
Dear Girl Scout: 

Thank you for your interest in completing the Program Aide Core Training. A Program Aide Core Training 

Guide to assist Girl Scouts in the completion follows this coversheet as well as some additional 

resources. 

Some helpful steps in preparation for completing the Program Aide Core Training include: 

 Completion of the online modules prior to the training 

 Coming prepared to the training based on the information outlined in the sample confirmation 

packet provided 

 Having fun! 

 

Program Aide pins will be distributed to Girl Scouts by the Council’s Teen Program Directors who submit 

a request via email upon completion of the hours required following the training.  

This packet of information includes 

 The Program Aide Core Girl Training Guide 

 A Sample Confirmation Packet with Health History Form 

 An Evaluation Form 

 Hand‐outs and forms 

 Safety Checklist 

 And Additional Documents 

Please contact the Council office if you have questions. Many thanks for your interest in the training and 

all you do for younger girls. 



 
 
Future Program Aides- 
 
Thank you for choosing to participate in Program Aide Core Training this program year! By taking this 
leadership training, you will expand your ability to work with and be a mentor to younger girls. Being a 
trained Program Aide will allow you to have opportunities to give service to troops, service unit events, 
and day camps. 
 
Enclosed you will find a packet to help you prepare for the Program Aide Core Training Class scheduled for 
XXXXXXX. 
 
In this packet, you will find directions to access the pre-work and module quiz on Edmodo as well as 
resources to help you plan a Journey based activity to present during the training. Reviewing the Power 
Points, printing and completing the module quiz and preparing a Journey based activity must be done 
prior to the training. Please bring your completed quiz and prepared activity to the training.  
 
At your face-to-face training, you will receive a Program Aide binder and additional resource materials to 
use as a Program Aide.  You will need to bring the following items to the training: 

 Completed modules quiz 
 Song, game, craft or activity to teach to 5 or 6 of your fellow Program Aides. 
 A writing utensil  
 Positive attitude and willingness to have FUN!  

 
Questions?  Please call or email me! 
 
XXXX 
 
 
 

 
 
 
 
 
EVENT CONFIRMATION 



 
Please  remember  this  is  a  training,  so  you will  be  learning  in many  different ways  (interactive  lecture,  hands‐on 
activities, self‐discovery, and peer evaluation). 
 
 
Event Name:    Program Aide Core Training 
 
Date:  XXXX 
 
Time:  XXX 
 
Location:    XXXX 
 
Volunteer Trainer – XXX 
 
 
Expectations:    You will need to have printed and completed the modules quiz. 

You will need to have prepared an activity geared towards younger girls to share with your 
peers  
(Remember to keep it appropriate for indoors – no paint please.  See module #3 for helpful 
hints and tips). 
Please bring a water bottle. 
Please bring your Health History forms with you. 
Please arrive promptly and be a good sister to every Girl Scout, ensuring your behavior will 
reflect the Girl Scout Promise and Law. 

                                       Be prepared to have fun and learn while engaging in all activities. 
 

 
Attire:  Wear comfortable clothing suitable for the weather.     
 
Cancellation:  If this event is cancelled due to severe weather or unforeseen circumstances, a message will 

be left on the phone system of the Raleigh Service Center.  Dial 1‐800‐284‐4475 then 
extension 9209. 

 
Questions:  XXXX 
 
Emergencies:  XXX 
 
   

Things to Remember:      

    Paper and pencil/pen 
    Health History Form – Must have to participate. 

      Printed and completed modules quiz 

          Prepared activity to share with peers based on the Journey Program and using the enclosed lesson planning  
    guide. We highly suggest a game or song instead of a craft activity due to time constraints.   



Pre-Work Instructions 
 
Congratulations on taking the next step toward becoming a Program Aide!  Below are the steps to 
completing the Program Aide Core training: 

1. Read through the 4 Program Aide Core on-line training modules prior to attending a face-to-
face classroom class: 

 Module #1 Leadership 
 Module #2 Understanding Younger Girls 
 Module #3 Working with the Journeys 
 Module #4 Safety Standards 

2. Using any one of the younger girl journeys, prepare a girl led activity prior to attending the class 
to be presented in class to your Sister Girl Scouts.  If you do not have access to younger girl 
Journey’s, the Girl Scouts of the USA website has some great ideas to kick off your activity 
planning!  Follow this link:  http://forgirls.girlscouts.org/  
*There are also summary sheets for each younger girl Journey on the Edmodo site 

3. Attend and complete the Program Aide Core Classroom Workshop 

At the end of the classroom workshop training you will receive the following: 
 

 A Certificate of Completion signed by your instructor 
 A Training Card to keep track of your trainings 

 

What’s Next? 
You must work directly with younger girls for a total of 25 hours in order to earn your PA patch.  Some 
examples of your 25 hours of work may include: 

 assisting girls on journey activities, badge activities, or other sessions 
 working with a group at their troop meeting 
 assisting with units at day camp 
 helping with activities for a council event 

 
NOW… 

Let’s begin the On-line Training! 
 
 
 
 
 
 
 
 
 



Follow the link provided below to log into the Edmodo site. 
 
Already have an Edmodo account? 
http://www.edmodo.com/  
Login using your existing email/username and password 
Click the Join a Group link 
Enter group code: n9g3gh 
Click on Program Aide Core General on the left-hand side of the screen 
 
 
New to Edmodo? 
http://www.edmodo.com/  
Under Sign Up, select the “I’m a Student” link 
Complete registration using Group Code: n9g3gh 
Click Sign Up 
Click on Program Aide Core General 
 
Once you access Edmodo 
 

1. Review each of the four documents in the PA Modules folder under the Folders tab- feel free to 
take notes and write down any questions you may have; facilitators will address your questions 
during the training. 

2. Print and complete the Module Quiz in the Module Quiz folder under the Folders tab Prepare a 
song, game, activity or craft to teach to a small group (5-6) of your peers. Your presentation should 
be five minutes or less and should connect to a topic covered in one of the Journey Series. For 
help with the Journeys, refer to the summary sheets in the Journeys folder under the Folders tab 
or visit  http://www.girlscouts.org/program/journeys/  

 
 
Pre-Planned Journey based Activity 
Using those two sheets, prepare something to teach to 5 to 6 of your peers.  Please plan to “teach” a 
game, song, etc.  to your peers who will also be attending the workshop.  Follow the outline and prepare as 
if you will be doing it for a group of younger girls (i.e. for Girl Scouts Daisy through Junior girls).  The activity 
should be low cost and fun to do.  It should also be something that can be taught in ten minutes or less 
and something that can be taught inside (i.e. no paint).  This will also be explained in Module #3! 

 This activity should connect either in topic or theme to one of the Journey series.  
 You activity does not have to be directly from a Journey but if you have access to a Leader’s guide, 

feel free to reference suggested activities. 
 Your activity does not have to be a craft. Due to time constraints, songs, games and other 

interactive activities are best.  
 

Whatever you choose, be creative and have fun!!! 



Girl Scouts- North Carolina Coastal Pines  
Program Aide Lesson Planning 

 
 

1. Decide what you are going to teach: 
 Something you know. 
 Something appropriate to the age group. 
 Something appropriate to the situation/site. 

 
2. Think through how you will teach it. 

 Do I have the materials, or can I get them cheaply? 
 Will I have the space or facilities I need? 

 
3. Make a list of each step and what materials are needed,  

 List steps from PREPARATION through CLEAN-UP 
 Include directions you will be giving; comments you might make. 

 
4. Gather materials. 

 Make sure there is enough for the group and for yourself. 
 Remember materials for practice and demonstration. 

 
5. Practice teaching your lesson. 
 
6. Revise the list you made of the instructions and materials if necessary. 
 
7. Pack everything you will need together, if possible put it in order of use. 
 
8. At the teaching site: 

 Before your lesson, set up all your materials so that you can easily reach them.   
 Make sure your audience can see and hear clearly.  
 Tell how, show how, repeat, and let your learners try it.  
 Clean up. 

 
9. Evaluate: 

______ Was I well-prepared? 
______ Were my directions clear and easy to follow? 
______ Did I have enough materials for the group? 
______ Did I keep the pace moving, and not waste time? 
______ Was my lesson appropriate to the age of learners? 
______ Did I have an encouraging attitude? 
______ Did the group enjoy the lesson? 

      ______ Did I have patience with learners who needed me to  
go over it again?  

 
 
 
 
 
 
 



Girl Scouts- North Carolina Coastal Pines  
 

These three steps work for anything - songs, games, arts and crafts, or camp craft skills. 
 
 
Prepare the activity 
 
 Practice it again. If you know how to do it or learn it if you’ve never tried it before. 

 Consider the age group.  Can you teach the whole group at once or will you need to split them up?  

Will you need help instructing? 

 Make a list of all items needed and gather them together.  

 Decide how you will present it to the group.  Will you need written directions to share with them? 

 
 
Teach and do the activity 
 
 Get the attention of the group with the silent sign.  Wait if necessary.  Never offer excuses for 

yourself - “I don’t sing that well, but follow me.”  Start with confidence and expect interest. 

 Explain what they are going to do - name, history, purpose for it, etc.  Show a sample if there will be 

a finished project.  Tell them of any safety hazards - either in the project or in the area around 

them. 

 Find out if anyone already knows how to do it.  You may want to use these girls as buddies for girls 

who are unsure later on. 

 Demonstrate.  Go all the way through it while others watch and listen. 

 Take the whole group through the activity step by step.  If it’s a song, line by line. 

 Let the group practice or begin work on the project. 

 Walk among the group to see how they are doing.  Watch the group’s interest level.  If they are tired 

or it is taking longer than expected to finish, you might decide to stop now and finish later. 

 It is best to stop while people are having fun and interest is high. 

 
 
Clean up 
 
 Leave time for girls to help with the clean up.  Gather all your materials up. 

 You might have time for them to share their projects with each other and to evaluate the activity.  

The learners might have ideas for the next time you teach this activity. 



Hints for Leading Songs, Games and Arts & Crafts 
 
 
SONG LEADING HINTS 
 Begin with songs the girls know or ones that are simple, easy choruses, repetitive songs, or short 

rounds. 
 Sing the song for the audience; teach the song phrase by phrase, as they repeat after you; then sing 

it all together. 
 Remind girls that shouting is not singing. 
 Choose a variety of songs. 
 Wait for everyone’s attention. 
 Teach the motions after they have learned the song’s words. 
 Avoid songs that might be offensive to religious or ethnic groups. 
 
 
GAME LEADING HINTS 
 Identify possible safety hazards, anticipate difficulties - adapt the game to group and situation. 
 Organize teams or formations quickly.  Games for Girl Scouts has ideas for splitting up groups. 
 Make sure you have all equipment needed to play the game, including safety equipment. 
 Make sure you tell and show the players the well-marked playing area boundaries. 
 Gather the group together when giving instructions so everyone can see and hear you well. 
 Try not to change rules during the game.  If necessary, change only one. 
 Arrange for total participation.  Use rotation of players if everyone can’t play at once. 
 Encourage fair play, cooperation and playing for fun, rather than focusing on winning. 
 
 
ARTS AND CRAFTS INSTRUCTING HINTS 
 Keep the cost low.  Scrounge or save materials when you can. 
 Girls know when they are doing busywork.  Have meaningful projects with a purpose. 
 Encourage good work habits, neatness, and accuracy while allowing for CREATIVITY. 
 Try a project before teaching it.  Supply lists are sometimes incomplete and you may need to adapt 

the project for time limits or younger hands. 
 Time how long it takes you to complete it and multiply by 3 for an estimate of how long it will take to 

teach it.  Remember to include drying time if the project needs it. 
 Make sure that everyone can get to materials and tools.  Having 30 girls share 1 pair of scissors or 1 

bottle of glue is very frustrating. 
 Enjoy all results according to the girls’ abilities. 
 Allow time for clean up.  Girls need to learn that this is part of the project, too. 
 Let them create their project themselves.  Even when they say, “I can’t”, don’t do it for them.  Help 

them learn how to do it. 
 
 
 
 
 



 
 

Girl Scouts – North Carolina Coastal Pines 
6901 Pinecrest Road, Raleigh, NC  27613 

(800) 284‐4475 or (919) 782‐3021 

 

PARENT/GUARDIAN PERMISSION FOR TROOP OUTINGS TP105 

Please complete this form and return to your daughter’s troop leader.  Permission(s) and release information is  
needed before your daughter can participate in Girl Scout troop activities.  Please print legibly. 

Girl’s Name         Troop#         

Address          State        Zip         

Parent’s/Guardian’s Name         

Parent’s/Guardian’s Phone # (   )    ‐              Cell Phone # (   )    ‐             

Emergency Contact Name/phone #         
(*Someone other than the parent/guardian who we can call in an emergency.) 

This permission is required for all Troop activities away from the meeting place.  My daughter/ward has my permission to 
participate in any troop/group‐sanctioned or Girl Scouts‐North Carolina Coastal Pines‐sanctioned trip, event and activities during 
the 20  ‐20   membership year. I understand that I will receive information giving specific departure and arrival times, planned 
activities, contact persons, and any other pertinent information prior to any trip or event.  

I agree that pictures or videos of my daughter/ward may be used to promote the Girl Scout program.     Yes     No 

GSUSA provides activity accident insurance as secondary coverage to the family’s own insurance coverage. 

Custody Type:  (select one)    Both Parents   Mother only   Father only   Other         

My child may be picked up by:         
 

       
   *Signature of Parent or Legal Guardian                                   Date/Updated Date 

HEALTH HISTORY FOR GIRLS  

  

Name of Participant          Date of Birth          Age      

Name of Participant’s Physician          Telephone # (   )    ‐             

 

Family Medical/Hospital Insurance Carrier         Policy #        Group #         

For the safety of your child, is there a condition that you would like us to know (e.g., nosebleed, emotional disturbances, 
menstrual cramps, motion sickness, etc.)?         

        

   

Is your daughter currently under a physician’s care for a medical problem?  If so, explain: (optional)         
List any allergies your daughter/ward may have (i.e., Pollen, insect stings, etc.)         
.  
Are you current with your immunizations (check one) 
 
  ______ YES   ______ NO   _______ Choose not to immunize. 

Authorization for Treatment: I hereby give permission to the medical personnel selected by the Girl Scout adult in charge to order 
X‐rays, routine tests, treatment; to release any records necessary for insurance purposes; and to provide or arrange necessary 
related transportation for my child.  In the event I cannot be reached in an emergency, I hereby give permission to the physician 



selected by the Girl Scout adult in charge to secure and administer treatment, including hospitalization, for the person named 
above.  This completed form may be photocopied for use off‐site. 

       

Girl’s Name         

MEDICATION PERMISSION AND INSTRUCTIONS  

Written parental consent is required before a minor (under 18) Girl Scout may be given any medication or treatment of any 
kind.  During trips or at events, girls may need medication for ailments such as headaches, stomachaches, diarrhea, or a low‐grade 
fever.  They might need sunscreen, insect repellent or Chapstick. You MUST send any over‐the‐counter medication your daughter 
may need in the original bottle/package (INCLUDING ASPIRIN, TYLENOL, ETC.). Prescription drugs must be in the original 
bottle/package with the physician’s instructions for administering them.  Put all drugs in their original bottle/package in a Ziploc 
bag and label it with your daughter’s name.  Medication will be available from the adult in charge of first aid and can be given as 
specified by instructions on the label for prescription drugs or by written instructions from parents/guardians for over‐the‐counter 
drugs.  Complete the middle part of this form with instructions for over the counter drugs.. 
 
Girls may keep asthma sprays, epi‐pens, insect repellent, or sunscreen with them if they know how to use them with prior written 
permission from parents or from the adult in charge of first aid.  All other medication must be turned into the adult in charge of 
first aid, unless we have a note signed by a physician stating that a girl must keep a certain medication with her. 
 
It is the responsibility of the girl/parent to make sure all medication is picked up at the end of the trip/event/camp. 

List all over‐the‐counter and/or prescription medication that your daughter will have at this trip/event/camp.   

Give exact instructions for administering over‐the‐counter medications.  *We cannot administer over‐the‐counter medication 

without written instructions. 

MEDICATION  
Prescribed                              INSTRUCTIONS  INITIAL/DATE 

              (original container with doctor’s orders)            

              (original container with doctor’s orders)            

              (original container with doctor’s orders)            

              (original container with doctor’s orders)            

Over the counter                                              INSTRUCTIONS       INITIAL/DATE 

                          

                          

                          

                          

 

Medication/chemical treatments recommended by the American Red Cross: 
The following items are recommended by the American Red Cross as the appropriate treatment for these conditions.  Initial each 
treatment you want your daughter to receive if needed.  These medications should be available in trip/event/camp first aid kits.  
No other medication is available unless sent with your daughter. 
 
       Poisoning  Syrup of Ipecac, Activated Charcoal ‐ administered as  
    directed by the Carolina Poison Control Center, 1‐800‐848‐6946. 
       Small wounds, cuts,  Antibiotic ointment 
  animal or tick bite, minor burn 
       Poison Ivy  Topical antihistamine such as Caladryl or Benadryl 
       Marine life stings  Baking soda and salt water 
       Sunburn  Aloe gel 
       Insect bites  Topical antihistamine such as Benadryl 
 



I give my permission for my daughter/ward,        , to take the medications listed above and, 
if needed, to have any of the treatments I have initialed. 

Signature of Parent or Legal Guardian    
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