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Sample Planning Calendar 
When preparing and planning for a trip, it will take several meetings with the girls before they will be 
ready to leave for their adventure. Below is a sample calendar that will guide you through six meetings 
of planning with girls. It may or may not take six weeks to prepare the girls. You will need to be the 
judge.   

Meeting 
# 

Meeting Content/Discussion with Girls Leader Activities* 

1 

Discuss the trip with girls. 
o Explain what a troop trip is.
o Have girls brainstorm where they would like to go

and discuss location options with them.
o Discuss what type of activities they could do on the

trip.
o Discuss what it may cost to go on a trip.  Have the

girls brainstorm all costs.  How will they pay for it?

o Research the location options.
o If girls make a decision on where they

would like to go, make the site
reservations.

o Begin communication with parents
regarding the upcoming trip.

2 

Discuss the menu with girls. 
o What would the girls like to eat? Are they

experienced with cooking? What would be
appropriate? Do you have to consider food allergies?

o Brainstorm meal ideas and begin to create a menu
and a shopping list.

o Find out from parents and Health
History forms if girls have food
allergies.

o Begin to recruit for adult support,
volunteers to help with shopping for
supplies (with the girls), drivers to get
girls to and from the destination,
chaperones, etc.

3 

Discuss activities that the girls want to do. 
o Begin to make a list of activities and supplies

needed. Discuss with girls how they will
collect/purchase any supplies.

o Begin to plan the schedule for the trip.
o Learn a fun song or Girl Scout grace.

o Add to your shopping list and to the
budget any supplies needed for
activities.

o Confirm with parents when shopping
will take place.

4 

Work on skills. 
o Discuss trip safety and the buddy system.

Randomly pick buddies for each Girl Scout.
o Practice simple first aid (if age appropriate).
o Send permission slips home with the girls.

o Ensure that a certified First-Aid and
CPR adult and First-Aid kit is lined up
for the trip.

o Plan the shopping list; make sure your
adults are confirmed to help the girls
shop.

o Begin to put your equipment together.

5 

Discuss expectation and behavior for the trip. 
o Create behavior guidelines for the trip experience.
o Implement a game or have the girls identify items to

pack and not to pack.
o Begin to gather permission slips.

o Create poster board with the
guidelines the girls created.

o Give the girls a list of what to pack and
not to pack.

6 

Discuss kapers (chores) and have the girls create 
their kaper chart.  
o Review the trip agenda with everyone.
o Collect permission slips.
o Answer any questions the girls may have.

o Confirm with all adults/drivers and
ensure screening process and
registration are complete.

o Ensure you have permission slips and
Parent Permission and Health History
Forms for all girls/adults.

o Ensure you have everything needed
for what girls planned.

*Seniors and Ambassadors are able to do many of these Leader Activities.
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Please review Volunteer Essentials and Safety Activity Checkpoints on gsep.org for 
additional safety information beyond the key points outlined in this planning guide.

Troop Leader ensures that the Volunteer Driver forms are submitted to her/him 
and all driver policies are enforced.
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Volunteer Driver Form/Certificate of Insurance

Commercial Airlines

Certificate of Insurance

Certificate of Insurance

Volunteer Driver Form/Certificate of Insurance
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GSUSA approved training providers.

Emergency Hotline: 215.563.2030 and press 4

https://www.gsep.org/content/dam/girlscouts-gsep/documents/FA_CPR%20Provider%20List%20-%202019.pdf
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Form Purpose Submission Deadline
Where to 

submit form
Document providing written consent by the parent/guardian 
for a troop activity beyond the troop meeting time/place. This 
includes consent for a High Risk Activity.  

Required for all girl participants. 

·  When girls join the troop

·  Updated prior to trips 

Volunteer Driver 
Form

Every driver must be a registered and cleared adult volunteer, 
at least 21 years old, and have a good driving record, a valid 
license, and a registered/insured vehicle.  Every driver must 

Prior to trip departure Troop Leader

Troop Trip 
Application

This form must be submitted for any day trip that is outside 
of your regular meeting time and/or place and any trip that 
includes a high-risk activity.

·  One week prior to trip
Service Unit Manager 

or Trip Advisor

Trips lasting 1-2 nights: Two Weeks prior to 
trip

Proposal

• 3 months prior for trips 3 nights or more in 
council

• 6 months prior for trips 3 nights or more

• 12 months prior for international trips.

• 30 days prior for trips 3 nights or more in
council.

• 60 days prior for trips 3 nights or more 
outside of council within US.

Final Submission

• 60 days prior for international trips.

GSEP Human 
Resources-

Email to 
humanres@gsep.org

Two weeks prior to activity
GSEP Human 
Resources-

A form used to purchase insurance for a trip longer than 3 
days or for anyone participating in your activity that is not 
registered through Girl Scouts. Plan 2

Email to 
humanres@gsep.org

Activity/Accident Insurance Coverage Brochure Plan 3

Plan 3P

Plan 3PI

Request for 
Additional 
Insurance

Forms

Frequently used in trip planning and available on the Forms & Documents page of www.gsep.org

Extended Trip 
Application

This form must be submitted for any overnight trip.  Extended 
trips (lasting 3 nights or more) require both a Proposal and a 
Final Submission to be submitted.  One form serves both 
purposes-check off “Proposal” at the top of the forms for your 
first submission, and check off “Final Submission” for your 
final paperwork.

GSEP 

Incident/Accident 
Report

A form that must be completed in the event of an accident or 
injury.

Within 24 hours of incident

Parent Permission 
for Troop Activity

Prior to trip departure Troop Leader

Parent Consent 
and Health 

History Record

A record of a girl's past and present health status (for 
example, of allergies, chronic illnesses and injuries), which her 
parent/guardian completes for Girl Scouts.  

Troop Leader

Return to Contents
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