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VOLUNTEER RESOURCE • ONBOARDING EMAIL TEMPLATES
New Leader Liaison Welcome Email
Use this template to welcome a new Leader, introduce your role, and help them get connected with their Service Unit.
	WHEN TO SEND
	After your Membership Engagement Manager introduces you to the new Leader.

	BEFORE YOU SEND
	Add your next Service Unit meeting date, time, and location or Zoom link, add the link to your Service Unit’s communication platform (e.g., Band or Facebook) and personalize the introduction with your name, troop grade level, and any other details you'd like to share.



Email Template
	SUBJECT: Welcome to Girl Scouts- Let’s Get Connected!
Welcome to Girl Scouts! My name is [Your Name], and I’m a fellow Girl Scout volunteer. I lead a [grade level] troop at [school], and I’m also your local New Leader Liaison. I’m excited to connect with you as you begin your journey as a Girl Scout Troop Leader!
I know there’s a lot to learn when you’re first getting started, but you don’t have to figure everything out on your own. I’m here as a fellow volunteer to help answer questions, share what I’ve learned, and help you feel connected and supported as you get your troop up and running.

About Our Service Unit
A Service Unit is a local community of Girl Scout troops and volunteers and ours is called [xxx- Name of SU]. We meet once a month to share updates, hear about upcoming events and programs, ask questions, and connect with other Leaders. It’s a great opportunity to get ideas, learn from other volunteers, and build friendships with people who understand the Girl Scout experience.
· Join Us at Our Service Unit Meeting: Our next meeting is [date, time, and location or Zoom link]. I’ll be there and would love to meet you, introduce you to other volunteers, and help you get connected!

· Join Our Service Unit Group: We also have a [Band/Facebook] group where volunteers share updates, ask questions, exchange ideas, and stay informed about local events and opportunities. [Insert link.]
As you get started, remember that you don’t need to know everything right away. There are plenty of people and resources to help you along the way, and I’m happy to be one of them!
Once you’ve completed your required onboarding training, I’ll connect you with our Service Unit Finance Coordinator to help you with the troop banking process.
I look forward to meeting you and supporting you as you begin this exciting new adventure!

Thank you,







VOLUNTEER RESOURCE • ONBOARDING EMAIL TEMPLATES
Check-In Email
Use this template to follow up with new Leaders, check in on their onboarding training progress and offer support as they get started. 
	WHEN TO SEND
	Approximately 2–3 weeks after your initial Welcome Email.

	BEFORE YOU SEND
	Check the Leader’s training progress using the gsLearn Summary report in Looker. List any incomplete courses in the email, and add links to helpful resources, such as the Troop Year Plan. Personalize your message based on the Leader’s progress.


Reminder: If the Leader has completed all required training, use the Handoff to Finance Coordinator template to move them to the final step of onboarding.

Email Template
	SUBJECT: Welcome to Girl Scouts- Let’s Get Connected!
Hi [Leader],
I wanted to check in and see how things are going as you get started with your troop! I hope you’re feeling excited about the journey ahead.
I checked your onboarding training progress in gsLearn and noticed you still have a few courses to complete. You can find your required courses in the New Leader Foundations pathway in gsLearn, or log in to gsLearn and use the direct links below to pick up where you left off. 
[Remove any courses already completed and keep outstanding] 
· The Girl Scout Leadership Experience (20 minutes): An overview of what Girl Scouts is all about and how the program works. You’ll learn how Girl Scout activities are designed to help girls grow skills like confidence, teamwork, and leadership—and how to support that growth in simple, age-appropriate ways.

· What Girl Scout Daisies Do (15 minutes): Learn what Girl Scout Kinder and 1st grade troops do, including the types of activities, badges and experiences girls typically engage in at this level. Please note that you only need to complete the course for the level(s) in your troop, though you’re welcome to explore them all.
· What Girl Scout Brownies Do (15 minutes): Learn what Girl Scout 2nd and 3rd grade troops do, including the types of activities, badges and experiences girls typically engage in at this level. Please note that you only need to complete the course for the level(s) in your troop, though you’re welcome to explore them all.
· What Girl Scout Juniors Do (15 minutes): Learn what Girl Scout 4th and 5th grade troops do, including the types of activities, badges and experiences girls typically engage in at this level. Please note that you only need to complete the course for the level(s) in your troop, though you’re welcome to explore them all.
· What Girl Scout Cadettes Do (15 minutes): Learn what Girl Scout 6th, 7th and 8th grade troops do, including the types of activities, badges and experiences girls typically engage in at this level. Please note that you only need to complete the course for the level(s) in your troop, though you’re welcome to explore them all.
· What Girl Scout Seniors Do (15 minutes): Learn what Girl Scout 9th and 10th grade troops do, including the types of activities, badges and experiences girls typically engage in at this level. Please note that you only need to complete the course for the level(s) in your troop, though you’re welcome to explore them all.
· What Girl Scout Ambassadors Do (15 minutes): Learn what Girl Scout 11th and 12th grade troops do, including the types of activities, badges and experiences girls typically engage in at this level. Please note that you only need to complete the course for the level(s) in your troop, though you’re welcome to explore them all.

· Troop Safety (15 minutes): Understand the Girl Scout safety standards and best practices for running a safe troop environment. 

· Funding the Fun: Managing Girl Scout Troop Finances (15 minutes): Gain guidance on managing troop funds, planning activities and following Girl Scout financial guidelines

Once you and your co-Leader(s) have completed all required onboarding training, I’ll connect you with our Service Unit Finance Coordinator to help you get your troop bank account set up.

I’m here to answer questions, share ideas, and help you feel supported along the way! 


Thank you,






























VOLUNTEER RESOURCE • ONBOARDING EMAIL TEMPLATES
Handoff to Finance Coordinator Email
Use this template to introduce the new Leader to the Service Unit Finance Coordinator and transition them to the troop banking process after completing their required onboarding training.
	WHEN TO SEND
	After the new Leader and their co-leader(s) have completed all required onboarding training.

	BEFORE YOU SEND
	Add the Leader’s name and the Finance Coordinator’s name. Include the Finance Coordinator on the email so they can follow up directly with the Leader. Confirm the Leader’s training is complete in Looker before sending.



Email Template
	SUBJECT: Next Step: Getting Your  Girl Scout Troop Banking Set Up
Hi [Leader],
Congratulations on completing your required onboarding training! I hope the training has been helpful as you prepare to lead your troop.
You’re ready for the next step: getting your troop banking set up! I’d like to introduce you to [Finance Coordinator Name], our Service Unit Finance Coordinator, who will guide you through the banking process.
[Finance Coordinator Name] will help you determine the appropriate next steps, whether you’re opening a new bank account for a brand-new troop or updating the authorized signers on an existing troop account.
[Finance Coordinator Name], thank you for helping [Leader Name] with [Troop xxxx] get started!
I’ll let you two take it from here, but I’m still here if you have questions or need support as you get your troop up and running.

Thank you,
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