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Girl Guides of Canada - Nova Scotia Council

RANGER CONFERENCE TASK GROUP ROLES

Position Description

FINAL Aug 2010

Mission

Girl Guides of Canada - Guides du Canada (GGC) is a movement of girls and women that challenges members in their personal development and empowers them to be responsible citizens.

Purpose
Plan and execute two Ranger Conferences annually for engagement and networking opportunities.
Accountability

Deputy Provincial Commissioner – Youth Support and Chair of Ranger Conference Task Group. 
Overview

While there are specific roles that the team volunteers are assigned, all event volunteers are responsible to assist with the following:

· Providing a safe, fun experience for participants. 

· Assisting with the cleanup of the venue ensuring it is returned in a condition as agreed upon in the rental agreement.

Team Roles:

· Guider in Charge  

· Program Liaison

· Logistics Liaison 
· First Aider
Position Descriptions

Guider In Charge
Purpose: To coordinate plan and execute a Ranger Conferences / Events
Pre-Conference: 

· Designs / updates application form

· Designs / updates announcement for girls and Guiders.
· Designs / updates invitation for Special Guests

· Prepare and mail out participant information package

· Prepare and mail out Special Guests invitation and information package

· Monitor and follow up on participant attendance and outstanding information as required

· Monitor and follow up on Special Guests RSVP’s 
· Manage onsite Registration Area.

· Identify Responsible Guider (from within the Task Group) and works with her to complete the Safe Guide paperwork.
· To assist with pre-Conference planning meetings

· To assist with development of Conference programs
Conference: 

· To supervise set up of the Conference
· Set up and manage onsite Registration Area
· To be aware of and ensure all health and safety measures are met for all attendees and staff

· To develop and implement plans for emergency procedures

· To be responsible for the care and maintenance of Conference equipment and the Conference facility

· To supervise and assist with the implementation of the Conference program

· To ensure completion and distribution of Conference Activity Report

· To facilitate staff meetings as required

· To develop night security as needed
· To continuously evaluate the Conference program and staff

Post-Conference: 

· To oversee the closing of the Conference site

· To prepare any written evaluations requested 
· To submit financial report with summary of expenses and receipts within 2 weeks of Conference closing.
Position Descriptions

Program  Liaison

Purpose: To coordinate Program requirements 
Responsible to: Guider in Charge
Pre-Conference:

· To attend the pre-Conference planning meeting

· To assist the Guider in Charge with pre-Conference preparations 

· To assist the Guider in Charge with planning Conference program 

· To be responsible for planning and acquiring material needed for crafts, games, adventure and program activities which have been deemed necessary, remaining within allotted Conference budget 

Conference:

· To ensure that a happy, positive learning environment is being created for each participant. 

· To implement and supervise designated activities 

· To assist other staff when necessary 

· To be aware of health and safety of all participants and staff 

· To assist with care and maintenance of Conference equipment and the Conference facility 

· To report damage to or failure of equipment or facility to the Guider in Charge
· To attend staff meetings as require

· To participate in night security duty if required
Post Conference:

· To oversee the closing of the Conference site
· Inventory, package and return all unused supplies to Guide House.
· To prepare any written evaluations requested 

· To prepare evaluations and reports as required by the Guider in Charge
Position Descriptions

Logistics  Liaison

Purpose: To coordinate Logistics requirements of:

· Quartermastering: To plan healthy Conference menus and to maintain a high standard of cleanliness in the storage, preparation and distribution of food.

· Site Services: responsible for day to day operations of the Conference / event 
Quartermaster
Responsible to: Guider in Charge
Pre-Conference:

· To attend the pre-Conference planning meeting

· Begin preparing Conference menus at the pre-Conference planning meeting

· Prepare the final Conference menu taking into consideration any food allergies of Conferenceers and staff

· Estimate quantities of food and cleaning supplies required at Conference
· Prepare a grocery list necessary for Conference
· Prepare menus for posting at Conference
· Purchase groceries as economically as possible keeping within the Conference food budget

· Complete any necessary pre-Conference food preparation

· Arrange for deliveries of food and supplies as required

· Keep a running record of total food cost with receipts

Conference:

· Prepare, with assistance, all Conference meals, unless Program dictates participant cooking activity.
· Oversee proper storage of food and fluids

· Maintain cleanliness in the kitchen and food storage area

· Replenish supplies as necessary

· Report damage to or failure of equipment to the Guider in Charge
· Attend staff meetings as required

Post Conference:

· Forward all remaining food and supplies following Conference to Guider in Charge
· Oversee cleaning and closing of all areas used by the Quartermasters

· Prepare a financial statement for all food and cleaning supplies, forwarding all receipts and money to Guider in Charge or her delegate

· Prepare any other reports as required by Guider in Charge
Specific Qualifications: 

· Strong knowledge and practice of food handling and preparation

· Good knowledge of the Canada Food Guide

Site Services:

Site Services Coordinator
Responsible to: Guider in Charge 

Purpose: To be responsible for the day to day operations of the Conference.
Pre-Conference:

· To review all safety guidelines as outlined in Safe Guide in conjunction with Responsible Guider. 
· To review Event Emergency Response Plan in conjunction with the Responsible Guider.
· Arrange for garbage, compost and recyclables on a daily basis disposal. 
· Prepare Site Security plan
· Review, assess and prepare signage needs.
Conference:

· To adhere to ALL the safety guidelines as outlined in Safe Guide

· To ensure the safety of the Conference.

· To ensure arrivals and departures are recorded throughout the event as required.
· To check daily for cleanliness of patrol areas, grease pits and sleeping areas as needed
· To report all security issues to the Guider in Charge. 
· Put up signage
· To attend staff meetings

Post Conference:

· To assist with closing of the Conference site
· Ensure all areas are dismantled and returned to condition as stated in the Facility Rental Contract.
· To assist with removal of equipment as needed 

· Prepare any written evaluations requested by the Guider in Charge
Specific Qualifications:

· Ability to be calm in emergency situations
· Must be 19 years of age or older at time of Conference
First Aider
Responsible to: Responsible Guider 
Purpose: To be responsible for the overall health and well being of the Conference, including the participants, staff and facility

Pre-Conference:

· To attend the pre-Conference planning meeting

· To review all health and safety guidelines as outlined in Safe Guide
· To review all health forms prior to Conference, ensuring all errors or omissions are corrected

· To contact, where necessary, parents of attendees or staff to clarify medical conditions 

· To alert the Quartermasters of any food allergies
· To ensure that proper accident forms are available

· To advise the local hospital of our presence at Conference if warranted.
· To pick up Provincial First Aid Kit and purchase any supplies necessary to replenish it, keeping within First Aid budget, in consultation with Responsible Guider
Conference:

· To adhere to ALL the health and safety guidelines as outlined in Safe Guide

· To ensure the well being of all attendees and staff by being aware of their physical and emotional condition

· To set up a First Aid station

· To ensure ALL personal medication and personal health forms are kept in locked container as needed.
· To administer and record ALL medications and treatments given at Conference on H.3 and H.4 forms

· To report all health and safety hazards and situations not up to standards to the Responsible Guider 
· To attend staff meetings 

Post Conference:

· To ensure that the First Aid area is clean

· To report depletion of supplies within the Provincial First Aid Kit to the Responsible Guider
· To assist with closing of the event site
· To return all medications and health forms to attendees and staff upon departure

· To prepare a final Health Report of the Conference and forward it to the Responsible Guider
· To return First Aid Binder to Responsible Guider
Specific Qualifications: 

· Hold a Standard First Aid or higher qualification

· Must be 19 years of age or older at time of Conference
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