GirlGuiding New Zealand offers a variety of wonderful 
opportunities available for leaders and girls, both internationally and 
within New Zealand. Full details are available on the GirlGuiding 
New Zealand website.

Mona Burgin 
Scholarship

This is to enable GirlGuiding New Zealand adult members to take 
up an opportunity to extend their skills and obtain refreshment of 
ideas and renewed enthusiasm. 

Scholarships and Opportunities

Application 
procedure

Enrolled leaders of girls and leaders of adults who have completed 
the Leadership Qualification may apply if they have been an 
enrolled leader for a minimum of three consecutive years. If 
successful, they must make a commitment to remain in Guiding for 
at least a further two years and share their skills and experiences 
with other members on their return from the event/training. 
 
Applications must be supported by endorsements from the 
applicant’s district and regional co-ordinators.

Criteria and application forms are available on the GirlGuiding New 
Zealand website.

Application 
procedure

Application forms and closing dates are available from the 
GirlGuiding New Zealand website. All applications require the 
endorsement of the applicant’s regional co-ordinator.

GirlGuiding 
New Zealand 
Foundation 
Scholarships

Assistance in funding can be granted to women who wish to extend 
their Guiding experiences or horizons. This may be within New 
Zealand or overseas. 
 
The Foundation also welcomes applications for funding in cases of 
hardship, for example to support girl membership and event fees 
and the provision of girl uniform. 
 
Any enrolled member of GirlGuiding New Zealand may apply and 
applications can be made by unit leaders, district and/or regional 
co-ordinators on behalf of other Guiding members (eg girls in their 
units, districts or regions). 
 
If a group is attending an event and wishes to apply for funding  
then each member of the group that seeks assistance should 
submit an application. 
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President’s 
Certificate of 
Achievement

Given to any girl member under the age of 19 years for special 
achievement outside Guiding, eg academic, sport, music or arts. 

A leader may apply for a certificate for a girl member using the 
relevant form, available from the regional administrator or the 
GirlGuiding New Zealand website. The completed application 
form is sent to the Chief Executive for forwarding to the  
National President.

Certificate of 
Recognition

The certificate is given to girl or adult members in recognition of  
a particular effort or achievement. It is signed by a leader and  
may be purchased through the GirlGuiding New Zealand mail  
order service.

Certificate of 
Appreciation

Given to a leader of GirlGuiding New Zealand in recognition of a 
specific project or responsibility. The awarding of the certificate 
may be recommended to the regional co-ordinator by any leader 
of GirlGuiding New Zealand. It may be purchased through the 
GirlGuiding New Zealand mail order service. It is approved  
and signed by either the regional co-ordinator or the National 
President, as appropriate, and may be awarded more than once  
to the same person. 

Thanks badge A thanks badge may be given at any time to any member of the 
Movement. Applications may be made by a co-ordinator or adviser 
to the regional management team or the National Board who 
may award them at any time. The badge is purchased from the 
GirlGuiding New Zealand mail order service through the region.

Certificate of 
Appreciation

Given to adult non-members, service groups, businesses etc for 
service to Guiding. It may be purchased through the GirlGuiding 
New Zealand mail order service. The award may be approved 
by either the regional co-ordinator or the National President as 
appropriate, on the recommendation of any leader.

Thanks badge A thanks badge may be given at any time to women or men in 
recognition of their support for the Movement. The award may be 
approved by the appropriate co-ordinator on the recommendation 
of any leader. The badge is purchased from the GirlGuiding New 
Zealand mail order service through the region.

Recognition for Members

Recognition for Non-Members
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Definition Once a Guide, always a Guide. While all former members of 
GirlGuiding New Zealand are alumnae, some choose to belong to 
specific groups to maintain their links to the Association in various 
ways. These groups follow.

Definition Young women aged 17 – 35 are the potential leaders of the future 
but are also one of the busiest and most transient groups in society, 
as their lives take on ever changing phases. 
 
This alumnae network offers the opportunity for members to opt in 
and out of support or leadership roles as their time permits.

Aims Alumnae Groups aim to
• maintain contact with interested young women, so that when 

their circumstances or lifestyle change, any decisions that 
might be made about volunteering include an awareness of 
GirlGuiding New Zealand

• ensure that young women receive invitations to attend  
or help at events, participate in taskforces or help with  
local initiatives 

• communicate regularly about the latest Guiding information 
and news.

Membership Application is made via the GirlGuiding New Zealand website. No 
membership fee applies. There is no formal requirement to commit 
to anything nor is there a minimum of involvement expected.

Alumnae Groups

Young Women's Alumnae Groups
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Definition The Trefoil Guild was founded for enrolled members who are no 
longer in active Guiding but who wish to remain in contact with 
Guiding. It is part of GirlGuiding New Zealand but is independently 
administered and is financially self-supporting. 

Aims It aims to
• keep alive the spirit of the GirlGuiding New Zealand Promise 

and Law
• carry that spirit into the communities in which Trefoil Guild 

members live and work
• give support to Guiding.

Membership There are two categories of Trefoil Guild membership, full and 
associate:

• Full membership is open to anyone who is at least 19 years 
of age, is an enrolled member of GirlGuiding New Zealand 
or of any member country of WAGGGS, but who no longer 
holds an active position in the Association. They pay the 
Trefoil Guild membership fee to GirlGuiding New Zealand.

• Associate membership is open to Trefoil Guild members who 
return to an active position in the Movement, former scouts 
and interested husbands or partners. Associate members 
may not hold office or have a vote and do not pay a Trefoil 
Guild membership fee.

Uniform Trefoil Guild members do not wear GirlGuiding New Zealand 
uniform but have their own Trefoil Guild top. All members are 
entitled to wear the Trefoil Guild badge tab. Badges on the tab can 
include the regional badge, the Trefoil Guild badge, the International 
Scout and Guide Fellowship badge, the long service bar and any 
others gained.

International If travelling overseas, Guild members may obtain an international 
letter of introduction. Application is made through the international 
secretary at the National Office enclosing a note of recommendation 
from their regional Trefoil Guild adviser. 

International 
Scout and Guide 
Fellowship

Through payment of their membership fee, all members of the 
New Zealand Trefoil Guild are automatically members of the 
International Scout and Guide Fellowship, through membership of 
the New Zealand Scout and Guide Fellowship, whose aims include 
establishing liaison and co-operation among member national 
organisations and promoting friendship amongst its members. 
 
For further details refer to the booklet Trefoil Guild Handbook 
obtainable from the regional Trefoil Guild adviser  
or regional administrators.

Trefoil Guild
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GirlGuiding 
New Zealand 
Foundation

The GirlGuiding New Zealand Foundation is a charitable trust 
whose purpose is to provide financial support to GirlGuiding New 
Zealand for its work in helping girls and young women to reach  
their full potential and make a difference in the world.
 
The earnings of the Foundation’s funds are assessed annually  
and are made available in the form of scholarships, loans and 
grants for special projects and activities for GirlGuiding New 
Zealand’s members.
 
The financial commitment of current and past members is 
welcomed to enable the continuance of this work. Contributions 
can be made in the form of donations, bequests or corporate 
partnerships and are tax deductible.
 
Further information is available from the GirlGuiding New  
Zealand website.

National Guiding 
Friends 

An informal social networking group for people who have held a 
national role within GirlGuiding New Zealand. Its purpose is to 
renew friendships near where members live and members receive 
a newsletter twice a year. Further information is available from the 
GirlGuiding New Zealand website.

Olave Baden 
Powell Society

A global group of people who choose to support the development of 
girls and young women. The Society builds the capital funds of the 
World Association of Girl Guides and Girl Scouts (WAGGGS).
 
Membership is sought by several different types of people. Some 
are actively involved in Guiding in their own country, some have 
been involved in Guiding, some have had little or no Guiding 
involvement, but choose this route for some of their philanthropy 
focused on the development of girls and young women.
 
Membership is gained by a single donation, which may be delivered 
over five years, or through a legacy or a life insurance policy. 
Funds are invested through the WAGGGS investment and finance 
processes (an international UK registered charity), and the interest 
is available to WAGGGS for its work. Members can join at any time.
 
Further information is available from the WAGGGS website:  
www.wagggsworld.org

Other Alumnae Groups
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Introduction Unit is the general name given to groups of pippins, brownies, 
guides and rangers. Girls are grouped into units that are determined 
by local needs and a unit may be from one section or a combination 
of sections. 

Lone units Pippins, brownies, guides or rangers who because of studies, 
distance or any other reason cannot meet regularly may join a 
lone unit. Programmes are carried out by a variety of distance 
communication methods such as letters, phone, email, internet etc. 
Whenever possible, lone members camp and join in other activities 
with districts and regions. Where possible, readiness for enrolment 
should be assessed in person.

Guiding for girls 
with disabilities

Girls with disabilities usually follow the same programme as others 
in their section, but alternative programme requirements and 
activities may be used. Local assessors should take into account 
the girl's particular capabilities and disabilities. Special resources 
such as extra adult assistance, mobility aids, interpreter, transport 
help or finance may be needed. Where necessary, there should 
be an extra helper for any girl with disabilities attending a camp. 
Variations of the usual section age limits are acceptable in order 
to cater for individual girls while keeping to the normal practice of 
moving on to the next section.

Guide clubs These groups may be formed for a variety of purposes and in a 
variety of ways, wherever and whenever the need arises. They 
may be a multi aged group, a short term after-school activities 
group, a guide and scout university group, a group for older girls 
with disabilities, an informal marae based group for children etc. 
The programme carried out will vary with the needs of the group 
concerned but should reflect Guiding principles and provide 
fellowship and up-to-date information about Guiding.

Unit health The minimum number of units in a district should be six, with a 
maximum of 10, with at least one unit from each section. There is 
not an expectation that this is always achievable, but something to 
be worked towards, in consultation with the zone.

Aspects that may indicate the “health” of a unit are:
• attendance
• roll growth
• retention (leader and girl)
• girls wanting to join
• linking (including any losses between sections)
• parent involvement
• variety and balance in the programme.

Unit Administration
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Leadership Every unit should have a team of three adult leaders (or more to 
meet ratio requirements), at least one of whom should hold the 
GirlGuiding New Zealand Leadership Qualification. In this way the 
girls in the unit can receive individual attention and the unit as a 
whole can receive proper adult support. If a husband and wife are 
leaders in the same unit, it is desirable that there be at least one 
other female leader in the leadership team.

Parents/
caregivers

Parents/caregivers can lighten the load of unit leaders, for example 
by helping at meetings, arranging transport etc. Regular parent/
caregiver evenings or afternoons to watch the girls in action can be 
worthwhile, as can family events such as hikes, camps, and teas. 
It is recommended that all parents/caregivers helping in a unit be 
invited to become members of GirlGuiding New Zealand. They may 
also be asked by the unit leader to represent the unit on the district 
support team. 

Ratios The recommended ratios of adults to girls within the unit are given 
below. There is no restriction on girl numbers in a unit but the 
following adult to girl ratios are required.

• Pippins one adult to five girls
• Brownies one adult to eight girls
• Guides one adult to twelve girls
• Rangers  not applicable

 
Note that

• “adult” means a person at least 17 years old. Rangers  
who are 16 years and hold the Practical Leadership 
Certificate may be counted in the ratio as an extra adult.

•	 at least two adults must be present at every  
unit meeting

•	 a female adult must always be present. 
• additional adult help will almost certainly be required if  

there are girls with disabilities in the unit.

Waiting lists Where units have girls waiting to join the district co-ordinator  
should determine why there is a waiting list (this may be a ratio 
issue) and, with the support of zone staff as appropriate, take 
active steps to get girls into a unit. Consideration should be given to 
opening a new unit.

Unit records Unit records are the property of the unit and should be retained by  
it and not kept by any unit leaders who resign. Contact and 
personal details of members are stored on the national database, 
but should be kept in a unit as well until a member has left the unit. 
Many units keep a permanent log of unit activities to record the 
history of the unit. GirlGuiding New Zealand expects all personnel 
to act responsibly in keeping good and accurate records of all 
aspects of their position. 
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Unit reporting Throughout the year, the region and zone should be advised of 
changes to girl information, specifically:

• new girls who have registered
• girls who have linked or transferred into the unit
• girls who have linked or transferred out of the unit
• girls who have resigned from the unit
• girls who gain awards
• girls’ change of details. 

The information should be recorded on the form Unit Report, 
Girls (obtainable from the GirlGuiding New Zealand website) and 
forwarded monthly to the district co-ordinator, so that the district 
co-ordinator can forward it to the zone office for inclusion in the 
national database. 

This is especially important in the case of new girls, as they are not 
considered to be members of the organisation until they have been 
added to the national data base.

Zone staff will regularly print off reports of the unit information so 
that units can check the details.

Outdoor reporting For safety management and for future planning purposes it is 
important that districts, regions and zones are advised of girls 
who take part in outdoor events such as camps (indoor and 
outdoor) and adventurous outdoor activities. The information is 
forwarded to the district co-ordinator when a camp, overnight 
expedition or adventurous outdoor activity has taken place – either 
electronically (preferable) or in hard copy – using the form Camps 
and Adventurous Activities Report (obtainable from the GirlGuiding 
New Zealand website). The district co-ordinator sends copies to the 
regional outdoor administrator and to the zone office.

Incident/accident 
reporting

Any incident/accident sustained during GirlGuiding New 
Zealand activities and requiring medical intervention must 
be recorded on a GirlGuiding New Zealand Incident/Accident 
Form available from the website. It should be completed and 
returned to the national outdoor programme co-ordinator at the 
National Office within seven days of the incident/accident. 
 
Leaders should also be familiar with and must follow the policy 
Incident and Accident Reporting and Process. The information 
gathered from reporting incidents and accidents enables the 
Association to help prevent incidents or accidents in the future and 
any incident or accident that required medical intervention should 
be reported so that any safety measures can be shared throughout 
the membership.
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Linking A girl moves on (called linking) to the next section
• after she has reached the minimum age for entry into the 

new section
• after she has found out about the new section and the unit  

to which she is moving
• when she herself feels ready and happy to make  

the transfer.

When a girl is ready to move on to a unit in the next section, she is 
encouraged to do so by the unit leaders concerned, in consultation 
with the girl's parents/caregivers. Many units and districts plan 
linking ceremonies, often at the start or end of each school term. 
Girls, especially younger ones, find it much easier to move on with 
a group of others taking the same step.
 
Unit leaders use the form Unit Report, Girls to advise district 
co-ordinators of girls who have transferred to another district or 
region. The district co-ordinator forwards this report to staff at the 
zone office.

In all cases, a girl who is already a member of GirlGuiding New 
Zealand is entitled to a place in a unit near her new home. Usually  
a girl will be placed in the nearest appropriate unit with a vacancy.

The zone office staff will make the changes to the database  
and forward a copy of the girl’s registration form to the new zone,  
if appropriate.

The leader of the unit that the girl is leaving should ensure that a 
copy of her record sheet or a letter giving details of her progress is 
passed to the girl's new unit. The zone office staff will facilitate this.

If a girl is transferring overseas, the unit leader should complete 
the form Girl Overseas Transfer Form with the girl and her parent/
caregiver, (obtainable from the GirlGuiding New Zealand website), 
sign it and send it to the zone office. The zone staff will amend the 
records and forward the form to the international secretary at the 
National Office who will contact the country concerned so they are 
aware the girl will be arriving.

Registration of 
new units

Before a new unit is formed, or a unit which has been closed is 
reopened, the district co-ordinator consults zone staff and the 
regional co-ordinator and ensures that

• the appropriate number of leaders are prepared to accept 
the responsibility of running the unit 

• there is a viable number of girls wanting to join the unit 
• there is potential in the area for growth of membership
• the unit has somewhere to meet 
• the unit has the support to ensure it is viable financially  

and administratively. 
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A unit can be registered using the Unit Registration Form available 
from the GirlGuiding New Zealand website. Completed registration 
forms are sent via the zone office to the National Office who register 
the unit and allocate a unit number. Units may choose a local name 
for use within the district or region. A certificate of registration will be 
forwarded to the district co-ordinator.

Girl suspensions Every effort, including talking with the parent/caregiver, should  
be made to avoid suspension. However, a unit team may 
temporarily suspend a member of the unit for unsatisfactory 
behaviour as follows

Pippin at the leaders' discretion
Brownie at the leaders' discretion
Guide in consultation with patrol leaders if appropriate
Ranger in consultation with the unit or unit committee or, if a

RIL, the district co-ordinator.

A leader must consult her district co-ordinator before asking a 
member to leave the unit permanently and must explain to the 
girl's parent/caregiver why the action is being taken. 

A girl member and her parent/caregiver have a right to appeal 
to the regional co-ordinator against being asked to leave a unit 
permanently. The regional co-ordinator’s decision is final.

Closing a unit A district should close a unit only after consultation with the  
regional co-ordinator who will assess the situation regarding girls, 
leaders and the potential for further options with the support of the 
zone manager.

If a decision is made to close a unit the district co-ordinator then
• arranges for unit leaders to transfer to other units
• arranges for girls and young women in the unit who wish  

to continue Guiding in other units to do so
• ensures that the financial affairs of the unit are wound  

up satisfactorily 
• arranges for any property to be held, distributed or sold  

as appropriate.
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Introduction Although the effective administration of a district is the responsibility 
of the district co-ordinator, it is also something to which all members 
of the district can contribute and each member of the district’s 
teams has a role to play in the effective running of the district. 
 
Staff at the zone office work to support the district co-ordinator and 
provide her with resources and support as appropriate.

District  
co-ordinator's 
team meetings

The district co-ordinator meets with her immediate team (assistant, 
secretary and treasurer) as and when required.

District leaders 
team meetings

The district leaders team meets regularly, ideally monthly and at 
least every six weeks or twice a term. Minutes and records of all 
meetings and business must be kept. The regional co-ordinator 
appoints a substitute chairperson if the positions of district  
co-ordinator and assistant district co-ordinator are vacant.

Leaders provide 
• unit reports
• requests for training and/or resources
• requests for uniform
• advice of pending leader resignations
• notification of special celebrations planned
• notification of any challenges or problems.

A quorum is one third of its members.

District support 
team meetings

The district support team meets regularly and at least once a term. 
The district co-ordinator (or an assistant district co-ordinator) is the 
chairperson. 
 
For further details, refer to the booklet district support teams 
obtainable from district co-ordinators or available on the GirlGuiding 
New Zealand website.
 
A quorum is one third of its members.

District records District records are the property of the district and should be 
retained by it and not kept by any district co-ordinator who resigns. 
District co-ordinators are encouraged to keep lists of leaders, 
their contact details, qualifications, awards, as well as records 
of individual achievements, annual reviews and any information 
relevant to succession planning. GirlGuiding New Zealand expects 
all personnel to act responsibly in keeping good and accurate 
records of all aspects of their position. 

District Administration
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District reporting The region and zone should be advised of changes to adult 
information as soon as possible. The specific information  
required is:

• leaders who have resigned from Guiding
• leaders who have changed or added positions
• leaders who have undertaken an effective review
• change of leaders’ details
• leadership qualifications gained or renewed.

The information should be recorded on the form District Report 
- Leaders. The district co-ordinator can forward it electronically 
(preferable) to the zone office, or take a copy and either post it or 
hand it to zone staff for them to update the computer records. 
 
The zone staff regularly print off reports of the district information so 
the districts can check the details.

Adult transfers Leaders moving from one unit to another within the same district 
do so in consultation with the district co-ordinator who discusses 
with them which parts of the Leadership Training Programme, if 
any, they should undertake in their new position. Details of the new 
appointment are given to the zone staff.

When leaders would like to transfer to another region, they inform 
their district co-ordinator who will advise the zone staff. The zone 
staff will in turn advise the database administrator at the National 
Office who will inform the new region of the details and the 
appropriate zone office staff if the leader has moved to a new zone. 

Once a leader has moved and the initial contact has been made, 
the new district co-ordinator should discuss with them which parts 
of the Leadership Training Programme they should undertake in the 
new position.

Leaders moving overseas and wishing to continue their Guiding in 
another country inform their district co-ordinator and complete the 
form Adult Overseas Transfer (obtainable from the GirlGuiding New 
Zealand website). 

When completed this form should be forwarded to the international 
secretary at the National Office. The international secretary will then 
contact the country concerned so they are aware of the leader’s 
arrival.

Disagreements 
and appeals

Where disagreements occur between adult leaders, it is expected 
that they can be settled amicably by the co-ordinator concerned.
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If this proves impossible, every adult leader has the right of 
appeal through her co-ordinator to her regional co-ordinator and, if 
necessary, to the National President. In exceptional circumstances, 
the National President may order a formal enquiry into the 
circumstances of a dispute which has not been sufficiently resolved 
by the decision of the regional co-ordinator.

A person who intends to appeal against a decision of her 
regional co-ordinator must notify the National President 
(through the district or regional co-ordinator) in writing  
within one month of receiving the regional co-ordinator's 
decision. In cases involving suspension or termination of an 
appointment, a person may appeal to the National Board, through 
the Chief Executive. 

The appeal must be received in writing within one month of 
receiving the National President's decision. Only in exceptional 
circumstances may an appeal be considered if the notice has not 
been given within the required period.

The decision of the National Board whether to constitute a further 
enquiry, or following the holding of an enquiry, is final and binding 
on the parties. 

Introduction The suspension or withdrawal of the appointment of an adult is a 
serious matter and can only be done after careful deliberation and 
communication. The following procedures have been established 
to enable fair treatment for all concerned and should be followed by 
all regional and district co-ordinators, with the support of the zone 
regional co-ordinator adviser and zone staff if requested. Where 
the appointment is a national one the relevant national personnel 
should be consulted.

Suspensions Occasionally, it is necessary for a co-ordinator to temporarily 
suspend the appointment of a person in her team, in consultation 
with the regional co-ordinator and staff from the zone office. The 
reason for the suspension would be one or more of the following:

• the appointed person is not making reasonable efforts to 
achieve the standard agreed to by the person at the time of 
her/his appointment and has refused or failed to attend or 
respond to counselling or training

• the appointed person has been convicted by any court in 
New Zealand or overseas of any offence punishable by 
imprisonment of a term of six months or more, and which 
was not known to GirlGuiding New Zealand at the time the 
appointment was made

Suspension or Withdrawal of Appointment
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• the appointed person has been guilty of conduct  
which brought or could bring GirlGuiding New Zealand  
into disrepute

• the appointed person has been guilty of conduct which has 
resulted in a serious breach of GirlGuiding New Zealand 
rules (as defined in this book by bold typeface).

Further enquiries within the region or a formal enquiry  
must proceed immediately in accordance with the  
following procedure.

Suspension 
process

If, in the opinion of the co-ordinator to whom s/he is responsible, the 
appointed person is not making reasonable efforts to achieve the 
standard agreed to by the person at the time of her/his appointment 
and has refused or failed to attend or respond to counselling or 
training, the co-ordinator should discuss the course of action with 
the regional co-ordinator.

It is recommended that a meeting is arranged with the leader 
concerned, who may invite an independent person to attend with 
her/him to discuss the matter. Guiding personnel may also invite a 
third party to be present at the meeting.

An ongoing written record of all action must be kept. 

Following the meeting and after discussion with the regional  
co-ordinator, the co-ordinator may

• decline to renew the appointment when the term expires, 
or
• suspend the leader, or
• recommend the termination of the appointment.

The leader must be informed by the co-ordinator of this 
decision in writing as soon as practical. 
 
The same procedure may apply to a co-ordinator if the  
regional co-ordinator to whom she is responsible has similar 
relevant concerns.

Immediate 
suspension

If the co-ordinator is satisfied that the leader
• has been convicted by any court in New Zealand of any 

offence punishable by imprisonment of a term of six months 
or more and which was not known to GirlGuiding New 
Zealand at the time the appointment was made, or

• has been guilty of conduct which brought or could bring 
GirlGuiding New Zealand into disrepute, or

• has been guilty of conduct which has resulted in a  
serious breach of GirlGuiding New Zealand rules (as  
defined in A Guide to Guiding in New Zealand in bold 
typeface) then the leader may be suspended immediately  
by the co-ordinator following consultation with the  
regional co-ordinator. 
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The leader must be immediately informed of this decision  
in writing.

Inquiry procedure If suspending a leader, the co-ordinator must ensure that the 
leader is aware of what suspension entails. A leader who has 
been suspended must cease working in the role within two 
weeks	of	receiving	written	notification	and	may	not	participate	
in any activity connected with GirlGuiding New Zealand, nor 
wear uniform or badges, until the matter is resolved.
 
The regional co-ordinator must arrange for information to  
be given in writing, within one month to the leader  
concerned indicating 

• that the co-ordinator who carried out the suspension has 
reason to believe that there are grounds for GirlGuiding New 
Zealand to exercise its suspension powers

• the grounds on which the suspension is based in sufficient 
detail for the suspended leader to answer it, and that the 
suspended leader is required to answer it

• the place and time of a meeting at which both the regional 
co-ordinator (or her nominee) and the suspended person 
(and a person of her/his choice) should meet to discuss  
the issue.

A copy of the letter should be sent to the regional  
co-ordinator adviser.

Following this meeting or the failure of the suspended leader to 
attend after reasonable efforts have been made to find a mutually 
acceptable time, the regional co-ordinator will

• lift the suspension and reinstate the leader, or
• recommend the termination of the appointment and send a 

report to the National President, with a recommendation that 
the leader’s appointment be terminated.

The suspended leader should be advised of the decision as soon 
as practical. The advice of the decision will come from the regional 
co-ordinator.

Termination of 
appointment

The National President, on receipt of the report and 
recommendation from the regional co-ordinator, makes a decision 
on the termination of the appointment and informs the regional 
co-ordinator of that decision. The regional co-ordinator informs the 
suspended leader, zone office and the district co-ordinator.

A leader who has had an appointment suspended or terminated 
may not participate in any activity connected with GirlGuiding New 
Zealand nor wear uniform or badges. It is unlikely in such cases 
that an appointment could be held in the future.

A leader who has had an appointment suspended or terminated has 
a right of appeal to the National Board.
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Introduction Although the effective administration of a region is the responsibility 
of the regional co-ordinator, it is also something to which all 
members of the regional teams can contribute and each member 
has a role to play in the effective running of the region. 
 
The regional co-ordinator adviser and staff at the zone office work 
in partnership with the regional co-ordinator and provide her with 
resources and support as appropriate.

Regional 
management 
team meetings

The regional management team meets regularly, preferably  
every month and at least once a term. Each member personally 
present at a meeting has one vote and a quorum is two-thirds of its 
voting members.
 
Minutes of all meetings and business must be kept. 
  
Meetings in person are preferable but where this is difficult other 
options could include meeting by conference call, Skype, fax, 
e-mail, postal communication or other methods.
 
For further details please see the Terms of Reference:  
Regional Management Team, to be found on the GirlGuiding New 
Zealand website.

Regional learning 
and development 
team meetings

Meetings are held to suit the needs of the region. Frequency of 
meetings is at the discretion of the chairperson, to suit the needs  
of the region and generally trainers will need to meet together  
more frequently than the whole team. Regional and district 
assessors and training unit leaders may be invited to a team 
meeting when applicable. The co-ordinator is expected to present 
a learning and development report to each meeting of the regional 
management team.

Minutes of all meetings must be kept and forwarded to the 
regional management team for information.
 
For further details please see the Terms of Reference: Regional 
Learning and Development Team, to be found on the GirlGuiding 
New Zealand website.

Regional outdoor 
team meetings

Meetings are held to suit the needs of the region and teams will 
generally choose to meet as a whole. Frequency of meetings is at 
the discretion of the chairperson, to suit the needs of the region, but 
the co-ordinator is expected to present an outdoor report to each 
meeting of the regional management team.

Regional Administration
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Minutes of all meetings must be kept and forwarded to the 
regional management team for information.
 
For further details please see the Terms of Reference:  
Regional Outdoor Team, to be found on the GirlGuiding New 
Zealand website.

Regional annual 
meetings

Regions are encouraged to hold annual meetings of their members 
to celebrate the year’s achievements. These may take any form that 
the regional management team decides, but should be interesting, 
enjoyable and well run, and should also be seen as an opportunity 
to publicise the activities of the Association. Invitations to guests 
to attend could include MPs, the mayor, representatives of other 
organisations and firms, the media, as well as all members.

Suspension 
or termination 
of a regional 
appointment

The procedures outlined under district administration should be 
followed but the words ‘district co-ordinator” should be read as 
‘regional co-ordinator’.

The regional co-ordinator may also terminate a regional 
appointment if the need for that appointment has terminated, for 
example, the goal of a task force has been completed or a team 
has ceased to function. 

Withdrawal of Regional Appointments

Constitution The governance of the national body of GirlGuiding New Zealand is 
as set out in the Constitution where full details can be found.

National Forum 
meetings

The National Forum meets annually. The place and date is fixed by 
the National Board. The Chief Executive gives 30 days notice of the 
meeting to all members of the Forum.

The quorum is one third of the members entitled to vote.

National Annual 
General Meeting

The Annual General Meeting is held each year in conjunction with 
the National Forum meeting. 

National Governance
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The business to be transacted at the meeting is:
• to receive and adopt the annual report of the Association
• to receive and adopt the annual financial statements of  

the Association
• to deal with other matters advised in writing 30 days prior  

to the meeting.

The quorum is fifteen members of the Forum. 

The Chief Executive gives 30 days notice of the meeting.
 
From time to time and on the recommendation of the National 
Board, the Forum may hold a public meeting.

National Board 
meetings

The National Board meets at least four times a year. 

A quorum is five voting members.

National 
Nominations 
Committee 
meetings

As required, by conference call, fax, e-mail, correspondence or  
in person. 
 
A quorum is three voting members. In the case of equality of votes, 
the chairperson has a casting as well as a deliberative vote.

Member database A database of members contact details, years of service and 
achievements is managed and administered by national staff. 
Information is updated regularly, based on reports received from 
districts and zones.

Archives Guidelines on the keeping of archives are available from the Chief 
Executive. All records should be sorted annually and permanent 
records stored carefully at all times, according to the regional policy. 
If a unit/district closes, the records become the responsibility of 
the relevant co-ordinator. After five years, these records should 
be given to the regional administrator, who with the regional co-
ordinator, will refer to proper archival procedures for storage of 
the records. Any Guiding material of significant historical value 
which is deposited with local historical societies, museums or 
libraries should be listed and a copy of the extent of the donation 
lodged with the Chief Executive. All historical material donated to 
GirlGuiding New Zealand should have donation details attached, 
and if retained in the region, a copy of the donation details should 
be sent to the Chief Executive.

National Records
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Sources of 
funding

The national organisation is financed by:
• annual membership fees from its members
• fundraising activities – principally the selling of biscuits  

and other approved activities
• surplus from the GirlGuiding New Zealand mail  

order service
• grants, donations and bequests
• income from investments, property and services.

Unit finances Units require funds for their activities and the district should ask its 
members to pay a regular amount to cover these expenses. It is the 
responsibility of unit leaders to ensure that the financial affairs of the 
unit are administered effectively.

Leaders make payment for unit expenses using the GirlGuiding  
New Zealand purchasing card system. This system operates as 
outlined below.

• Normally one leader in each unit is allocated a GirlGuiding 
New Zealand purchasing card. This person is selected by 
the unit leaders and approved by the district co-ordinator. 
More cards can be issued with the approval of the district 
co-ordinator.

• One girl over the age of 15 in each Ranger unit may also be 
allocated a purchasing card with the approval of the district 
co-ordinator.

• The card is issued in the name of the holder and is  
non-transferable. Each holder must sign a personal  
liability declaration.

• Each purchasing card has a set monthly credit limit. 
• Card holders sign for their expenditure. Cards will not have 

PIN numbers.
• No cash withdrawal facility is available.

All card maintenance will be handled by national finance staff. This 
will include issuing new cards and cancelling existing cards when 
leaders leave.

Cash expenses For cash expenses, units may maintain a small petty cash float to be 
reimbursed on a monthly basis by the district treasurer. The level of 
the petty cash float should be appropriate to the activities and size 
of the unit, and should be agreed upon by the unit leaders and their 
district co-ordinator. All receipts are to be provided when seeking 
reimbursement from the district treasurer.

Unit leaders may also choose to pay for items themselves and  
have these costs reimbursed from the district treasurer once they 
have completed a reimbursement claim for items purchased, with 
receipts attached.

Financial Procedures

113



Unit book 
keeping

Unit financial records are maintained by the district treasurer.

The monthly purchasing card statement must be returned to 
the	district	treasurer	by	the	fifth	of	each	month,	together	with	
all invoices or receipts.

Fees collection The district treasurer is responsible for collecting fees from the 
parents/caregivers. 

Monies received by unit leaders for membership fees, camp 
fees etc must be forwarded promptly to the district treasurer. 
If it is easier for unit leaders to deposit such monies directly into the 
district bank account, districts may provide units with pre number 
coded deposit books for this purpose. Each unit should have its own 
unique number. 

Unit bank 
accounts

Units must not operate separate bank accounts.

District finances The district co-ordinator is responsible for ensuring that the financial 
affairs of the district are administered effectively. Districts operate 
their own bank account(s) and maintain the financial records for all 
their units as well as district teams.

Appropriate district personnel may use the GirlGuiding New Zealand 
purchasing card system to make payment for expenses or operate 
a petty cash system. The district co-ordinator’s Purchasing Card 
should be approved by the regional co-ordinator. 

Card holders must return an account of all monthly 
expenditure, with invoices or receipts attached, to their district 
treasurer	by	the	fifth	of	each	month.	

All receipts are to be provided when seeking reimbursement 
from the district treasurer.

District book 
keeping

The minimum record keeping requirements for districts are  
as follows:

• a digital cash book, recording all receipts and payments, in 
the set format provided by the Chief Financial Officer 

• monthly bank reconciliations of all bank accounts
• a file containing documentation of all receipts and payments
• a file containing all bank statements and reconciliations
• a schedule recording all the district’s fixed assets - as per the 

set format provided by the Chief Financial Officer.

All	financial	records	must	be	retained	by	the	district	for	 
seven years, in accordance with current Inland Revenue 
Department guidelines.
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Receipts should be issued, as appropriate, for money received, and 
all such money must be banked promptly. 

The district bank account will be direct debited around the fifth 
working day of each month for purchasing card expenditure from the 
previous month. Unit and district expenditure will be combined into 
one direct debit.

As normal commercial terms of credit are 20th of month 
following the date of invoice, all creditors must be paid in a 
timely manner. 

Where an account is owing to GirlGuiding New Zealand, the  
district should advise the Chief Financial Officer to debit their bank 
account accordingly.

District bank 
account

All funds in the district bank account(s) are held on behalf of 
members. All district bank accounts must be set up and 
operated within the GirlGuiding New Zealand banking structure 
as detailed below.

• All district bank accounts must be set up by the finance team 
at the National Office.

• The district cheque (trading) account must be held with  
a bank approved by the Chief Financial Officer and be  
named "GirlGuiding New Zealand" followed by the name  
of the district.

• Districts may also require a camping or event cheque 
account. This account must be held with a bank approved  
by the Chief Financial Officer and is to be named 
“GirlGuiding New Zealand” followed by the district name  
and “event account”.

• Districts should not operate more than two cheque accounts. 
Approval must be obtained from the National Office Chief 
Financial Officer for additional accounts to be opened.

•  Districts may operate term deposit accounts. These 
accounts must be held with a bank approved by the Chief 
Financial Officer and be named “GirlGuiding New Zealand ” 
followed by district name and “investment account”

• As GirlGuiding New Zealand is exempt from withholding  
tax, the bank must be given a copy of the national  
exemption certificate.

District 
signatories

There must be no fewer than three authorised signatories  
from the district, any two of whom are required to authorise  
a withdrawal. The people who sign together must not be 
related. In addition to the minimum three district signatories, 
the	Chief	Executive,	the	Chief	Financial	Officer	and	the	
Regional Co-ordinator must be authorised signatories on all 
district	bank	accounts,	so	that	the	finance	team	of	the	National	
Office	can	request	reporting	on	all	bank	accounts	nationally	for	
audit purposes.
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District surplus As a general principle, surplus funds should not be allowed to 
accumulate, unless for a suitable specific purpose. A plan should 
be put in place to spend the surplus for the benefit of the district’s 
members. However, there should be sufficient funds in the bank 
account at the end of a financial year to commence the next year. As 
a rule of thumb, these funds should be at least the number of girls at 
the end of the year multiplied by $20 per girl.

Should any investment other than a term deposit be 
considered, a proposal must be forwarded to the Chief 
Financial	Officer	for	submission	to	the	Audit	&	Finance	
Committee. Such investments must not be made without the 
approval of this committee.
 
If any authorised signatories leave, then their signing authority 
must be immediately cancelled and new signatories put in 
place. This information must be passed on at once to the Chief 
Financial	Officer.

District financial 
year

The district financial year end is 31 December. 

The minimum reporting requirements are:
• a statement of income and expenditure and a statement 

of bank balances, which can be consolidated into one 
statement, prepared using the GirlGuiding New Zealand 
standard format

• a statement of fixed assets prepared in the GirlGuiding New 
Zealand standard format. 

District financial 
review

The finance team at the National Office will review all district  
financial statements annually. The completed district cashbook 
must	be	sent	to	the	finance	team	at	the	National	Office	each	
January for review.

District 
disbandment, 
merger or split

If for any reason a district is closed or merged with another 
district, or if a district is split, the following procedure must  
be followed.

• A district can only be closed, merged or split after 
consultation with the regional co-ordinator. 

• Before a district is closed, merged or split, all debts must 
be paid, or an agreed timeline of when debts will be paid be 
forwarded to the regional co-ordinator, zone manager and 
Chief Financial Officer.

Where a district is closed the following procedure must  
be followed.

• The district bank account(s) is closed immediately.
• All funds are promptly transferred to the National Association.
• The Chief Financial Officer deposits these funds and records 

that they belong to the district that has closed.
• If the district does not re-open within 24 months the funds are 

used for the development of Guiding.
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• If the district re-opens within 24 months the funds are used to 
regenerate the district.

 
Where	two	or	more	districts	merge,	all	financial	affairs	of	both	
districts must be combined within six months of the merger.
 
Where a district splits, the distribution of funds must be 
determined by the regional co-ordinator. It is recommended that 
the following procedure be followed.

• Property is maintained by the district that will utilise the 
facility, with funds being allocated to cover ongoing costs.

• The distribution of other equipment/assets is based on who 
will be utilising the equipment/assets in the future

• The remaining cash funds are allocated among the new 
districts based on the average of girl numbers in each open 
unit over the previous two years. 

Regional finances The regional management team is responsible for ensuring that 
the financial affairs of the region are administered correctly and in 
accordance with GirlGuiding New Zealand financial procedures. The 
regional co-ordinator manages the financial affairs of each region, in 
conjunction with the finance team at the National Office.

Districts are charged a regional membership fee based on their girl 
numbers, to help cover regional expenses. This fee is set nationally 
by the Audit and Finance Committee.

Regional invoices are paid by electronic transfer by the  
finance team at the National Office, upon authorisation from the 
regional co-ordinator. 

All invoices should be addressed to GirlGuiding New Zealand for 
GST purposes. Invoices are sent in the first instance to the region 
from the supplier to ensure payment can be authorised.

Invoices relating to regional events may be paid directly using the 
regional cheque book.

Membership fees Every girl member of GirlGuiding New Zealand is required to pay, or 
have paid on their behalf, a national membership fee. The national 
membership fee is part of the National Association’s income, 
and is used to provide essential services such as programme 
development, the World Association fee, learning and development 
and national governance, administration and marketing. 

Each district sets its own membership fee. This fee includes the 
national membership fee, including the regional allocation, plus a 
district fee set by the district according to its needs including unit 
costs to ensure quality programmes can be delivered (see section 
below on budgeting).
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Districts will be charged directly by the National Association for their 
portion of the national fee in two equal instalments each year. These 
instalments will be due for payment on the 20 May and 20 October.

The national membership fee charged is based on the ideal total 
contribution per girl from biscuits ordered and fee income. (Refer 
also to Chapter 7: Guide Biscuits.) Districts are free to choose the 
combination of biscuits they sell and membership fees they pay. 
This system ensures that each district contributes a similar amount 
towards the running costs of the organisation.

The girl registration process provides districts with an opportunity to 
ensure the effective collection of all membership fees – see Chapter 
Eight: Growing Guiding.

Where a district wishes to subsidise fees for certain groups 
within the district, for example girls whose parents take an active 
leadership role, consideration should be given to ensuring that 
any policy does not financially disadvantage the district, create 
a significantly increased fee for other girls or create inequity or 
disharmony within the district leaders team. Any policy on fee 
subsidies should be reviewed by the district leaders team at least 
every three years. 

Budgeting In the latter half of each year, regions, districts and units should 
prepare budgets for the following year. The budgeting process is an 
essential part of planning activities for the upcoming year.

Prior to setting fees for the upcoming year districts should project 
what their district costs (property costs, leader costs, national 
membership fees etc) and unit costs (based on $20 per girl per 
term) will be. Districts need to also estimate what their income will 
be before fees and biscuits (income from grants and donations, 
interest etc). 

Regions should project what the regional costs will be. Guidance 
will be provided by the Audit and Finance Committee to help regions 
prepare their budgets.

The aim should be to prepare a balanced budget, ensuring that 
some funds are retained to cover costs until fees and other income 
are received in the following year.

District budgets should be sent to the regional co-ordinator for 
approval. Regional budgets are approved by the National Board on 
the recommendation of the Audit and Finance Committee.

Once budgets are approved, authority to spend money outside 
budgeted items, or for large expenses, is limited. District and 
regional co-ordinators should refer to the Delegation of Financial 
Authority schedule for clarification.
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Grants and 
donations 

Districts and regions are encouraged to apply for grants and 
donations for Guiding purposes. 

Grants are available from a number of government and local 
community sources. In particular, all co-ordinators should be aware 
of grants provided locally. District co-ordinators should obtain details 
of funding options available in their region and make applications 
when appropriate. 

A district co-ordinator, with the consent of her regional co-ordinator 
or regional funding co-ordinator, may apply to other funders such 
as trusts, service clubs, etc for Guiding purposes. However, 
regional co-ordinators must inform the Funding Co-ordinator 
at	the	National	Office	of	all	funding	applications	being	made	to	
national funders before the application is made.

Loans Any district or unit wanting to borrow money or take a 
mortgage must get prior approval from the National Board.

Fundraising Members of GirlGuiding New Zealand are encouraged to earn  
or apply for funding for items of equipment and for specific events  
or activities. 

Uniformed members must not be involved with any method of 
raising money likely to encourage girls in the practice  
of gambling. 

Every district is encouraged to take advantage of the nationally 
organised sale of Guide biscuits in March. Sales may be undertaken 
door-to-door by members in uniform.

For non-Guiding 
purposes

Members may respond to requests for assistance with street or 
door-to-door collections, or selling for other organisations. If a  
leader is unsure whether supporting a particular non-Guiding  
charity, or whether the means of raising the money, would conflict 
with GirlGuiding New Zealand policy, the regional co-ordinator 
should be consulted.

Fundraising 
policy

For further details, see the GirlGuiding New Zealand Policy on 
Fundraising in Chapter Eleven.

Investment All investment of funds must be in accordance with the 
direction of the National Board which has resolved that security 
of funds invested is of prime concern.

Any district which has accumulated more funds than required to 
meet immediate operating requirements, may invest these funds on 
term deposit within the GirlGuiding New Zealand banking structure. 
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When making investment decisions, districts should consider that 
excess funds must not be allowed to accumulate, unless for a 
suitable specific purpose. All funds held should be used to benefit 
today’s girls. If excess funds are held or invested, a plan must be 
put	in	place	to	spend	the	excess	for	the	benefit	of	the	members	
of the district.

Should any other investment be considered, a proposal  
must	be	forwarded	to	the	Chief	Financial	Officer	for	 
submission	to	the	Audit	&	Finance	Committee.	Such	other	
investments must not be made without the approval of  
this committee.

The Audit & Finance Committee’s role is to check investment 
proposals for rate of return, security and prudence and to 
approve investments based on these criteria. The Audit & 
Finance Committee is not empowered to recommend investment 
opportunities to districts; however, if approached, the committee will 
ask its investment adviser to prepare a proposal. 

Honorarium 
payments

Any district or region wishing to make an honorarium payment 
must get prior approval from the National Board. Any such 
payment will be made through the National Office, unless approved 
otherwise by the Chief Executive, so that the correct tax deduction 
can be made. An honorarium payment is any monetary payment 
made to a volunteer member of GirlGuiding New Zealand which is 
not a reimbursement of actual expenditure incurred. Non-monetary 
small gifts of thanks are not considered to be honorarium payments.

Employment of 
staff

Any district or region wishing to employ staff must get prior 
approval	from	the	Chief	Executive	before	any	activity	related	
to the employment process commences. Any wage or salary 
payments will be made through the National Office, unless approved 
otherwise by the Chief Executive, so that the correct tax deduction 
can be made.
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Actions to 
prevent theft/
misuse

All leaders should be made familiar with policies and procedures 
relating to financial management - particularly in relation to 
receiving, recording and banking of money.

District or regional co-ordinators should ensure that regular checks 
of procedures within their district/region are carried out. 

Use should be made of GirlGuiding New Zealand publications and 
training opportunities, especially with new leaders and treasurers.

Theft or Misuse of Funds
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Debt 
management

All leaders should be made familiar with the policy on Debt 
Management in Chapter Eleven of this book and all other policies 
and procedures relating to debt management, obtainable from 
the Resources-Policies section on the GirlGuiding New Zealand 
website or from the Chief Financial Officer.

District and regional co-ordinators should ensure that regular 
checks of procedures within their district/region are carried out.

Actions when 
theft/misuse is 
suspected

Where it is suspected that there has been a loss or misuse of 
funds belonging to GirlGuiding New Zealand, the relevant co-
ordinator must be contacted immediately. 

The co-ordinator should manage the situation according to the 
following guidelines.

• Care should be taken to ensure that no direct accusation is 
made, either to the suspected party or to any other person.

• A routine check of the financial records in the suspected 
area should be carried out immediately. 

• Every possible precaution should be taken to ensure that 
proper procedures are in place to prevent any further 
incidence of theft/misuse.

• A diary record of all actions taken should be kept, with 
times, dates and the names of all persons involved in any 
discussion and a brief outline of that discussion.

Actions when 
theft/misuse is 
proven

Where it is proven that there has been a loss or misuse of 
funds belonging to GirlGuiding New Zealand, the situation 
must be discussed with the regional co-ordinator or Chief 
Executive	/Chief	Financial	Officer	if	appropriate.

The following guidelines should be followed.
• A report in writing should be made of all the known facts and 

any actions taken to date.
• The suspected person should be advised in writing of the 

verifiable facts, with a copy to the regional co-ordinator or 
Chief Executive/Chief Financial Officer as above.

• A meeting should be set up with the suspected person within 
a few days of the notification. This should be in a formal 
location such as a local guide building. 

• The co-ordinator conducting the meeting should have 
another suitable person with her, or otherwise some 
responsible person to facilitate the meeting

• The suspected person should be invited to bring a support 
person to the meeting. 

• The suspected person should be given a fair hearing to 
explain what she/he believes is the truth of the situation 
and the opportunity to repay either in a lump sum or by 
instalments if theft/misuse is admitted. 

• If it is not possible to recover the amount immediately 
and in full, it is suggested that a procedure be set up for 
repayments by instalment and to monitor progress.
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• If no resolution is achieved at the meeting because the 
suspected person either does not admit the fault or proves 
her/himself to be innocent, the Chief Executive or Chief 
Financial Officer should be contacted for advice on the next 
steps to be taken.

• Whatever the outcome, the meeting should be followed up 
with a brief summary in writing of the discussion and any 
agreements reached. A copy should be sent to both the 
person concerned and to the regional co-ordinator/Chief 
Financial Officer/Chief Executive.

•	 If the amount involved is more than $500, a copy must 
be	sent	to	the	Chief	Financial	Officer	or	the	 
Chief	Executive.	

• The decision to report the incident to the police is one to be 
made by the Chief Executive and the National President.

• If no repayments are made and/or it is unlikely that any are 
possible, assistance should be sought from the region/Chief 
Financial Officer/Chief Executive to decide whether legal 
action of any sort should be taken.

Personal loss Any member in paid employment suffering an accident while 
engaged in a Guiding activity is covered under the ACC Act for loss 
of earnings. Any member not in paid employment suffering financial 
loss due to personal accident while engaged in a Guiding activity 
should apply to the Chief Executive for relief.

Public liability GirlGuiding New Zealand has a policy which insures the Association 
for its legal liability in connection with all Guiding activities for 
accidental damage to property caused by the negligence of the 
Association or by any person for whose negligence it is liable. 
Members must not under any circumstances admit liability,  
as such an admission could result in the claim being declined. 
GirlGuiding New Zealand's insurers have the sole prerogative in 
admitting liability. Immediate notice must be given to the Chief 
Executive	of	any	occurrence	which	could	lead	to	a	claim	 
under the above policy. (The insurance does not cover 
personal property nor is the Association responsible for 
personal property.)
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Property All property - land, buildings, camp equipment, boats, trailers, etc 
- is owned and held in trust by GirlGuiding New Zealand for the 
use of current and future members. Property is administered and 
maintained by districts and regions with support from their zone. 
However, all regional, zone and national assets are recorded in the 
Association’s books. 

All leaders should be made familiar with the policy on Property 
Management in Chapter Eleven of this book. Full guidelines  
on all aspects of management of GirlGuiding New Zealand  
property may be found in the GirlGuiding New Zealand publication 
Property Rules.

Guide property 
(land and 
buildings)

Where a unit, district, district support team, region or other 
group owns land or buildings, such property must be vested in 
the name of GirlGuiding New Zealand. The written permission 
of the relevant team and the National Board must be obtained 
before any property is purchased, disposed of, altered or 
leased to others.

Leased property 
(land and 
buildings)

Where a unit, district or region wishes to lease property, this 
must	be	discussed	first	with	the	Chief	Executive.	Contracts	
must be drawn up in the name of GirlGuiding New Zealand. A 
formal lease or a Letter of Agreement or Licence to Occupy 
must be approved by the regional management team and 
National Board, and signed under the Common Seal of 
GirlGuiding New Zealand. The appropriate co-ordinator must 
ensure arrangements are made for the renewal of the lease, 
agreement or licence.

Joint or shared 
property

Before any individual or team enters into any joint or shared 
purchase or use of property with Scouts New Zealand, or other 
community	organisation,	they	must	ensure	that	an	official	
agreement	is	drawn	up	and	approved	by	the	Chief	Executive	
and National Board. This agreement must clearly detail the 
rights and obligations of all parties, and guarantee security  
of tenure. It must also stipulate that a management committee, 
consisting of an equal number of representatives with an 
alternating chairperson from each organisation, be set up  
and maintained.

Equipment All equipment, including tents, boats and trailers must be 
vested in the name of GirlGuiding New Zealand, and should be 
available for sharing with other units, districts, regions or nationally. 
It is the responsibility of the appropriate co-ordinator to ensure that 
all equipment is adequately maintained and insured, and that those 
using the equipment take responsibility for its care during that time.

Property and Assets
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Management 
of lands and 
buildings

Although vested in the name of GirlGuiding New Zealand, day-to-
day control of land and buildings remains with the unit/district/region 
concerned, which is responsible for maintenance and insurance. 

A property committee, constituted and appointed in accordance with 
the GirlGuiding New Zealand Property Rules and responsible to the 
district leaders team or the regional management team, should be 
set up to care for a property. The appropriate co-ordinator should be 
an ex-officio voting member of such a team.

Disposal of 
property

Should a unit, district or region wish to dispose of any land 
or buildings, prior written permission must be obtained from 
the regional management team and the National Board. In 
the case of joint or shared property, written agreements must 
also be obtained from all parties. Other equipment may be sold 
and the money reused in the area, with the written approval of the 
appropriate co-ordinator. Sales and purchases of assets must be 
promptly reported to the Chief Financial Officer. 

Property 
insurance

All buildings and other property owned by GirlGuiding New Zealand 
is insured under a national insurance scheme. This policy does 
not cover personal property nor is the Association responsible for 
personal property.
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Biscuits The annual sale of specially produced and packeted Girl Guide 
biscuits has become a national institution and is the organisation’s 
most effective way of raising funds. 

It is vital for producing income and promoting Guiding, nationally, 
regionally and in districts. 

It is important for the good of Guiding as a whole that districts take 
a positive and proactive role in promoting and selling biscuits.

For any district or region considering fundraising, biscuits should 
be the starting point. Careful planning when budgets are set 
should mean that there is no need to undertake further extensive 
fundraising for the normal costs of a district or region. 
After budgets are formulated for the year, sufficient biscuits should 
be ordered to meet budget needs.

Biscuits and 
membership fees

Membership fees and biscuit sales are linked together. 

The reasons for this link are: 
• to give districts greater choice about how they pay their 

share of the costs of running Guiding. Some districts find it 
hard to sell biscuits and others find it hard to collect fees. 
This approach allows districts to choose. 

• to create a more equitable system of cost sharing. Biscuits 
and fees account for a very large proportion of the national 
budget. If there is only one fee rate, districts that sell a high 
number of biscuits contribute more to the running costs of 
the organisation than a district that sells a low number.

Information concerning the number of biscuit cartons to be sold 
per girl relative to the annual fee for each girl, is made available 
each year by the finance team at the National Office and should be 
considered by districts when making their biscuit order.
 
If a district wishes to sell fewer than the minimum number of cartons 
stipulated per girl, or pay a reduced national fee, an exemption from 
the National Board must be applied for. The Association reserves 
the right to charge the district, as an additional fee, all or part of the 
equivalent of the national profit on the stipulated number of cartons 
per girl.

Estimating the 
biscuit order

A positive, proactive and planned approach to biscuit ordering will 
not only ensure that the district has sufficient resources for the year 
ahead, but will also remove the frustrations of ongoing fundraising 
during the course of the year.

Guide Biscuits
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It is not the responsibility of the unit leaders to decide on quantities 
of biscuits to be ordered. These decisions should be made by the 
district co-ordinator in consultation with the biscuit task force, after 
assessing and/or reviewing the needs and resources of units in the 
district and bearing in mind the programme and activities that units 
and their leaders would like to undertake in the coming year. 

Biscuit selling Each district is responsible for its own promotion and selling 
of biscuits, but is backed by the national organisation with a 
promotional and advertising campaign, provision of posters and 
seller stickers and national partnerships with retail outlets. An 
additional valuable resource is the publication Be Biscuit Prepared, 
which is reviewed each year. This booklet can be downloaded from 
the GirlGuiding New Zealand website.

Although many leaders will wish to help with the marketing and 
selling of biscuits in their area, it is not their responsibility alone. It is 
recommended that a team be set up in each district to co-ordinate 
and manage all aspects of the biscuit campaign. 

A biscuit campaign should cover aspects such as:
• methods sales
• marketing plans, including allocated resources
• selling venue/places
• units’ involvement in the campaign
• parental involvement in the campaign.

A review of the campaign should be held at its conclusion to 
evaluate its effectiveness and plan for the following year.

Biscuits may be sold by uniformed members calling door-to-door, at 
street stalls, by approaching local businesses or through nationally 
authorised outlets during the period specified in the national 
calendar and afterwards. For ideas on other methods of selling, 
please refer to the GirlGuiding New Zealand website.

Guide biscuits should be sold at the specified retail price. 

Guide biscuit season is the month of March. Approval from the 
Marketing and Advocacy Manager at the National Office is required 
of those wishing to commence selling prior to March 1.
 

Biscuit delivery Biscuit deliveries commence in early February each year and 
should be completed two weeks prior to the start of March. Once 
delivery has been completed and all delivery problems have been 
resolved and accounted for, the finance team at the National Office 
will invoice districts, trefoil guilds etc directly. Districts etc are 
required to send their payment by the due date.
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Biscuit insurance GirlGuiding New Zealand has a policy which insures biscuits 
from the time of delivery to the district until sales are completed. 
Immediate notice must be given to the district co-ordinator of 
any occurrence which could lead to a claim under this policy. 
Claims (for complete cartons only) will be accepted if received by 
staff at the National Office within seven days of delivery.
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Whakatupu kaupapa

Growing Guiding
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Open to all For every adult woman who enjoyed Guiding as a girl, there are 
many others who regret that they never had the opportunity. 
Districts and regions should remember those girls and aim to 
welcome and find a place for every girl and young woman who 
wants to join. Although Guiding may not be every girl’s choice, 
membership has always been voluntary and open to all, irrespective 
of race, religion, ethnic group or family background.

Marketing A marketing plan has been put in place by the national marketing 
and advocacy team to focus on promoting GirlGuiding New Zealand 
throughout the country as a strong, vibrant, inclusive and connected 
organisation that has real relevance in New Zealand and adds 
value to the lives of girls and young women and the communities in 
which they live. The plan may include media campaigns, television 
advertising, public displays and the production of a wide range 
of promotional material, together with the nationwide promotion 
of projects and campaigns. The development and use of the 
GirlGuiding New Zealand website www.girlguidingnz.org.nz is an 
important part of this plan.

Project Connect This is the name given to a complementary marketing project which 
is aimed at encouraging current members to understand their role in 
marketing the organisation.
 
Project Connect is made up of a series of recruitment, retention 
and promotional initiatives for members to undertake. Training is 
provided in its use and resources, ideas, promotional materials and 
support are available from the national marketing and advocacy 
team and on the website for members undertaking any recruitment 
or retention initiative.

Recruitment and Retention

Definition Membership of GirlGuiding New Zealand is open to anyone, 
regardless of race, faith or other circumstances, who accepts the 
principles of Guiding.

Categories There are four categories of membership of GirlGuiding New 
Zealand:

Associate member
Member
Enrolled member
Life member

Membership
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Associate 
member

This category of membership is by invitation only and is open 
to girls and adults. It is intended for participants in community 
development projects, girl non-members wishing to give service as 
unit helpers as part of Hillary Award programmes, or for members of 
the community interested in supporting Guiding, but not necessarily 
taking an active part. Associate members are not eligible for training 
and do not wear uniform. They may be charged a membership fee.

Member Members are those adults who choose to be involved in running 
units or administration but are not enrolled members. Male leaders 
fall into this category, as do women who choose not to become 
enrolled members but who are involved in active Guiding. Members 
have the option of wearing a uniform. They:

• must support the principles of Guiding
• do not pay the annual membership fee 
• are eligible to attend trainings.

Enrolled member This category of membership is available to girls and women only. 
Both girls and adults make the GirlGuiding New Zealand Promise 
and are then entitled to wear the enrolment badge. 

Girl enrolled 
member 
in active 
Guiding

Girls in this category are members once they have been entered 
on the national database. They become enrolled members when 
they have completed the pre-enrolment activities and make their 
Promise. They: 

• must support the principles of Guiding
• wear uniform 
• receive a membership card
• pay the annual membership fee.

 

Adult 
enrolled 
member 
in active 
Guiding

Adults in this category are predominantly in leadership roles; they 
take programmes for girls in units, lead and support adults or have 
an administrative role. They: 

• must support the principles of Guiding
• wear uniform 
• receive a membership card
• do not pay the annual membership fee 
• are eligible to attend trainings and to work towards the 

GirlGuiding New Zealand Leadership Qualification.

Adult 
enrolled 
member in 
Trefoil Guild

Adults in this category have at one time been an enrolled member 
of Guiding and are predominantly no longer in active Guiding but 
choose to maintain their contact with Guiding through membership 
of the Trefoil Guild. They: 

• must support the principles of Guiding
• may wear the Trefoil Guild top and badge tab
• pay an annual membership fee.
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Life member Life members are those who have contributed significantly to 
the development of the organisation over a number of years and 
who are valued for their counsel and advice. Life membership is 
conferred upon a member by the National Forum in accordance 
with the Constitution.

Foreign nationals A girl or woman who is already a member of a Girl Guide or Girl 
Scout Association recognised by WAGGGS may become a member 
of GirlGuiding New Zealand by reaffirming her promise. If she 
chooses to use the promise that she made in her own country, she 
should add the words: “to do my best to help the country in which I 
am a guest".

She wears either her own or the New Zealand uniform and may 
wear badges gained in either country on either uniform.

Non-members GirlGuiding New Zealand welcomes ongoing volunteer help and  
support from parents, businesses and the community (All 
assistance is appreciated). Whether for a one off event or task  
such as biscuit selling or providing transport, or for a short term  
on a task force. 

Application for 
membership

Application for membership of GirlGuiding New Zealand may be 
made through district or regional co-ordinators, or directly to a zone 
office, the web or by phoning the National Office. 

Membership Procedures

Enrolled 
alumnae 
member 

Members in this category have at one time been an enrolled 
member of Guiding and may or may not choose to maintain contact 
with Guiding. Some may belong to one of the Guiding alumnae 
groups. They:

• do not wear uniform
• may be charged a membership fee.
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Annual 
registration

Districts may choose to hold, at the start of each year, a registration 
event where parents can register their daughters and pay the fees. 
The membership fee can be paid in instalments.

Re-registration of 
current girls

At the beginning of each year, membership forms for each girl 
registered on the national database are made available to parents, 
who are asked to make any changes that are required (eg, health 
details, contact details, school, etc) and to pay the membership fee. 

Registration of 
new girls

Parents are asked to complete a registration form, giving the details 
of their daughter. They then sign the form and pay the fee.

Each form has an original and three copies. 

Registration 
process

The original of the completed registration form is kept at the zone 
office. Copies of the completed form go to the:

• district treasurer (green)
• unit leader (pink)
• parent (yellow).

Zone staff enter a girl’s details on the national data base to 
complete her registration as a member of GirlGuiding New Zealand 
and she is not a member of the organisation until this happens. 
Leaders and district co-ordinators must ensure that all new 
girls in their units and districts are registered promptly.
 
The district treasurer uses the district copy of the form to reconcile 
the money received before banking it. 

Where parents have paid only part of the membership fee, the 
treasurer should send accounts out later in the year for the 
remainder of the fee. 

Registration 
of new girls 
after the annual 
registration date

When parents want to register a girl during the year, the leader 
should arrange for the parents to complete a registration form, 
which is processed as detailed above.

The membership fee will differ, depending on when a girl is 
registered. The general arrangement is:

Terms one or two: Payment of the full annual fee
Terms three or four: Payment of half the annual fee.

Girls who transfer 
or link to another 
unit 

If the girl has transferred or linked from another unit in the same 
district, region or zone, the new leader should request a copy of the 
signed registration form from the zone, and she should advise the 
zone office of the new unit details so that the zone staff can make 
the changes on the national database.

Registration of Girls
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If the girl has transferred from another zone or region, the new 
leader should request a copy of the signed registration form from 
her own zone office. The staff at her zone office will then ask the 
staff at the previous zone office to forward the form directly to the 
new leader. 

When a girl moves districts part way through a year, a portion  
of any unit and district fee received should be transferred to the  
new district.

Becoming a Leader
Initial contact When a person shows interest in becoming a leader, an initial face-

to-face meeting takes place between the applicant, the district or 
regional co-ordinator and zone staff. 

Interview Zone staff arrange a time and place for the interview, which should 
take place as soon as possible. The applicant is provided with the 
screening-in questionnaire and other relevant orientation material, 
which form the basis of the interview. 

At the end of this interview, it should be decided whether or not to 
proceed with the potential leader’s application. If it is decided to go 
ahead with the application, the applicant is asked to complete the 
Leader Application form.

The original and one copy of the Leader Application form are sent 
to the National Office and copies given to the applicant, the relevant 
co-ordinator and staff at the zone office.

Zone staff and the relevant co-ordinator complete orientation 
sessions with the new leader.

Leader-in-training The applicant becomes a leader-in-training and the zone office staff 
member and the relevant co-ordinator decide together on the most 
appropriate training unit placement.

The leader begins to work in the training unit (or in the case of an 
administrator, in her district) with the support of the training unit 
leader, the district co-ordinator and zone office staff member. A 
regional co-ordinator should allocate to a new district co-ordinator 
an experienced district co-ordinator in her region to act as a mentor.

The leader-in-training then works on the Introduction to Leadership 
Certificate to prepare her for her role.
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Reference and 
police checks

Reference checks are conducted by zone staff and the National 
Office database administrator is asked to arrange a police check. 

Until positive police checks are completed a new leader or 
leader-in-training must not be left alone with a group of girls.

Acceptance as a 
leader

After the leader-in-training has worked in her role for some time 
(normally a minimum of three months), has received a positive 
police check and completed the Introduction to Leadership 
Certificate relevant to her role, the zone staff member and the 
district or regional co-ordinator decide whether to accept the 
applicant as a leader.

Upon acceptance, she is then asked to complete the Leader 
Agreement and Learning and Development forms.
 
It is usually at this point that the leader is asked to become an 
enrolled member of the organisation or, if she is already an enrolled 
member, to renew her promise as a leader.
 
The leader is then appointed as a leader and the starting and  
expiry date of her appointment recorded in regional and national 
data. She then works towards the Leadership Qualification relevant 
to her role.

Rangers in 
Leadership (RIL)

A ranger or RIL holding the Practical Leadership Certificate (refer 
the Ranger’s Guide) may be appointed as a unit team member, 
without further requirements, from the age of 16 years. She should 
have an interview with a zone staff member and the Leadership 
Application form should be filled in, so that her leadership data is 
recorded, but reference checks are not needed. 
 
If the ranger wishes to work towards the GirlGuiding New Zealand 
Leadership Qualification, an assessment is undertaken through 
the regional learning and development team to determine whether 
she needs to complete any part of the Introduction to Leadership 
Certificate. In general, a ranger who has worked in a training unit 
for at least six months and has a recommendation from her training 
unit leader will not be required to complete the certificate. 

Dual 
appointments

No one should hold more than one position unless they have the 
ability to carry out the duties involved and only with the approval of 
the relevant co-ordinator and zone staff member. This also applies 
to the holding of dual appointments in the Guide and  
Scout Associations.
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Annual review All leaders are expected to take part in an effective leader 
review, carried out annually by the relevant co-ordinator or 
zone staff member. This is intended to be a time of support and 
encouragement for leaders and an opportunity to assess the 
progress made during the year and to plan what they can do for 
the next year. This review is important in ensuring that leaders’ 
enjoyment of Guiding continues and that they set themselves 
learning and development goals relevant to their position. The 
appointing co-ordinator, supported by zone staff, meets with leaders 
every three years to discuss renewal of the leader’s appointment. 

Non-performance If, in the opinion of the co-ordinator to whom s/he is responsible,  
a leader

• is not carrying out satisfactorily the key tasks outlined in the 
job description for the role, or 

• is not achieving performance levels agreed to by the  
co-ordinator at the time of appointment, or

• is acting in a manner which is not in the best interest of 
GirlGuiding New Zealand, 

then the co-ordinator will communicate this information to the leader 
concerned and may require that leader to undertake counselling or 
further training. 

The co-ordinator may choose to do this privately or by written 
communication. An ongoing written record of all action must 
be kept.

If the leader concerned refuses or fails to attend or respond to 
counselling or training, the co-ordinator should discuss the  
course of action with the regional co-ordinator. Such actions  
could include change of appointment or leave of absence or, in 
more extreme situations suspension or withdrawal of appointment, 
following processes outlined in Chapter Six Suspension or 
Withdrawal of Appointments.

Change of 
appointment

Before appointing a leader who has held a previous appointment in 
another capacity or area, the relevant co-ordinator and zone staff 
member should discuss with the leader how much further training, 
extra qualifications and/or expertise she needs. 

Leave of absence Leave of absence from a leadership position in Guiding is 
sometimes necessary. If for a few weeks only, local arrangements 
can be made. If for a longer period, a leader should resign from the 
position in active Guiding but may choose to maintain membership 
of GirlGuiding New Zealand. 

Leaders who apply to return to active Guiding within two years of 
the resignation may be re-instated without undergoing the usual 
reference checks.





Te hononga ki te iwi whānui

Community Relations
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Public relations The public relations strategy of GirlGuiding New Zealand is to 
create a greater awareness of what the organisation is about, what 
it is doing, what it can do and how to participate and support it 
effectively. This can be achieved by establishing and maintaining 
mutual understanding and goodwill between GirlGuiding New 
Zealand and its stakeholders – members, potential members, 
families and local communities.

Members are expected to promote and present a positive image of 
Guiding locally through:

• the wearing of current uniform
• well kept buildings, with professional signage
• stationery current and branded
• a friendly, welcoming environment
• jargon free communications, written in a positive language
• positive ongoing relationships with local media.

Media relations Anyone wishing to make statements of policy to the media 
(press,	radio,	television)	must	first	obtain	express	permission	
from	the	Chief	Executive	or	the	Marketing	and	Advocacy	
Manager	at	the	National	Office.	Where	members	are	involved	in	
television,	filming	or	advertising,	their	participation	must	have	
first	been	approved	by/through	the	Chief	Executive.	

Careful attention should be paid to the activities and appearance 
of the girls and leaders taking part. There are no restrictions on 
overseas members when invited to take part in a media interview.
 
Refer to the GirlGuiding New Zealand Policy Making Media 
Statements and the Policy on PR Reaction to a Disaster to be found 
in Chapter Eleven of this book and available from the GirlGuiding 
New Zealand website.

Community 
relations

GirlGuiding New Zealand has been part of New Zealand and 
its cultural heritage for over a hundred years. This is a positive 
foundation for working co-operatively with others in the community.
Members are encouraged to develop community relations/
partnerships by:

• encouraging interaction with other organisations
• ensuring units are visible and active in the community
• encouraging units to undertake community action projects
• establishing partnerships with business or other 

organisations.

GirlGuiding New Zealand and the Public
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Display material There is a range of publicity material available to assist with the 
promotion of Guiding in any part of the country or overseas. This 
includes display materials, pamphlets, posters and photographs. 
For further assistance and information about these, the marketing 
and advocacy team at the National Office should be contacted. 

All members of GirlGuiding New Zealand are expected to promote 
and present a positive image of Guiding locally, especially when in 
the public eye.

Publications The Association has the responsibility and the sole right to publish 
books, pamphlets and other material for the benefit of Guiding in 
New Zealand. 

The sole right does not apply to unit or district newsletters or 
training and similar material for regional, zone or national learning 
and development workshops.

The Association publishes a wide range of resources to inform 
and support its members. The full list is available in the latest 
GirlGuiding New Zealand Mail Order Catalogue.

Te Rama Te Rama is the magazine of GirlGuiding New Zealand, which is 
published annually. It is an important promotional tool. It is supplied 
automatically to all those appointed to GirlGuiding New Zealand 
leadership appointments, members of the National Board and Life 
Members. Each registered trefoil guild also receives a copy. 

Copyright Leaders wishing to make copies of published material (other than 
GirlGuiding New Zealand publications) for Guiding related purposes 
should note that all published material (including illustrations, 
computer programmes, sound and film recordings and broadcasts 
and sheet music) is protected by the law of copyright. 

This means that it cannot be further published or copied unless 
the permission of the owner of the copyright has been obtained, in 
writing, by the person wishing to make the copies. Anyone wishing 
to copy any non-Guiding published material for a Guiding purpose 
(for example to produce a service booklet for World Thinking Day 
containing songs, hymns, illustrations or readings) should write to 
each copyright holder separately, asking permission to reprint the 
material and giving details of how it would be used. No permission 
will be required when an item is out of copyright, that is, where the 
author has been dead for at least 50 years, or where an item is 
“traditional” and it is reasonable to assume that the author has  
been dead for at least 50 years. For further information about 
copyright contact the Marketing and Advocacy Manager at the 
National Office.
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Trademarks As far as possible GirlGuiding New Zealand has protected by 
registration the use of the term “Girl Guides” and all badges, titles, 
awards and uniforms mentioned in this book.

The guide trefoil, the Association logo and the brownie and 
pippin badges are registered trademarks and must not be  
used by any manufacturer on any goods for sale or for wearing 
on uniform without the written permission of GirlGuiding  
New Zealand. 

Any unauthorised person or persons making use of them becomes 
liable to prosecution.

However, registered Guiding bodies (units, districts, regions, trefoil 
guilds, district support teams) may use these trademarks locally, 
provided that:

• they are reproduced accurately
• the design of any item to be sold has been sent to the 

marketing and advocacy team at the National Office  
and approved

• they are presented or sold locally
• they are used on suitable and good quality items
• the proceeds of the sale go directly to the Guiding body 

that ordered them and there is no financial benefit to any 
intermediate wholesaler.

Further information can be obtained from the Marketing and 
Advocacy Manager at the National Office. 

Logo The design of the GirlGuiding New Zealand logo reflects the  
values, origins and relationship that are held with the World 
Association of Girl Guides and Girl Scouts. The continuous line 
that makes up the leaves and stalk represents the life stages and 
adventurous journey of GirlGuiding. The single star is a refinement 
of the design of the original logo and also represents the shining 
example that members set to others. The star’s five points also 
indicate the five regions of WAGGGS.

Flags Any of the following flags may be used in public on ceremonial 
occasions:

• the New Zealand flag (the only national flag to be used  
by units)

• the world flag of WAGGGS, often used as a ranger and 
guide unit flag

• the National President's standard
• the national Lones standard, which can be borrowed from 

the staff at the National Office
• regional standards
• brownie unit pennants.

Permission to carry or fly any other flag must be obtained from the 
marketing and advocacy team at the National Office.
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In all flag ceremonial, the main things to remember are:
• that proper care and respect should always be shown to  

the flag
• that those taking part should be well trained in what to do
• that colour parties should always be very smart in both 

uniform and movements.

Any group wishing to make their own flag or standard must submit 
the proposed design to the Marketing and Advocacy Manager at 
National Office for approval before work begins.

National 
President's 
standard

The National President’s standard is kept at the National Office 
and is available to a region when being visited by the National 
President. Requests for permission to use the standard should be 
sent to the marketing and advocacy team at the National Office. 

Official 
correspondence

Members of GirlGuiding New Zealand must not correspond directly 
with a member of royalty, the Governor-General, his/her spouse, 
any minister of the crown or government department, or any 
embassy or legation, at home or overseas, concerning Guiding 
policies or to send invitations. All such correspondence must be 
sent through the Chief Executive or the Marketing and Advocacy 
Manager at the National Office.

Correspondence to the World Bureau, Four World Centres, or to 
any state or national Girl Guide/Girl Scout offices must go through 
the Chief Executive or the Marketing and Advocacy Manager at the 
National Office.

Invitations Any invitation to the Patron, National President, National Vice 
President/s, national advisers, or Chief Executive to attend an event 
must be sent to the Chief Executive. The co-ordinator concerned 
should have also given approval. 

Where units wish to send an invitation to the regional co-ordinator it 
should be through the district co-ordinator.
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Scouts New 
Zealand

Scouts New Zealand and GirlGuiding New Zealand, although 
separate organisations, share a common Founder, similar aims and 
principles and use similar methods. Co-operation between the two 
is encouraged at all times and at all levels.

Joint training, service projects and other activities may be arranged 
at all levels by joint agreement of leaders and the appropriate 
guide and scout co-ordinators. Such joint activities are especially 
recommended for members of ranger and venturer units and should 
be jointly organised.

Guides in Scouts 
New Zealand

A guide or ranger may become a scout programme activity leader 
(PAL) to assist with units of keas, cubs or scouts provided the 
following conditions have been met.

• The approval of her guide or ranger unit leader has  
been obtained.

• She is the approved age of 13 - 18 for working with keas,  
14 - 18 for cubs and 17 - 18 for scouts.

• She is appointed initially for six months, renewable as long 
as she remains eligible.

• She wears her guide or ranger uniform with the addition of 
the PAL badge while she continues in the position.

Members of the Movement between the ages of 18 - 30 may  
become members of Rover Crews. When participating in crew 
activities, they may wear either rover uniform or their GirlGuiding 
New Zealand uniform with the addition, after rover investiture, of 
rover epaulettes. 

While a member of GirlGuiding New Zealand they do not pay the 
Scouts New Zealand membership fee.

A ranger or leader in GirlGuiding New Zealand may also hold a 
warranted position in Scouts New Zealand, as long as her workload 
permits and she has the approval of her relevant co-ordinators.

National Council 
of Women

GirlGuiding New Zealand has representatives on the National 
Council of Women both at a regional and national level. This 
reflects our common interest in the development of women  
and girls.

Other 
organisations

GirlGuiding New Zealand is interested in all organisations 
concerned with the welfare of girls and participates in the exchange 
of annual reports and representation at annual meetings with those 
organisations whose aims are similar to those of the Association.

GirlGuiding New Zealand and other Organisations
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WAGGGS When a girl or adult becomes a member of GirlGuiding New 
Zealand she automatically becomes a member of the World 
Association of Girl Guides and Girl Scouts. GirlGuiding New 
Zealand is a full member of WAGGGS, which was formed in 1928. 
 
The Movement’s strength lies in the millions of girls and young 
women it serves and the impact they have amongst their friends, 
their families and the wider communities in which they live.

Objectives The mission of the World Association of Girl Guides and Girl Scouts 
is to enable girls and young women to develop their fullest potential 
as responsible citizens of the world.

The World Association aims to:
• engage and empower girls and young women, so that they 

can make a difference in their communities 
• reach out to more girls and young women from diverse 

backgrounds, so all girls and young women have the 
opportunity to experience the great benefits inherent in Girl 
Guiding and Girl Scouting.

Regions WAGGGS is the official umbrella organisation for all national Girl 
Guide and Girl Scout organisations in the world. It comprises 145 
member organisations, which are organised into five regions – 
Africa, Arab, Asia Pacific, Europe and the Western Hemisphere.

World Centres WAGGGS is administered by the World Bureau, which is situated 
in London. It also has four world centres which welcome members 
from around the world:

• Our Chalet in Adelboden, Switzerland 
• Sangam in Pune, India
• Our Cabaña in Cuernavaca, Mexico
• Pax Lodge in London, England.

Friends of Four 
World Centres 
scheme

Friends of the Four World Centres operates in New Zealand and 
is a scheme through which individuals and units may show their 
support of the world centres. The scheme is administered in 
New Zealand by a secretary whose address is available from the 
international secretary at the National Office.

Friends of the 
Asia Pacific 
Region scheme

Friends of the Asia Pacific Region operates in New Zealand and 
is a scheme through which individuals and units may show their 
support for the Asia Pacific Region. The scheme is administered in 
New Zealand by a secretary whose address is available from the 
international secretary at the National Office.

World Association Membership
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New Zealand 
Friends of 
Sangam 

New Zealand Friends of Sangam operates in New Zealand and 
is a voluntary group of people through which individuals and units 
may show their support of Sangam. The scheme is administered in 
New Zealand by a secretary whose address is available from the 
international secretary of the National Office.

Definition Links of unity are Guiding concepts and traditions shared by all 
members of the Movement throughout the world.

Promise and Law All national organisations belonging to WAGGGS must adhere 
to the fundamental principles of the original Promise and 
Law laid down by the Founder, Lord Baden Powell of Gilwell, 
although they may adapt the wording. 

Sign The guide sign is made with three fingers of the right hand raised to 
shoulder level with the little finger bent and the thumb touching it. 
The three fingers symbolise the three parts of the promise.

Motto The Founder, Lord Baden Powell, gave the motto “Be Prepared” 
to the Movement. Guiding helps girls and young women to be 
prepared for their lives so that they can make the most of them. It is 
most appropriate that the initial letters of the motto are 'BP'.

Good turn Every member of the Movement throughout the world tries each 
day to do a 'good turn', a voluntary act of service or help, to 
someone other than herself within her community.

Left handshake Traditionally, many members of the Movement use the left hand 
when shaking hands as a sign of worldwide recognition.

World trefoil The trefoil, used on the World Badge, is the unifying symbol of the 
World Association of Girl Guides and Girl Scouts. Every part has a 
meaning. The golden trefoil on a bright blue background represents 
the sun shining over all the children of the world; the three leaves 
represent the three-fold Promise as originally laid-down by the 
Founder; the base of the stalk represents the flame of the love of 
humanity; the vein pointing upwards through the centre of the trefoil 
represents the compass needle pointing the way; and the two stars 
represent the Promise and Law

World badge The world badge, which incorporates the trefoil, was first adopted 
at the 11th World Conference in Evian, France, in 1946. Today it 
features the gold world trefoil on a blue background. 

Links of Unity



155

A flowing line encircles the trefoil depicting a worldwide movement. 
The world badge may be worn in or out of uniform by any member 
of the Movement. 

World flag The world flag, redesigned in 1991, continues to feature the  
trefoil as its focus. A white blaze in the lower right-hand corner 
represents WAGGGS' commitment to peace and is crowned 
by three golden squares symbolising the three fold Girl Guide/
Girl Scout Promise. The world flag may be flown or carried by all 
members of the Movement.

World Thinking 
Day - 22 February

This is the joint birthday of the Founder and his wife, Olave,  
Lady Baden-Powell, who was the World Chief Guide until her  
death in 1977. 

On this day members of the Movement all over the world think of 
their sister guides and girl scouts in other countries and take part in 
activities to learn more about world Guiding/Girl Scouting.
   
There is a World Thinking Day Fund which exists to promote and 
maintain Guiding throughout the world. Members make voluntary 
contributions to the fund through¬out the year and especially on 
World Thinking Day. 

Contributions are sent to the finance team at the National Office 
(through the regional administrator) to be forwarded to WAGGGS, 
which administers the fund. 

World Thinking 
Day symbol

The World Thinking Day symbol is used in World Thinking Day 
celebrations and to promote the fund. 

The world trefoil in the centre represents WAGGGS, and the arrows 
pointing towards the trefoil represent action and give direction 
for that action. The arrows may also represent ways in which 
WAGGGS can be helped by all its members. The circle represents 
the world of Guiding and Girl Scouting.

World song The world song was adopted at the 13th world conference in 1950. 
The music was adapted with the approval of the Finnish composer, 
Jean Sibelius, from his March Op 91b. It was originally composed 
as the march for one of Finland’s oldest scout companies. First 
published with English words by Gavin Ewart in 1952, the world 
song highlights the principles and the spirit of the Movement.
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International 
month

In New Zealand this is held during July. It is a time when members 
widen their knowledge of international Guiding by having special 
international programmes.

Mutual Aid Member countries from around the world can request financial 
assistance for projects they are planning. Lists of these projects are 
circulated by the World Association. 

The National Board selects a project to support and publicises this 
on the website. Units and districts are encouraged to contribute 
financially and to learn about the member country being supported.

International 
penfriends

Any member of the Association aged ten years or over, or any unit, 
can apply for a penfriend in another country. Application forms are 
available from the GirlGuiding New Zealand website and when 
completed should be sent, together with a stamped self-addressed 
envelope, to the Penfriend Secretary whose address is on the form. 

Any unit may also apply for a unit link. Members should not write 
direct to other countries in the first instance. 

International 
opportunities

Individual members and groups from GirlGuiding New Zealand 
take part in international camps, gatherings, conferences and other 
events organised by WAGGGS or any of its regions. They are also 
encouraged to take part in international events organised by other 
World Association member countries. 

Many New Zealand national events include representatives  
from other countries. Part of the annual budget of GirlGuiding  
New Zealand is used to help delegates attend camps and 
conferences overseas.

Applications for 
international 
opportunities

All applications for international opportunities must be made 
through the international secretary at the National Office. No 
acceptance of any invitation to an international Guiding event may 
be made without the prior approval of the National International 
Portfolio Holder.

Cards and letters 
of introduction

Any member travelling overseas should apply for some form of 
introduction to entitle her to wear uniform when taking part in Girl 
Guide/Girl Scout activities in other countries. This will be either 
the World Association introduction card or in the case of brownies, 
guides and trefoil guild members, or those on brief holiday visits, a 
special letter of introduction. 

International Activities
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Application should be made to the international secretary at 
the National Office well ahead of the visit, giving details of 
dates and contact addresses and enclosing the co-ordinator’s 
recommendation. In the case of a party travelling together, only the 
leader need carry the introduction card. 

Members holding an international introduction card must not 
hitch-hike and will not be accepted for accommodation at 
world centres if they do so.

Friendship 
badges 

Many countries, including New Zealand, produce a special 
friendship badge. This may be purchased from the GirlGuiding 
New Zealand mail order service and is suitable for giving to any 
member visiting from another country or taking overseas as gifts. 
No member wears the friendship badge of her own country. 

Eligibility for 
selection

To be eligible to attend an event overseas as an official 
representative a member should:

• be an enrolled girl member or an adult leader
• be at least guide age. The regional co-ordinator will take 

into consideration the maturity of the girl in making her 
recommendation. All girls under 15 years must travel with 
the leader-in-charge and the contingent unless there 
are special circumstances. This is at the discretion of the 
National International Portfolio Holder.

• have appropriate camping experience if camping is involved
• have an understanding of their responsibilities and likely 

adjustments needed in a different culture
• apply on the special application form obtainable from the 

GirlGuiding New Zealand website
• have a good knowledge of New Zealand culture,  

geography and way of life and demonstrate an ability to 
pass it on to others

• have the written consent of a parent/guardian if under the 
age of 19

• have the Association’s certificate of health completed by a 
medical practitioner.

Travel to a 
Guiding event

Contact the international secretary at the National Office for details 
about all aspects of travel to an international Guiding event. 

Private travel If travelling overseas in a private capacity and wishing to wear 
uniform when taking part in or visiting Guiding activities, members 
should have some form of official introduction, which is obtainable 
upon request from the international secretary at the National Office.

Travel Overseas
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International 
badge

A special New Zealand metal badge may be worn if representing 
GirlGuiding New Zealand overseas. Contact the international 
secretary at the National Office for details about this and all other 
aspects of travel to an international Guiding event.

Visits from 
overseas 
members

There are many opportunities for members of GirlGuiding New 
Zealand to host WAGGGS members. Regional events and 
international co-ordinators will have information about any official 
visitors and it is recommended that girls and their families are 
encouraged to take any opportunity to offer hospitality and so 
experience international Guiding within New Zealand.

Invitations Before overseas guests are invited to New Zealand events, 
permission	must	first	be	obtained	from	the	National	
International Portfolio Holder.



Nga Ture

Our Policies

chapter11

GirlGuiding New Zealand regularly updates its policies. 

Leaders should check on the GirlGuiding New Zealand website:  
www.girlguidingnewzealand.org.nz to ensure that they are 
applying a current version of a policy.

Please note: No wording in GirlGuiding New Zealand policies is 
written in bold print (as explained in the section HOW TO USE 
THIS BOOK at the start of the publication) as it is understood 
that all policies are binding on all members of the organisation 
and it is expected that all guidelines be followed as absolute 
requirements.
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Rationale All adult members of GirlGuiding New Zealand are encouraged to 
attend trainings and adult and girl events. However, no-one must 
infringe upon the rights of others attending the training or event.

Purpose • To ensure that the needs of all girls and adults are 
adequately met.

• To ensure that all those attending benefit from the training 
or event.

• To ensure the successful running of a training or event.

Guidelines • When selecting adults to attend an event, only those who 
are capable of carrying out their specific role according to 
the prescribed job description should be accepted.

• Every effort should be made to check each adult's 
capabilities with the nominator and appropriate  
regional personnel.

• In the case of a national event, if for any reason an adult 
has proved to be unable to fulfil her/his role at a previous 
event s/he should not be put in a similar situation at any 
future event unless successful upskilling/training has been 
undertaken since the previous event.

• Adults with a disability are encouraged to attend trainings 
and adult events. To enable them to have a positive 
experience it will be necessary to ensure that their special 
requirements are met eg barrier free access, a guide dog,  
a caregiver.

• In the case of a caregiver attending a training or 
event the caregiver role must be organised prior to 
the training or event.

• Where an attendance fee is required for the  
caregiver this cost should be shared in a way 
appropriate for the people involved and the training 
or event being attended.

• If a leader wishes to bring her/his child to a training/adult 
event, then she/he must make prior arrangements for an 
appropriate caregiver.

Conclusion By ensuring that adults’ needs are adequately met and adults are 
placed in positions for which they have appropriate skills and ability, 
events and trainings will be beneficial and enjoyable experiences 
for all.

Date of policy 1999

Last reviewed February 2011

Policy on Adult Attendance at Trainings and Events
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Rationale GirlGuiding New Zealand provides girls with opportunities to make a 
positive contribution to their community. It is therefore necessary for 
members to understand that the Treaty of Waitangi enables Māori 
and Tauiwi cultures to co-exist in one nation in a spirit of mutual 
respect and responsibility.

Purposes • To develop mutual respect for the attitudes and values of 
both cultures.

• To accept that the Māori culture is unique to New Zealand.
• To ensure that GirlGuiding New Zealand reflects  

both cultures.
• To enable members to feel comfortable with the concept of 

bi-culturalism in a multi-racial society.

Guidelines • In all aspects of Guiding, sensitivity must be shown to both 
cultures, and members are encouraged to include Māori 
language and culture in their unit programmes.

• All publications produced by GirlGuiding New Zealand 
should include Māori titles and sub-titles.

• The option of including Māori language and protocol is 
encouraged in Guiding ceremonies, meetings and events.

• Resources will be provided to extend members’ 
understanding of Māori culture and language.

• Liaison with local Māori iwi is encouraged and local Māori 
resources should be investigated.

• Leaders planning events and activities should ensure that 
consideration of Māori beliefs and values is included and 
that alternative options are provided, when necessary.

• Experiences in both cultures should be provided to assist 
the social development of girls and women.

• Trainings must regularly include education on Māori  
cultural issues.

Conclusion Māori and Tauiwi members of GirlGuiding New Zealand can  
co-exist in a spirit of mutual respect and responsibility, identifying 
with their own culture and growing in understanding and experience 
of the other.

Date of policy 2000

Last reviewed February 2011

Policy on Bi-Culturalism
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Rationale In our working with girls and young women we need to be aware 
of the incidence of child abuse and know what to do if abuse is 
suspected or confided. (There are many types of abuse of children - 
mental, emotional, neglect, physical, sexual.)

Purposes • To give young people protection.
• To provide a climate of support and concern.
• To give advice to leaders on suitable procedures.
• To give protection to GirlGuiding New Zealand and  

its leaders.

Guidelines • Believe the young person who makes a disclosure and give 
her the opportunity to talk privately if she wishes.

• Explain why it may be necessary for you to assist her to 
seek help, particularly if the child wishes the information to 
be kept confidential.

• Do not ask leading or prying questions.
• Do not jump to conclusions but be observant.
• Obtain literature on this subject so that you are aware of the 

signs. There are many sorts of abuse and many indicators, 
but it is also easy to misinterpret behaviour or remarks. Rely 
on observable facts, not speculation or gossip.

• The leader should get support for herself from an 
appropriate person (eg Victim Support).

• For the leader's protection, the regional co-ordinator must be 
consulted before any further action is taken.

• Parents must be informed as soon as possible unless a 
parent is the suspected abuser.

• If a parent is the alleged abuser, the regional co-ordinator is 
to contact Child, Youth and Family Services or the police.

• The incident is to be kept confidential to those involved and 
no official GirlGuiding New Zealand records made. The 
leader, however, should keep a confidential personal record 
of the disclosures made.

• Any counselling and any further actions must be left to 
trained professionals.

• On-going support should be offered to the young person 
by being available and by treating her in the same way as 
usual. Leave it open for any further approaches to come 
from her.

Note: The Children, Young Persons and their Families Act gives 
legal protection to a person who reports to police or social worker 
about the ill-treatment or neglect of a child. If an official report is not 
made, there is no such protection.
 

Policy on Child Abuse Disclosure
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Conclusion As leaders of young people, it is our responsibility to act in a 
responsive and responsible way towards their welfare.

Date of policy 2002

Last reviewed February 2011

Leader • receives disclosure
• listens and reassures the person that they did the right thing
• is observant
• does not pry
• offers on-going support
• with regional co-ordinator, ensures confidentiality
• keeps a confidential record of what person disclosed
• if immediate danger or safety is an issue, acts with urgency
• obtains support for self from appropriate persons.

Informs regional co-ordinator
Keeps a record date, etc.

(If parent = abuser) 
Informs Child Youth and Family 
Services or the Police

(If parent not the abuser)
informs parents/caregivers

Child, Youth and Family Services social worker or team would 
assist in arranging this.
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Rationale Activities with girl members should take place in ways that protect 
them from abuse by leaders/helpers and protect leaders/helpers 
from unwarranted allegations of child abuse.

Purposes • To give girl members protection.
• To give guidelines to leaders/helpers on suitable behaviour.
• To give protection to GirlGuiding New Zealand and its 

leaders/helpers from unwarranted charges.

Guidelines • Limit opportunities to be alone and/or out of sight with  
girl members.

• Ensure a female leader is present at all times.
• In making physical contact with girl members, leaders/helpers 

should be guided by the principle that they will do so only in 
order to meet the girl members' physical or emotional needs.

• Touching should not be initiated to gratify the needs of the 
leader/helper. 

• If a girl member initiates physical contact in the seeking of 
affection, reassurance or comfort, it is appropriate to respond 
in a manner suitable for that girl member's developmental 
stage and needs.

• It is not appropriate to force any form of unwanted affection or 
touching on a girl member.

• The physical contact of girl members during changing or 
washing must be for the purpose of that task only and not be 
more than is necessary for that task. The girl's consent must 
be obtained.

• Leaders/helpers should not punish or impose their will on  
any girl member by the use of any form of violence or  
abusive language.

Conclusion GirlGuiding New Zealand has a responsibility for the safety of girl 
members and the protection of leaders/helpers. 

Date of policy 2002

Last reviewed February 2011
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Leader/Helper

Contact with Girl Member

Appropriate Inappropriate
Has female leader present at all times

Assists with washing or changing only if 
necessary (only with consent of the girl) 

Makes physical contact only if necessary to 
meet girl’s physical or emotional needs 

Responds to girl’s initiated physical contact 
in suitable manner for girl’s developmental 
stage and needs. 

Is alone or out of sight with girl member

Uses abusive language

Uses violence to impose will or punish

Forces unwanted touching on girl member

Initiates touching to gratify own needs

Policy on Child Abuse Prevention
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Rationale GirlGuiding New Zealand is a nationwide organisation, drawing 
its membership and support from local communities. While 
acknowledging the individuality of its members, it also wishes to 
maintain a consistent, user-friendly and welcoming image and 
culture to continue to grow and to be an organisation of value.

Purpose • To ensure that GirlGuiding New Zealand develops 
consistent, professional and user-friendly  
communication standards.

• To raise awareness among its members and staff  
of the importance of adherence to defined  
communication standards.

• To create a communication culture within GirlGuiding New 
Zealand that reflects pride and commitment to the purpose 
and values of the organisation.

Definition For the purpose of this policy, the term ‘communication’ refers to 
any elements – visual, interactive, verbal or written – that convey 
or could be perceived to convey messages about GirlGuiding New 
Zealand, its policies, personnel or work in the community.

Guidelines • Communication standards are developed and amended  
by the Marketing and Advocacy Department at the  
National Office and are recommended to the National  
Board for approval.

• A copy of this policy and all communication standards will be 
distributed to all adult members, new adult members, task 
force and other team members and all staff.

• Discussion to assist understanding of the communication 
standards and their purpose should form part of all new 
adult member training programmes.

• It is the responsibility of regional management personnel to 
ensure that the communication standards are adhered to at 
all times within a region. Any variance to these standards 
should be notified to the regional co-ordinator.

• It is the responsibility of the Marketing and Advocacy 
Department at the National Office to monitor communication 
standards at a zone and national level and to notify the 
National President and the Chief Executive of any variance 
to these standards.

• Approval for variance from ay standard must be 
sought from the Marketing and Advocacy Manager at 
the National Office prior to the communication event 
taking place.

Policy on Communication Standards
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Conclusion All members and staff are expected to promote and portray the 
positive and professional; image and attitude of GirlGuiding  
New Zealand 

Date of policy 2006

Last reviewed February 2011
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Rationale Since parents and caregivers trust their daughters' welfare to 
our temporary custody, we must take responsibility for the girl's 
personal safety while she is in our care. We must comply with 
caregiver's wishes to the best of our ability.

Leaders should be aware of, and sensitive to the fact, that girls  
may be living in the care of:

• both or either parent
• a shared parenting arrangement
• other caregivers such as relatives, or temporary or  

foster homes and that arrangements may change without 
leaders being informed. Non-custodial parents (ie parents 
who do not have day to day care of the girl), or other 
significant adults, may still have access to a girl, for  
example at weekends.

Purposes • To protect the rights of the young person and her  
parents/caregivers.

• To give advice to leaders on suitable procedures.
• To give protection to GirlGuiding New Zealand and  

its leaders.

Guidelines • A leader should know the girl’s method of returning home 
and who is permitted to collect her.

• If a parent/caregiver wants to stop access to a girl,  
the leader should ask the parent/caregiver for a  
written statement.

• If a parent/caregiver confides that there is a court order re 
access to a girl, the leader should request a lawyer’s letter 
to that effect.

• Every attempt should be made to comply with the parent/
caregiver’s requests re access to the girl.

Policy on Custody of and Access to Girls
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• If a non-custodial adult wants to speak with or remove a girl, 
contrary to

• the custodial parent/caregiver’s express request or 
written statement, or

• a lawyer’s letter or other similar evidence, such as a 
copy of a court order, 

access should be refused without a letter or phone call 
giving consent from the custodial parent/caregiver. 

• If you need help with an insistent adult, call the parent/
caregiver or as a last resort, if confrontation is unavoidable 
or violence is experienced, call the police. If telephone 
contact is impossible, it may be possible for a leader to drive 
the girl home.

• Leaders should not allow girls to be transported home by 
other adults without the knowledge and consent of the girls’ 
parent/caregivers.

Conclusion As leaders of young people, it is our responsibility to act in a 
reasonable way and to the best of our ability, to protect their rights 
and safety.

Date of policy 1998

Last reviewed February 2011



Rationale Complaints against GirlGuiding New Zealand leaders should be 
dealt with as soon as practicable in a manner that is fair to all 
parties and leads to a satisfactory conclusion.

Purposes • To ensure that the complaint is addressed.
• To give the complainant and the leader the opportunity to be 

heard without prejudice.
• To ensure a standard procedure is followed.

Guidelines • All complaints must be dealt with, in the first instance, by the 
district co-ordinator (or other relevant co-ordinator). 

• The procedures outlined on the flow chart overleaf should be 
followed to ensure all parties are given a fair hearing.

• Co-ordinator/s must be non-judgemental while investigating 
the justification of the complaint.

• Complainant/s and leader must each be given the 
opportunity to invite an independent person to be present 
should a meeting take place.

• The complaint must be kept confidential.
• A written record of all ongoing discussions and actions must 

be kept.

Conclusion GirlGuiding New Zealand has a responsibility to ensure that all 
complaints against leaders are resolved in a manner that is in 
accordance with its aims and objectives.

Date of policy 2006

Last reviewed February 2011
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Procedure to be followed when dealing with 
complaints against Leaders

1. Co-ordinator receives  
 complaint.

2. Discusses fully with 
 complainant (note details) and  
 establishes whether the  
 complaint is justified. 

3. Provides explanation to  
 complainant. 

4. Matter resolved. Regional  
 co-ordinator arranges  
 meeting/s with the 
 complainant and leader (and  
 an independent person each  
 if requested). Regional  
 co-ordinator gives her  
 decision which is final. 

Co-ordinator meets with the leader 
to discuss the complaint. If the 
leader has not kept to a policy in A 
Guide to Guiding in New Zealand 
(eg endangered the safety of girls) 
the co-ordinator may require the 
leader to have a period of leave of 
absence and undergo counselling 
or further training as in A Guide to 
Guiding in New Zealand.

Matter unresolved. 
Co-ordinator informs regional  
co-ordinator. Arranges a meeting  
with all parties (and an 
independent person each 
if requested). Co-ordinator 
facilitates.

Matter resolved

Matter resolved

Matter resolved

Matter resolved
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Rationale Guiding is about girls; helping them to achieve their potential and 
to become effective citizens. It is important that GirlGuiding NZ has 
sufficient income to provide a high quality experience to all girls 
and procedures should be put in place to ensure that payment is 
received for goods and services provided to enable this objective to 
be achieved. 

Purposes To provide districts, regions and property committees of GirlGuiding 
New Zealand with guidance around the management of debt 
including invoicing procedures and assistance with debt collection 
for overdue debts. 

Guidelines • Districts should have procedures in place to ensure that  
all families are invoiced for any monies owing at least on an 
annual basis (e.g. membership fees, biscuits, event  
fees etc). 

• Districts and regions should have procedures in place 
to allow families to pay any money owed in installments 
throughout the calendar year. 

• Districts and regions should make reasonable efforts to 
assist in obtaining grants for girls in hardship situations to 
enable participation in Guiding. 

• Girls should not be excluded from Guiding opportunities 
solely on the existence of outstanding debt. 

• Internal debts (for example between districts, regions, 
properties and the national organisation) will not be referred 
to a debt collection agency but will be agreed via the internal 
collection procedures set out below. 

• External debts (for example between GirlGuiding NZ and 
adult members or GirlGuiding NZ and girl members / families 
or GirlGuiding NZ and other debtors) may be referred to an 
external debt collection agency once all practicable steps 
have been taken to attempt to obtain payment directly from 
the individual or company involved. 

• Unless recovery of debt collection costs are specifically 
mentioned at the time of invoicing, any external debt 
collection costs will be deducted from the recovered amount 
and the net amount will be applied to the relevant district, 
regional or national account.

Guidelines for 
the collection of 
internal debts

• Invoices must be issued for all internal charges. 
• A letter or statement should be sent advising the outstanding 

amount when it becomes overdue. 
• A follow up letter should be sent when the amount 

outstanding is one month overdue. 

Policy on Debt Management
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• After two months the overdue amount should be escalated 
to the next relevant individual in the organisation. For 
example district debt should be raised with the regional 
co-ordinator. This individual should be asked to assist with 
obtaining payment either immediately or via a payment 
arrangement. 

• Where there is an internal debt for which the parties cannot 
agree a payment arrangement, this debt will in the first 
instance be referred to the National Audit and Finance 
Committee for a negotiated solution

• If the National Audit and Finance Committee is unable to 
achieve a negotiated settlement, the matter will be referred 
to the National Board who will issue a final binding decision.

Guidelines for the collection of external debts
Invoicing • Invoices must be issued for all debts over the value of 

$50.00. Standard templates (available from the GirlGuiding 
NZ New Zealand website) should be used for invoicing. 

• Where invoices relate to a girl’s involvement in GirlGuiding, 
the invoice should be addressed to the girl’s parent(s) / 
guardian rather than to the girl herself, as she has no ability 
to contract for services. 

• To be entitled to recover ‘additional costs’ (e.g. debt 
collection costs, legal fees etc) from a debtors we  
must ensure we adequately comply with the rules of the  
Fair Trading Act, by having in place one of the three  
options below: 

• Display a large notice in your office informing 
customers that they will be liable for collection fees, 
late payment fees, administration fees, etc if they do 
not pay for your goods/services by the agreed date. 

• Provide customers with a written explanation of  
your ‘terms of trade’ before they receive the goods  
or service from the client. It should clearly explain 
that the customer will be liable for collection fees,  
late payment fees etc if they don’t pay within the 
specified time. 

• Have customers endorse cheques agreeing to  
be liable for collection costs should the cheque  
be dishonoured. 

• A statement on an account, invoice, or letter sent after the 
service or goods have been provided to the debtor will not 
enable GirlGuiding NZ to demand extra costs. 

• Invoices should state they will become liable for collection 
agency costs if accounts are not paid. For example “At the 
time any goods or services are exchanged you will become 
responsible for collection agency costs on accounts not paid.



After debt 
becomes 
overdue: 

• An assessment should be made on the appropriateness 
of taking follow up action, given any special financial 
circumstances that may apply. 

• A check should be made to ensure that a letter or statement 
has been sent to the debtor advising the outstanding 
amount. Standard templates (available from the GGNZ 
website) should be used. 

• Once the debt has been overdue for one month, a further 
follow up letter should be sent. This should state that debt 
collection proceedings will begin if the debt is not repaid in 
full within 14 days. Standard templates (available from the 
GGNZ website) should be used. 

• It should be remembered that the sooner the debt is referred 
for collection the greater is the chance of recovery. 

• If a payment plan is agreed between the parties, it should be 
for a period of no longer than three months. 

• After the debt has been overdue for two months or if  
there is a failure to meet the repayment arrangement, the 
debt collection form (available from the GGNZ website) 
should be completed and sent to the finance team in the 
National Office. 

• The finance team at the National Office will lodge this 
information with a debt collection agency and manage  
the follow up process. The region/district/ property 
committee will be notified on receipt of any money  
recovered by the agency. 

• The accountant in the finance team at the National Office 
should be notified if any monies are received directly or any 
information updated.

Conclusion GirlGuiding New Zealand has a responsibility to ensure payment 
for goods and services provided is received in a timely and 
professional manner.

Date of policy February 2010

Last reviewed February 2011
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Rationale GirlGuiding New Zealand members need to be aware of processes 
required for committing the organisation to any expenditure or 
contractual obligation.

Purpose To outline the requirements for committing GirlGuiding New Zealand 
to expenditure or authorising/signing contracts for whatever reason. 

Guidelines • In the first instance, approval in principle is granted by the 
National Board when it approves the annual capital and 
expenditure budgets. 

• The delegations of authority approved by the National Board 
are contained in schedule “A” which is reviewed annually 
and can be found on the GirlGuiding New Zealand website 
under Financial Policies.

• The expenditure levels are GST inclusive 
• Staff and volunteers not referred to in schedule “A” 

cannot commit GirlGuiding New Zealand to any contract, 
expenditure, commitment or liability, unless such permission 
is expressly provided by the National Board in writing. 

• The National Board may give special event committees 
delegated levels of authority in relation to the particular 
event. All expenditure must be in line with agreed budgets 
for the event. Any unbudgeted event expenditure must be 
approved by the Chief Executive prior to the expenditure 
being committed. 

• When determining the amount for authorisation purposes, 
consideration must be given to the total cost and not merely 
the amounts likely to be invoiced on a monthly basis. 

• Where further expenditure is required in relation to an 
already approved commitment or contract, any additional 
expenditure must be approved by the staff member/
volunteer with the delegated authority for the full spend and 
not for just the additional amount. 

• The National Board will approve annually the sub-delegation 
for the Chief Executive. The Chief Executive will advise the 
National President prior to any planned absence who that 
delegate will be. 

• Where a delegate other than the Chief Executive is required 
for a temporary period to transfer their delegated authority 
to another delegate they may only transfer that authority 
to someone with an equal or higher level of approved 
delegation. Any sub delegation of authority must be 
approved by the National Board. 

• Notwithstanding any authority described in this policy, 
all expenditure must be in line with agreed budgets 
and forecasts. 

Policy on the Delegation of Authority



Conclusion All members of GirlGuiding New Zealand must understand the 
delegation of authority for committing the organisation to any 
expenditure or contractual obligation.

Date of policy June 2008

Last reviewed March 2010
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Rationale All employees and volunteers of GirlGuiding New Zealand  
should know what their responsibilities and rights are in the area  
of equal opportunity. 

Purposes To actively ensure there is no discrimination on the grounds of race, 
colour, gender, sexual orientation, ethnic or national origin, marital 
status, disability or religion. 

Guidelines • Whilst supporting the principles of equal opportunities in 
employment, training and promotion for both volunteers 
and employees, in many instances it will be necessary for 
GirlGuiding New Zealand to consider gender in accordance 
with its mission.

• The selection and employment of staff is made solely on an 
impartial assessment of their ability to achieve the excellent 
performance standards needed to attain GirlGuiding New 
Zealand goals.

• The personal development of volunteers and staff is 
achieved by giving opportunities and training to enable the 
individual's achievement of full potential in accordance with 
GirlGuiding New Zealand goals.

• Remuneration should appropriately reward the level of 
authority, responsibility, accountability, technical competence 
and achievement of the position and person.

• Every employee and volunteer shall enjoy an environment 
free of harassment.

• GirlGuiding New Zealand recognises the aims and 
aspirations of Māori and endeavours to contribute to the 
spirit of the partnership embodied in the Treaty of Waitangi.

Conclusion GirlGuiding New Zealand has a responsibility to ensure that all 
employees and volunteers are treated equally within the focus of  
its mission.

Date of policy 1999

Last reviewed February 2011
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Rationale GirlGuiding New Zealand members need to be aware of their 
responsibilities and appropriate processes when first aid is required 
at a Guiding activity.

Purposes • To ensure that all members receive immediate first aid 
treatment in the event of an incident/accident.

• To ensure that members are aware of others who may 
require aid for recognised medical conditions eg, asthma, 
bee stings, etc.

Guidelines • A first aid kit, suitable for the activity involved, must be on 
hand at all times.

• First aid, where possible, should be administered by a 
qualified first aider.

• Gloves should be used when dealing with body fluids.
• All soiled first aid materials must be placed in a plastic bag 

and disposed of in the correct manner.
• Any incident/accident sustained during GirlGuiding New 

Zealand activities and requiring medical intervention must be 
recorded on a GirlGuiding New Zealand Incident/Accident 
form. This form is available from the district co-ordinator, 
regional administrator or from staff at the National Office and 
must be returned to the National Office upon completion.

• Leaders must have information about ongoing medical 
conditions of participants. They must also comply with 
the requirements of the Privacy Act ensuring that any 
information on medical conditions is kept secure and not 
shared with anyone other than the leaders in charge of the 
activity or the first-aider.

• Any area designated for first aid must be kept clean  
and tidy at all times. Sterile equipment should be used 
where possible.

• If, in the opinion of the first aider, an incident/accident is 
serious, the parent/caregiver/next-of-kin or their nominee 
shall be contacted immediately. This requirement should not 
delay leaders seeking medical treatment for the girl/adult.

Conclusion GirlGuiding New Zealand is responsible for the health and safety of 
its members at Guiding activities. To ensure this, the procedures in 
the current authorised manuals of St John (New Zealand) and the 
New Zealand Red Cross Society should be followed at all times.

Date of policy 1996

Last reviewed February 2011
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Rationale There is a statement of general policy in A Guide to Guiding in New 
Zealand but in addition, members (including support teams) need 
to know the boundaries within which fundraising projects can take 
place. Units/districts are encouraged to undertake various forms of 
fundraising to help make special projects affordable to all girls and 
leaders. Girls are encouraged to raise funds to help themselves 
attend GirlGuiding New Zealand regional, national or international 
events/activities.

Purposes • To recognise the need of units/regions to  
undertake fundraising.

• To give advice on suitable projects.
• To give protection to GirlGuiding New Zealand members.

Guidelines • Members must be familiar with the general policy stated in A 
Guide to Guiding in New Zealand. (See Chapter 6a)

• Members may use any fun, imaginative or innovative means 
of fundraising so long as it does not conflict with the beliefs 
and image of GirlGuiding New Zealand, and is in line with 
the general policy stated in A Guide to Guiding in New 
Zealand. See Chapter 6a)

• Co-ordinators only, with the consent of the regional co-
ordinator, are encouraged to make applications in the name 
of GirlGuiding New Zealand to government or local council 
funding schemes such as Lottery Youth, etc. 

• Co-ordinators only, with the consent of the regional co-
ordinator, may make applications in the name of GirlGuiding 
New Zealand to local trusts. However, no approaches can 
be made to those that support the national organisation. 
(Regional co-ordinators should consult with the Chief 
Executive if in doubt.) 

• Approaches may be made to local service organisations 
such as Rotary, Lions, Jaycees, Zonta etc, especially for 
assistance for individual members.

• If seeking sponsorship, members must ensure that  
the products and/or emphasis of the business or  
company do not conflict with the principles of Guiding nor 
national initiatives.

• Co-ordinators may apply for funds from any local community 
trust that operates gaming machines. 

• From time to time, the National Office may, via the Chief 
Executive, offer items for sale (other than biscuits) as 
fundraising projects. It is the choice of local units/districts/
district support teams whether these opportunities are taken 
up.

• Uniformed members (girls and leaders) must not be involved 
in the organising and/or selling of raffle tickets, or any other 
method likely to encourage girls in the practice of gambling. 

Policy on Fundraising
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• Parents and/or support team members may organise raffles, 
provided the total prize value is under $500, and the total 
prize value is at least 20% of the maximum potential ticket 
income. Legal requirements should be checked first, by 
contacting the local Link Centre. Leaders and girl members 
must not be involved in any way. Raffles with a total prize 
value of over $500 are not permitted.

• Members may respond to requests for assistance with street 
door-to-door collections or selling for other organisations 
but must not wear uniform while doing so. They may wear 
an identification badge, eg GirlGuiding badge, however, 
approval should be sought via the Chief Executive.

• Members wishing to set up street stalls must obtain 
permission from the local council.

• Sales of Guide biscuits should be undertaken in uniform.
• If a girl wishes to raise funds for herself or another 

GirlGuiding New Zealand member to attend a GirlGuiding 
New Zealand regional, national or international event/
activity, she may wear uniform provided she has the consent 
of her district co-ordinator.

• The design of any item, produced for sale, which has a 
GirlGuiding New Zealand trademark (eg logo, trefoil, etc) 
must be sent to the National Office for approval. This is to 
ensure the quality of the item is in line with national policy.

Conclusion As stated in A Guide to Guiding in New Zealand, members are 
encouraged to earn or apply for funds to carry out special projects 
or events. GirlGuiding New Zealand favours the involvement of 
non-uniformed members in the organisation of fundraising. The 
co-ordinator, who is also chairperson of the district support team, 
should determine the overall financial needs of the district. When 
planning fundraising projects where girls are involved, the safety 
policies outlined in A Guide to Guiding in New Zealand should 
be applied.

Date of policy 2002

Last reviewed February 2011
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Rationale Any member of GirlGuiding New Zealand should know what their 
responsibilities and rights are, if asked to give evidence in court on 
any matter related to their voluntary position in the Association.

Purposes • To protect the rights of the members of GirlGuiding  
New Zealand.

• To give advice to members on suitable procedures.
• To give protection to GirlGuiding New Zealand.

Guidelines • Members should not take sides in any dispute involving 
other members or parents.

• If a member is a witness, in a Guiding setting, to any event 
which may lead to court procedures, they should inform their 
regional co-ordinator. 

• Members may not voluntarily give court evidence in the 
context of being a GirlGuiding New Zealand member. They 
may not wear GirlGuiding New Zealand uniform in court. 
NB The only exception to this would be if they were 
requested to do so by the National President.

• If requested by the police or a member of the public 
or another GirlGuiding New Zealand member to give 
evidence as a GirlGuiding New Zealand member or on a 
GirlGuiding New Zealand matter, a member should ask to be 
summonsed to appear as a witness.

• In cases as above, the leader must inform the regional  
co-ordinator who must in turn inform the National President 
or the Chief Executive.

• As a courtesy, the regional co-ordinator should inform the 
appropriate district co-ordinator without disclosing  
full details.

• Any such matters should be kept confidential and no local 
official GirlGuiding New Zealand records should be kept 
except for the procedures referred to in A Guide to Guiding 
in New Zealand. This confidentiality is especially important 
if the names of the defendant or witnesses or the facts have 
been suppressed by the court.

Conclusion GirlGuiding New Zealand is a voluntary organisation and, as 
such, its members should not enter into any legal proceedings as 
GirlGuiding New Zealand members nor any proceedings on behalf 
of the Association unless agreed to by the National President and 
GirlGuiding New Zealand's legal advisers.
 
Advice:  Information pamphlets are available from the courts or 
any Youth Aid Officer.

Date of policy 2004

Last reviewed February 2011
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Rationale Health and Safety is of paramount importance in the planning and 
participation of every activity (both indoors and outdoors).

Purposes • To ensure the health and safety of all people involved with 
activities of GirlGuiding New Zealand.

• To manage the element of risk in all activities.
• To ensure leaders are adequately trained in health and 

safety issues.
• To ensure all members understand their obligations.

Guidelines • Health and safety must be considered at the planning 
stage of all activities.  All possible risks should therefore be 
identified and managed effectively.

• Leaders must use suitably qualified personnel for all 
activities, especially those in the outdoors.

• Every member is required to observe all safety rules, laws 
and regulations, particularly those found in A Guide to 
Guiding in New Zealand, in order to maintain a safe and 
healthy environment.

• The procedures in the New Zealand Mountain Safety 
Council’s manual Managing Risks in the Outdoors, should 
be followed during all outdoor activities.

• GirlGuiding New Zealand leaders will ensure compliance 
with all statutory provisions/requirements and regulations, 
appropriate to the activity eg the wearing of cycle helmets.

• Appropriate instruction must be given to all participants prior 
to all activities.

• Any accidents sustained during GirlGuiding New Zealand 
activities and requiring medical intervention must be 
recorded on a GirlGuiding New Zealand Incident/Accident 
form.  This form is available from the regional administrator 
and must be returned to her upon completion.

Conclusion GirlGuiding New Zealand is responsible for the safety and health 
of its members during all activities.  Leaders must act with all 
reasonable care so that health and safety is paramount and to 
ensure that the good safety record of GirlGuiding New Zealand  
is maintained.

Date of policy 2005

Last reviewed February 2011

Policy on Health and Safety for All Activities 
Involving Girls and Volunteers



184

Rationale Guiding gives girls and women the opportunity to take part in a  
wide range of activities and try new skills under friendly and 
competent instruction and supervision. For activities to contain 
an element of challenge, there also is an element of risk. Risk 
management systems can reduce the risk, but incidents and 
accidents can still happen.

Members must know what to do in an emergency and how to 
report incidents and accidents so that they can be learnt from and 
wherever possible, prevented in the future.

Purposes • To provide guidance about what to do in an emergency
• To outline the process for reporting and follow up
• To learn from and prevent future incidents and accidents
• To protect the reputation and excellent safety record of 

GirlGuiding New Zealand and its members.

Guidelines
Immediate 
reaction to 
serious life 
threatening 
incidents and 
accidents

• Try not to panic: keep calm.
• Ensure everyone is safe and try to stabilise the situation.
• Call 111 for emergency services and medical help.
• Administer first aid until help arrives.
• Immediately contact the injured or ill person’s parent/

caregiver or emergency contact.
• Contact your co-ordinator who in turn notifies the regional 

co-ordinator. The regional co-ordinator contacts the 
GirlGuiding New Zealand Chief Executive (CE) or the 
National President who will provide guidance.

• Do not talk to the media. This will be dealt with by CE or 
National President (Refer to the Policy on PR Reaction to  
a Disaster).

• Record details, times and events.
• Ensure a female leader/staff member or the girl’s parent/

caregiver stays with the injured person, accompanies them 
to hospital and is contactable by phone.

• Decide what further action is needed with the help of your 
co-ordinator. This may include:

• providing support to those involved
• contacting parents, other leaders, landowners
• continuing or cancelling the event/activity.

• Keep copies of any written information, including letters, 
forms or reports

Policy on Incident and Accident Reporting 
and Process
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Follow up of all 
incidents and 
accidents:

• Any incident or accident sustained during GirlGuiding New 
Zealand activities requiring medical intervention must be 
recorded on a GirlGuiding New Zealand Incident or Accident 
Notification form and submitted to the National Office within 
seven days of the incident or accident. This includes leader 
trainings and events.

• The leader-in-charge must also notify their co-ordinator 
within twenty four hours to inform them of the incident  
or accident.

• Forms are sighted by the Chief Executive and handed to 
the appropriate manager for review and follow up. A copy is 
sent to the applicable district and regional co-ordinator and 
zone manager for any further comment and to inform them. 
Any recommended preventive actions are put into place and 
communicated to members.

• Information is entered on the Incident and Accident 
Database and original forms and attachments are filed in the 
Chief Executive’s office.

• Every June and December, the Incident and Accident 
Database is reviewed by the senior management team for 
any trends and any necessary changes made to policies  
and procedures.

Conclusion GirlGuiding New Zealand is responsible for the safety and  
health of its members during all activities. An open culture of 
reporting incidents and accidents is essential so those involved  
can be supported and any changes made to avoid a recurrence in 
the future.

Date of policy 2009

Last reviewed February 2011
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Rationale GirlGuiding New Zealand members need to be aware of the need 
for support and help while working with girls and young women who 
are pregnant. This includes enabling them to continue as normally 
as possible with their Guiding life.

Purposes • To give ongoing support to adolescent members who  
are pregnant.

• To give guidelines for adult members of GirlGuiding New 
Zealand to act appropriately should a girl member disclose 
that she is pregnant. 

Guidelines • The role of a leader is to be supportive of the girl so that she 
can continue in Guiding if she wishes.

• At all times she should be treated with sensitivity and not  
be pressured in any way by adult members of GirlGuiding 
New Zealand.

• If disclosure happens – encourage the girl to talk to her 
partner, parents/caregivers, a school counsellor and/or the 
Family Planning Association. This must be kept confidential 
unless she asks you to do otherwise. 

• Adult members of GirlGuiding New Zealand should support 
the girl member to the fullest extent to enable her to continue 
Guiding if she chooses.

• If she wishes to attend camps and trainings, including 
Queens Guide Residentials, she is to be encouraged and 
supported. If the child has been born, this may involve 
ensuring adequate facilities for the girl and her child, and if 
necessary, a buddy to assist with childcare to ensure the girl 
gets the most out of the event.

Conclusion GirlGuiding NZ supports and values its members. Adolescent 
pregnancy needs to be dealt with in a sensitive manner to ensure 
the girl feels supported in any disclosure she may make to a leader, 
and any decisions she may make regarding the pregnancy. At all 
times the confidentiality of the girl must be respected.

Date of policy October 2003

Last reviewed February 2011
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Rationale GirlGuiding New Zealand must accept responsibility for the use and 
consumption of liquor within the Association.

Purposes • To provide general guidelines for the consumption of liquor 
by members.

• To keep within the legislation affecting the sale, supply and 
use of liquor (according to the Sale of Liquor Act).

Guidelines • GirlGuiding New Zealand discourages the consumption of 
liquor at all gatherings held for girl members.

• Mature and responsible attitudes should be displayed by 
those wishing to consume liquor. Moderation and common 
sense must prevail at all times. Issues relating to behaviour, 
impaired judgement, the safety of others and ability to act 
correctly in an emergency should be matters of paramount 
concern when liquor is consumed.

• No member under the age of 18 years may consume liquor 
while representing GirlGuiding New Zealand in any capacity.

• No member under the age of 18 years may serve liquor at 
any GirlGuiding New Zealand occasion.

• If liquor is served at a GirlGuiding New Zealand occasion, 
non-alcoholic drinks must be available so that every person 
has a choice.

Conclusion GirlGuiding New Zealand expects its members to comply with New 
Zealand law in this matter.

Date of policy 2006

Last reviewed February 2011

Policy on Liquor Consumption
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Rationale Members need to know the approved procedures if approached to 
make statements, provide media information, or comment on an 
incident, accident or disaster involving a GirlGuiding New Zealand 
member.

Purposes • To protect the rights of the members.
• To give advice to leaders on suitable procedures.
• To ensure accurate information is provided to the media 

to portray an appropriate Guiding image for the targeted 
audience.

• To provide guidelines for media statements.
• To ensure GirlGuiding New Zealand is able to communicate 

quickly and appropriately in the event of an incident, 
accident or disaster which could attract media attention.

• To maintain the good name and excellent safety record of 
GirlGuiding New Zealand and its members.

Guidelines 
for making 
statements on 
policy

• Policy is defined as statements on the structure, current 
or future direction, rules and regulations or policies of 
GirlGuiding New Zealand.

• With the exception of the National President, statements 
of policy may be made to the media (press, radio and 
television) only by those with express prior permission of the 
Chief Executive or the Marketing and Advocacy Manager at 
the National Office.

• If a member has approval for an interview or statement, 
they should ensure that they are well briefed and that their 
statements are accurate and carefully worded.

Guidelines 
for making 
statements on 
local matters

If a member wishes to initiate a statement to the media or is 
approached to make a statement by the media, they should follow 
this procedure.

• The aim of GirlGuiding New Zealand is to create a greater 
awareness of the benefits of Guiding by establishing and 
maintaining mutual understanding and goodwill between 
GirlGuiding New Zealand and its public – members, potential 
members, families and the general public.  

• No member may represent GirlGuiding New Zealand 
in television filming or advertising without the express 
permission of the Chief Executive at the National Office. 

• When a member is making a statement on local Guiding 
matters, they should ensure that they are well briefed and 
that their statements are accurate and carefully worded. 

Policy on Making Media Statements



• If a member is approached by the media to give information 
or a statement on local Guiding matters, they should discuss 
this with their district or regional co-ordinator.  If the request 
for information is in relation to an incident, accident or 
disaster, members should refer to the Guidelines for those 
as listed in this policy.

• Written permission must be obtained from a parent or 
caregiver before a girl is filmed, photographed, interviewed 
or images of the girl are given to the media.

• A member contacted by the media should not feel obliged 
to make an immediate comment.  They may wish to seek 
advice or check their facts before returning the call.

• If a member of the media arrives uninvited at a unit meeting 
or gathering/event that is not being held in a public area 
the leader/co-ordinator should not feel obligated to make 
comment or allow the media access.  While it is important 
to be polite, the leader/co-ordinator is entitled to remind 
the media that parental permission has not been obtained 
to film, photograph or interview any girls.  (eg "GirlGuiding 
New Zealand policy requires parental consent before girls 
are interviewed or filmed by the media.  This is for the girls’ 
safety and privacy.  In some instances identification of a 
child through the media can compromise their individual 
circumstances.  If you leave your contact details we will 
arrange for someone from GirlGuiding New Zealand to 
contact you regarding making a statement or a more suitable 
time to film")

Guidelines - 
reaction to an 
incident, accident 
or disaster

All incidents, accidents or disasters (events) have a potential public 
relations/media element.  As GirlGuiding New Zealand is in the 
public eye, the public will form opinions about the organisation 
based on how such an event is managed. 

When lives have been endangered or lost, the role of 
GirlGuiding New Zealand is to ensure that:

• GirlGuiding New Zealand’s response is professional, caring 
and concerned  

• anger, a natural part of the grieving process, is not directed 
unfairly towards GirlGuiding New Zealand

• GirlGuiding New Zealand is seen to be actively practising 
risk management, and constantly assessing its procedures.

In the event of serious injury, incident, missing persons or loss of 
life, unit leaders and district co-ordinators should not comment to 
the media, but should take the following steps: 

• As soon as possible, inform a co-ordinator, who should in 
turn inform the regional co-ordinator.

• Direct all media to the regional co-ordinator (eg I am not able 
or authorised to make a comment on behalf of GirlGuiding 
New Zealand.  All media enquiries should be directed to…).

• If you are unable to inform a co-ordinator, or regional  
co-ordinator then you should attempt to contact the Chief 
Executive, the National President or the Marketing and 
Advocacy Manager.
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Regional co-ordinators:
• A regional co-ordinator must not make a media statement 

without liaising with the Chief Executive or National 
President.  No other members are allowed to make any 
statements on behalf of GirlGuiding New Zealand.  The 
regional co-ordinator must attempt to contact the regional 
co-ordinator(s) for both the area in which the event occurred 
and the area from which the member(s) belongs.  It is the 
responsibility of the relevant regional co-ordinators to work 
with staff at the National Office to ensure that there is a  
co-ordinated response to any media enquiries.

When making a statement to the media:-
• Express concern for the families and give every 

consideration and assistance to the families.
• Express grief, shock, horror, but make this secondary to the 

grief of the families concerned.
• Do not admit liability, but do express a public intention of co-

operating fully with enquiries (eg "We are just as anxious as 
the public to know exactly how this happened; perhaps even 
more so.  We have to consider the continuing safety of the 
many girls in our care.")

• Do not speculate as to what happened or who may be at 
fault (eg say, "I can not comment on that.  We will have to 
wait until the enquiry.")

• Explain that after the enquiry a national GirlGuiding New 
Zealand spokesperson will speak publicly about how 
GirlGuiding New Zealand plans to implement change to 
reduce the possibility of such a tragedy occurring again.

• Do not join any condemnation of people or organisations.  
Focus on the future, and on the needs of those suffering 
because of the incident.

Conclusion All members are expected to promote a positive image of Guiding 
and be aware of the appropriate GirlGuiding New Zealand public 
relations procedures.

Date of policy March 2007

Last reviewed February 2011
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Rationale To ensure the safety of girls, GirlGuiding New Zealand condemns 
the misuse of drugs, solvents and inhalants.

Purposes • To provide a secure environment free from the misuse of 
drugs, solvents and inhalants.

• To make members aware that the misuse of drugs and 
certain substances is illegal.

• To raise awareness among members of the dangers of the 
misuse of drugs, solvents inhalants and party or herbal pills 
or products.

Guidelines • GirlGuiding New Zealand adopts a zero tolerance approach 
to the 

• use of prohibited drugs
• inappropriate use of prescription and over-the-

counter medicines
• inappropriate use of solvents or inhalants
• inappropriate use of party or herbal pills/products

by any GirlGuiding New Zealand member or person working 
with GirlGuiding New Zealand members.

• GirlGuiding New Zealand prohibits the possession, sale, 
supply/exchange or negotiation in relation to any of the 
above, when representing GirlGuiding New Zealand in  
any capacity.

• GirlGuiding New Zealand condemns the use of performance 
enhancing drugs and doping practices in sport and outdoor 
activities as contrary to the ethics of sport and leisure. It  
fully supports the initiatives of SPARC and other agencies  
to deter the use of performance enhancing drugs and  
doping practices.

• GirlGuiding New Zealand includes information on drug 
issues and healthy life-style choices in its programmes.

• Any matters considered to be a breach of this policy by 
any member should be reported in the first instance to the 
regional co-ordinator (refer to sections on Girl and Adult 
Suspensions in A Guide to Guiding in New Zealand). 
The procedures outlined on dealing with complaints  
against leaders must be used for both girl and adult 
members and should be followed, to ensure all parties  
are given a fair hearing.

• The co-ordinator is responsible for the decision on 
appropriate action and any necessary discipline.

• Further actions must be left to the professional agencies. 

Conclusion GirlGuiding New Zealand expects its members to comply with the 
above policy and the New Zealand law in this matter. 

Date of policy March 2006

Last reviewed February 2011

Policy on Misuse of Drugs, Solvents and Inhalants
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Rationale In undertaking its activities GirlGuiding New Zealand makes use of 
land and buildings as meeting places, camp sites, training facilities, 
accommodation and for administration purposes. The properties 
used may be owned, leased or otherwise occupied. 

GirlGuiding New Zealand property interests should be managed 
in such a way as to meet GirlGuiding New Zealand activity needs, 
whilst recognising the financial implications of having an interest  
in property.

Purposes • To clarify responsibilities regarding the ownership, 
management and use of Guiding properties

• To standardise processes in the management of property. 

Guidelines • Guiding is about girls, helping them to achieve their potential 
and to become effective citizens. The purpose of GirlGuiding 
New Zealand having an interest in property is to fulfil the 
mission of GirlGuiding New Zealand. 

• Decisions regarding the acquisition, retention, disposition 
or occupation by a lease or rental arrangement must be 
made to achieve GirlGuiding New Zealand’s mission. Such 
decisions must take full account of the financial implications 
– both short and long term - and must be approved by the 
National Board.

• Property assets are held in the name of The Girl Guides 
Association New Zealand Incorporated. Should a region/
district wish to dispose of any land or buildings, permission 
must be obtained from the National Board. The National 
Board will decide, following consultation with the region/
district, what will happen to the proceeds from the sale or 
disposition of any property.

• Any property which GirlGuiding New Zealand occupies, 
owns or controls must be managed in a way to ensure:

• the safety and wellbeing of occupants and visitors is 
protected and maintained

• property and associated assets are  
comprehensively insured

• property and associated buildings, systems and 
equipment are properly maintained and meet all 
statutory compliance requirements

• all properties are managed on a fully self  
funding basis

• regional properties are managed to provide an 
appropriate return on funds invested as agreed 
between the property team and the Audit and 
Finance Committee on an annual basis. 

Policy on Property Management
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• GirlGuiding New Zealand Property Rules (July 2010)  
must be followed. They set out the responsibilities,  
rules and procedures concerning the acquisition, use, 
insurance, maintenance, alteration and disposal of any 
GirlGuiding New Zealand property and the appointment of 
Property Committees.

Conclusion All members should understand the requirements and  
financial implications for managing GirlGuiding New Zealand 
property interests. 

Date of policy July 2010

Last reviewed February 2011
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Rationale The general community has accepted more responsibility 
concerning the sale and smoking of cigarettes. Therefore, 
GirlGuiding New Zealand must accept responsibility regarding 
smoking and reinforce a healthy lifestyle.

Purposes • To provide general guidelines on smoking by members.
• To keep within the legislation governing smoking.

Guidelines • GirlGuiding New Zealand discourages smoking by its 
members at all times.

• No smoking is permitted in front of girl members.
• Smoking at Guiding events or on GirlGuiding New Zealand 

property must take place only in a designated area.
• No girl member under the legal age may smoke.
• Cigarettes must not be sold at Guiding events.

Conclusion GirlGuiding New Zealand expects its members to comply with New 
Zealand laws in this matter.

Date of policy 1996

Last reviewed February 2011
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Rationale While working with girls and young women we have a responsibility 
to ensure their safety. This includes being able, to the best of 
our ability, to recognise and manage those at risk of suicide until 
professional assistance can be obtained.

Purposes • To give girl members a sense of support and recognition that 
they and their lives are valued and respected by GirlGuiding 
New Zealand.

• To give guidelines for adult members of GirlGuiding New 
Zealand to recognise, manage and act appropriately  
should a girl member appear to be at risk of or indicate 
suicidal ideas.

• To outline how affirmative action can be taken should a 
girl member threaten or attempt suicide while involved in 
GirlGuiding New Zealand activities.

Guidelines
Prevention • Interesting and balanced unit programmes allow girl 

members to develop a healthy self esteem while extending 
their abilities.

• As part of risk management training, leaders should gain 
an understanding of suicide risk and develop strategies to 
ensure that a safe emotional environment exists.

• Where good adult/girl relationships exist and where positive 
behaviour of unit members is reinforced, a safe emotional 
environment will be established.

• Leaders should make themselves aware of the suicide 
prevention material offered by GirlGuiding New Zealand.

Recognition of 
suicide risk

• By becoming familiar with the suicide prevention material 
offered by GirlGuiding New Zealand, leaders will be better 
prepared to recognise key factors in determining suicide risk.

• A combination of the following key warning signs should give 
rise to concern:

• depression, anxiety, or unusual aggression or 
tearfulness

• loss of interest in normally enjoyed activities
• sudden and/or extreme changes in eating patterns, 

with weight loss or gain
• withdrawal from friends and family
• recent life changes, such as a parents’ breakup, 

moving house, examinations
• recent loss of a friend or relative, particularly if  

by suicide
• increased use of drugs or alcohol
• lingering feelings of worthlessness or failure

Policy on Suicide Prevention
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• giving away prized possessions
• previous suicide attempt any statement about 

attempting to commit suicide.
• The more signs present, the higher the risk. Any statement 

of intent must be taken seriously and acted upon.

Management of 
suicide risk

• Administer first aid, contact medical or rescue help and/or 
the police services as necessary.

• Advise the girl’s parents/caregivers of the situation and what 
assistance has been sought.

• Reassure and support other members who may have 
witnessed the attempt and/or who are affected by it. Do not 
go into unnecessary details of what occurred. If other girls 
are significantly distressed, contact their parents/caregivers 
for support.

• As soon as practicable, contact the regional co-ordinator 
and inform her of the suicide attempt.

• The co-ordinator should assist the leader to get  
support for herself, if required (eg Victim Support, Lifeline  
or Samaritans).

Conclusion GirlGuiding New Zealand supports and values the lives of its 
members. All steps possible will be taken to ensure that suicide risk, 
threat or attempt will be taken seriously, and dealt with immediately 
by adult members of the organisation.

Note: In the event of a completed suicide refer to GirlGuiding New 
Zealand Policy PR Reaction to a Disaster.

Date of policy 1999

Last reviewed February 2011



Rationale Leaders and other adult members often transport young people 
taking part in GirlGuiding New Zealand activities and it is important 
that all reasonable safety procedures are observed.

Purposes • To protect the personal safety of young people in their care.
• To protect the adult transport providers.
• To give advice to leaders on suitable procedures  

and practices.
• To give protection to GirlGuiding New Zealand.

Guidelines • If leaders are arranging private transport, they:- 
• must ensure permission from the young person’s 

caregiver is obtained
• must ensure that the driver is a suitable and 

trustworthy person and should sight their driver’s 
licence to check that it is current

• should take all reasonable steps to ensure that the 
vehicles involved are insured and roadworthy, that 
the vehicle is not overloaded, that there is one seat 
belt per passenger and that seat belts are used

• should follow the general rule that young people 
should not be transported by drivers under the 
age of 18 years. (An obvious exception could be a 
ranger who has parental permission and holds the 
appropriate licence to transport other rangers.)

• must ensure that parents/caregivers know the name 
of the driver with whom their daughter is travelling

• must ensure that drivers are given a list of names of 
those they are transporting and are well briefed as to 
route, timing and other arrangements.

• If leaders are chartering or hiring transport, the leader must 
ensure the operator is appropriately licensed.

• Except in an emergency, a leader should not allow unit 
members to be transported home after a meeting or event 
without the permission of the parents/caregivers.

• In the event of an accident involving injury or major damage, 
the district co-ordinator and through her, the regional co-
ordinator and National Office must be informed. An incident/
accident notification form should be completed and copies 
provided as required on the form.

Conclusion Leaders must act with all reasonable care so that the safety of 
young people in their care is paramount and to ensure that the good 
safety record of GirlGuiding New Zealand is maintained.

Policy on the Transport of Girls
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Note: As GirlGuiding New Zealand is an incorporated charitable 
organisation, the Transport Services Licensing Act 1989 allows 
volunteer drivers who are reimbursed for expenses and providing 
transport for a GirlGuiding New Zealand activity, to assist without 
needing a passenger endorsement on their licence provided the 
vehicle does not have more than 12 seats. If the vehicle has more 
than 12 seats and the driver does not have the appropriate (P) 
endorsement, the Chief Executive should be consulted.

Date of policy 1998
Last reviewed February 2011
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Some common terms or abbreviations used in this guide

Active Guiding Any regular role in the leadership of girls or the leadership  
of adults

Adult Member aged seventeen and over

Adviser National position with specific advisory responsibilities 

AGM Annual General Meeting 

Assessor A leader with the appropriate skills to assist with assessing  
of qualifications

Association The Girl Guides Association of New Zealand Incorporated 
(GirlGuiding New Zealand)

Big Sista Little Sista A fun day run every other year by rangers for pippins. It is 
organised on a region-by-region basis and generally runs  
in September.

B-P Lord Baden-Powell of Gilwell (1857-1941), Founder of Guiding 
and Scouting

Brownie Girl member aged approximately 7 to 10½ years

Brownie Revels A special event for the brownie section when two or more units 
gather together, preferably outdoors, for games and other 
activities. They are often held annually within a district or region 
but can be held at any time. 

Certificate Adult qualifications for specific skills, eg camping

Discoveries Girl opportunities organised nationally each year on specific 
themes and usually lasting a week.

District co-ordinator The voluntary leader of a district

District Administrative area consisting of a number of units

District support 
team

A local mainly non-uniformed group who give support to  
the district

Enrolled	member One who makes or re-affirms the Promise
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Girl member Girl aged 5 to 18 years

Guide Girl member aged approximately 9½ to 14 years

Guides’ Own A style of worship which can take many forms and is planned 
and led by Guiding personnel. It is complementary to, but not a 
substitute for, religious observance.

Guiding General name for all aspects of the Guide Movement

Jamboree Gathering for girls of mainly guide age, usually under canvas and 
lasting several days

JOTA Jamboree on the Air (amateur radio)

JOTI Jamboree on the Internet

L&D	team The regional team with the responsibility of providing learning 
and development opportunities to leaders

Leader Any adult member of the Association working in a leadership role

Leader in training An adult leader in a unit who is working towards the GirlGuiding 
New Zealand Introductory Leadership Certificate

Link badges/ 
ceremonies

Used when girls move from one section to another

Lone co-ordinator The voluntary leader of lone Guiding in a region

Lones Guiding for girls unable to attend regular unit meetings, usually 
because of distance

LTP Leadership Training Programme for adult members

Member Anyone who accepts the principles of Guiding and pays the 
annual membership fee or has it paid on their behalf

Movement The Girl Guide Movement generally throughout the world

National Board The executive committee of the National Forum

National Forum The governing body of GirlGuiding New Zealand

National President The voluntary national leader of GirlGuiding New Zealand



Patrol leader A guide chosen by the girls in the unit to lead a patrol

Patrol system The method of working in small groups which are often referred 
to as a patrol, or for brownies a six

Pippin Girl member aged five and six years

Pippinic A special event for the pippin section when two or more units 
gather together for games and activities. They are often held 
annually within a region.

Queen's Guide Highest Guiding award for a girl - gained in the ranger section

Ranger Girl member aged 13½ (or in Year 9) to 18 years

Region An administrative area consisting of a number of districts

Regional  
Co-ordinator

The voluntary leader of a region

Regional 
management team

Committee responsible for overall administration of a region

Regional support 
team

A regional team with the aim of supporting all administrators 
within a region

Revels Gathering of brownies

RIL Ranger in Leadership

Section A section of Guiding eg pippin, brownie, guide, ranger 
or administration

Sixer A brownie chosen by the girls in the unit to lead a six  
(see patrol system)

Te Rama Magazine of GirlGuiding New Zealand - Te Rama means  
‘the torch’.

Trainer A voluntary leader who has completed a level of the qualification 
to provide training for other leaders

Training unit A unit of any section identified as suitable to provide a new 
leader with initial experience in her role

Unit Term for a group of pippins, brownies, guides or rangers
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Unit leader An enrolled adult leader in a unit who holds the GirlGuiding New 
Zealand Leadership Qualification

WAGGGS World Association of Girl Guides and Girl Scouts

World Chief Guide Title given in 1930 to Olave, Lady Baden-Powell (1889-1977)

Zone An administrative area consisting of a number of regions
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