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Programme Recording Tool v2 June 2018 

Programme Recording Tool Help file 
This help file contains information and instructions on how to use GO to record the progress of girls in your unit 

through the programme. It’ll take you through what the system adds automatically when a girl joins your unit, and 

what you need to add to keep track of their progress and identify when they have completed different aspects of the 

programme. 

This is the first iteration of a programme recording tool; there will be processes that could be done differently and 

we’d encourage you to send your thoughts on these to membershipsystemssuggestions@girlguiding.org.uk so that they 

can be logged for discussion. 

It is optional to record the progress of girls on GO; however, it is recommended. GO will automatically calculate the 

number of unit meeting hours completed by each girl and track the progress made for each of the six theme awards. 

The tool is designed to be used after an activity or challenge has been completed, so that you can show which girls 

have done which activities and badges. If you have any feedback about how the recording tool works, then please 

email these to membershipsystemssuggestions@girlguiding.org.uk so that they can be logged for further discussion. 

Introduction 

Specific information about the programme structure and how to implement it with your unit can be found by visiting 

girlguiding.org.uk/everygirl.  

As access to GO is not always possible during unit meetings, it’s expected that you will use the recording print outs to 

keep note of who has completed which activities and badges. When you have access to GO you can use the instructions 

in this help file to add this information to girls and then see the progress made towards the skills builders, interest 

badges and theme awards. The recording print outs can be found at https://www.girlguiding.org.uk/making-guiding-

happen/programme-and-activities/planning-your-programme/planning-and-recording-for-your-unit. 

The programme includes Unit meeting activities, interest badges that a girl does at home and skills builders that are 

completed in small groups within the unit. All these work towards the six theme awards. When a girl has completed all 

six theme awards they are able to work on their section Gold award.  

Click on the links below to jump to the relevant section 

1. Programme Tab – an overview 

2. When a girl joins your unit 

3. Unit Meeting Activities 

4. Interest Badges 

5. Skills Builders 

6. Theme Awards 

7. Gold Award  
8. Anniversary Badges 

9. When a girl leaves your unit 

 

 

mailto:membershipsystemssuggestions@girlguiding.org.uk
mailto:membershipsystemssuggestions@girlguiding.org.uk
http://www.girlguiding.org.uk/everygirl
https://www.girlguiding.org.uk/making-guiding-happen/programme-and-activities/planning-your-programme/planning-and-recording-for-your-unit
https://www.girlguiding.org.uk/making-guiding-happen/programme-and-activities/planning-your-programme/planning-and-recording-for-your-unit
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The Programme Tab on GO 

Everything you need to add, track and award girls with elements of the programme 

can be found in the programme tab for your unit on GO. 

To get to the programme tab follow these steps: 

1) Click on Unit Leader. 

2) Click on your unit name, you’ve now landed on your unit’s details page. 

3) Click on the ‘Rainbow/Brownie/Guide/Ranger Programme’ tab as relevant to your unit. 

Note// If your unit is a joint unit, you will have a different tab for each of the sections in your unit. 

Within the programme tab, you can see the ‘Programme Overview’ which provides you with information about all the 

options available to you for your section. There are links to the website for more detail, and to the online shop to 

enable you to purchase the badges and resources as required. 

 

 

 

 

 

 

 

Within the programme area you will find different tables containing information relevant to the area of the 

programme you are looking at. Most tables contain a ‘view selector’ (the blue drop down to change the table) and 

there is also a search bar.  

This search function allows you to look through the table for specific information. You can search on any column that 

has a blue heading and you can use a 

* to search on partial information. 

For example, if you entered *my* in 

to the search you would find 

anything that had ‘my’ included so 

you’d see the following, as it has 

searched on ‘Badge Name’, ‘Theme’ 

and ‘Challenges/Activities’. 

Note// In other tables you may wish 

to search on the name of a girl, or 

a specific Unit Meeting Activity. 

You then have a different option on 

the left-hand side for each element 

of the programme. Therefore, if you 

are adding an interest badge to a 

girl, you’d go to ‘Interest Badges’ 

from the left-hand side so that you 

can update the records. 



© Girlguiding 2018  www.girlguiding.org.uk  

 

3 

Programme Recording Tool v2 June 2018 

When a girl joins your unit 

When a girl joins your unit, you need to confirm her role and ensure she is showing (with an active role) on the Young 

Member Roles list. Instructions detailing how to do this can be found in the Young Member help file from the help 

zone. 

Once a girl shows as a Rainbow, Brownie, Guide or Ranger the system will add each of the six theme awards to their 

record as ‘In Progress’. This will be completed by 9am the next morning. No other programme aspects will be 

automatically added to their records. 

Finding out what she’s already done of the programme 

When a girl moves to your unit you’ll want to check the level of skills builders a girl has already completed and what 

other badges she has completed. Of course, you can continue to do this as part of the welcome conversation; you can 

look at her Badge and Award book from the previous unit, while having a conversation about the skills she’s learned 

and the activities she completed.  

It’s now also possible to see this information on GO, if it has been recorded by the previous unit, by following these 

steps: 

1) Click on Unit Leader. 

2) Click on your unit name, you’ve now landed on your unit details page. 

3) Click on Young Member Roles 

4) Click on the action arrow for the girl 

5) Select ‘Edit Individual’ 

6) Scroll to the bottom of the page and you can see the badges and awards etc. she has earned so far. 

Making her promise 

When a girl in your unit makes her promise, you can add this to her record and show when she made her promise. 

To do this: 

1) Click on Unit Leader. 

2) Click on your unit name, you’ve now landed on your unit details page. 

3) Click on Young Member Roles 

4) Click on the action arrow for the girl 

5) Select ‘Edit Role’ and on the pop-up you can enter the date she made her promise. 

Recording the Six or Patrol 

It is now also possible to record which six or patrol a Brownie or Guide is part of. This can be done by following these 

instructions: 

1) Click on Unit Leader. 

2) Click on your unit name, you’ve now landed on your unit details page. 

3) Click on Young Member Roles 

4) Click on the action arrow for the girl 

5) Select ‘Edit Role’ and on the pop-up you can enter the six or patrol she is in, you can edit this at any time. 
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Unit meeting activities 

To complete a theme award, a girl needs to undertake a certain number of hours of unit meeting activities based on 

her section (Rainbows – 3, Brownies – 4, Guides & Rangers – 5). GO will record these hours as minutes. When you have 

completed an activity as a unit, follow the steps below to add it to GO for the unit. It’s important to note that 

activities are only worth the amount of time set on the card and girls cannot be accredited two of the same activity. 

1) Click on Unit Leader > then your unit name, you’ve now landed 

on your unit details page. 

2) Click on the ‘Rainbow/Brownie/Guide/Ranger Programme’ tab 
as relevant to your unit. 

3) From the left-hand side select ‘Unit Meeting Activities’. 

4) If adding an activity to most of the unit, click on the ‘Add unit meeting activity’ button from the top table. 

5) Complete the fields on the pop-up. You can 

only add an activity after it has happened, 

you can not add it in advance of the unit 

completing it. 

6) When you have completed the fields, click 

‘submit’. GO will then process this and add 

the activity to active girls in the unit who 

have not yet already completed the 

activity. This may take a few minutes. 

7) If you had girls who did not attend the unit 

meeting, then you will need to delete the activity from their record by finding them in the second table, clicking 

on the action arrow and clicking ‘delete’.  

If you only had a smaller number of girls complete the activity than not complete the activity, then follow the steps 

below for each girl. 

1) Click on the ‘Add activity to one …’ 

button from the second table. 

2) Complete the pop up for the girl 

who has completed the activity, 

and the date completed. 

3) Click ‘submit’ to save the activity 

to the girl’s record. 

NOTE// Unit Meeting Activities can 

only be added after they have taken 

place and not in advance. 
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Interest Badges 

Interest Badges are designed to be completed at home by girls. Each interest badge has three challenges to be done. 

As soon as a girl tells you that they are going to work on an interest badge you should record this on GO using the 

following steps. 

1) Click on Unit Leader. 

2) Click on your unit name, you’ve now landed on 

your unit details page. 

3) Click on the ‘Rainbow/Brownie/Guide/Ranger 

Programme’ tab as relevant to your unit. 

4) From the left-hand side select ‘Interest 

Badges’. 

5) From the top table, click on the blue ‘Add 

New Interest Badge’ button. 

6) Complete the fields on the pop up, choosing 

the relevant badge from the magnifying glass. 

7) If you refresh the second table, you will then 

have a list of challenges that need to be 

completed for the interest badge. 

 

When a girl completes a challenge for their badge, you can follow the steps below to mark the specific challenge as 

complete. 

1) Click on the action arrow for the challenge that has been completed. 

2) Click on ‘Complete’. 

3) This challenge has now moved to the ‘Completed Challenges’ list. 
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If a girl has completed all challenges, you can either complete the above steps for each challenge, or you can follow 

the steps below. 

1) Click on the girl’s name from the top table 

2) On the pop up, scroll to the bottom and you 

can see the challenge they need to 

complete. 

3) Use the action arrow for each of the 

challenges and select ‘Complete’. 

4) You can then exit the pop-up. 

5) Overnight GO will automatically set the 

badge as ‘Awaiting Presentation’ so that if 

you haven’t got the badge to present 

immediately or will give it later you will be able to see a list of all badges that need presenting.  

6) If you have presented the girl with the badge, you can click on the action arrow and ‘Complete’ to show that it 

has been presented. 

If you have left GO to mark the badge as ‘Awaiting Presentation’; when 

you have presented the badge, you will need to change the table to show 

‘Awaiting Presentation Brownie Interest Badges’ first and then mark the 

badge as complete.  

Note// The Awaiting Presentation option is great for units holding an 

end of term presentation evening. 

 

Abandoning an interest badge 

If a girl decides she no longer wants to complete the interest badge you can update this on GO to reflect her decision. 

1) Click on the actions 

arrow for the girl in the 

top table ‘Interest 

Badges’ 

2) Select ‘Abandon’ 

3) This has now moved the 

badge to the ‘Abandoned 

Interest Badges’ list. 

 

Un-abandoning an interest badge. 

If a girl decides to re-start a badge, then you can update the badge to reflect this. 

1) Change the view on the first table to show ‘Abandoned Interest Badges’. 

2) Click on the action arrow for the girl and select ‘Un-Abandon’. 

She’s now moved back to the ‘In Progress’ list. 

NOTE// When a girl leaves your unit, you will need to ensure you have updated the badges she’s completed 

before you end her role with your unit. If you end the role first, all interest badges will be marked as abandoned 

and you won’t be able to update them as you lose access to the girl’s record when they have left your unit. 
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Skills builders 

Skills Builders are designed to be completed in small groups within a unit setting based upon a girls’ experience and 

abilities. They are added to GO in the same way interest badges are. You add them individually for the girl as they are 

completed in small groups. Each skills builder has five activities to be completed. When a group starts work on a skills 

builder you should add this to GO using the following steps. 

1) Click on Unit Leader. 

2) Click on your unit name. 

3) Click on the ‘Rainbow/Brownie/Guide/Ranger Programme’ tab as relevant to your unit. 

4) From the left-hand side select ‘Skills Builder’. 

5) From the top table, click on the blue ‘Add New Skills Builder’ button. 

6) Complete the fields on the pop up, choosing the relevant Skills Builder from the magnifying glass. 

7) Complete these steps for each girl who is working on this skills builder. 

8) If you refresh the second table (click on one of the blue headings), you will then have a list of challenges that 

need to be completed for the skills builder.  

When the group of girls completes an activity for their Skills Builder, you can follow the steps below to mark the 

specific challenge as complete. 

1) Using the search bar type in the name of the activity that has been completed and click on the magnifying glass. 

2) You now have a list of all girls required to complete the activity. 

3) Click on the action arrow and complete for each girl who completed the activity. The top table will update to 

show how many activities have been completed so you can see the progress. 

4) This activity has now moved to the ‘Completed Activities’ list for each girl who has completed it. 

Overnight GO will automatically set the Skills Builder as ‘Awaiting Presentation’ so that if you haven’t got the badge to 

present immediately you will be able to see a list of all badges that need presenting.  

1) If you have already presented the badge, you can click on the action arrow for the girl in the top table and 

‘Complete’ to show that it has been presented. 

If you have left GO to mark the badge as ‘Awaiting Presentation’; when you have presented the badge, you will need 

to change the table to show ‘Awaiting Presentation Brownie Skills Builders’ first and then mark the badge as complete.  

Note// The Awaiting Presentation option is great for units holding an end of term presentation evening. 
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Theme awards 

When a girl joins your unit, GO automatically adds all six Theme Awards as ‘In Progress’ (these will show by 9am the 

following morning). This means that GO will start to calculate the Unit Meeting Activities that girls have completed 

along with the interest badges and skills builders completed for each of the theme awards. 

You can track their progress through the theme awards by following the steps below: 

1) Click on Unit Leader. 

2) Click on your unit name. 

3) Click on the ‘Rainbow 

/Brownie/Guide/Ranger 

Programme’ tab as relevant 

to your unit. 

4) From the left-hand side 

select ‘Theme Awards’. 

You can now see a table of all 

girls in your unit, along with all 

theme awards no matter whether 

they are completed, in progress 

or awaiting presentation. 

You can search on this table to 

look at just one member of your unit, or you could search based on the theme award (for example Have adventures) to 

see how girls are doing with these. 

As GO shows the unit meeting activities in minutes rather than hours here’s a handy conversion table to remind you 

how many minutes they need. 

This table also has a filter so that you can see the ‘completed’, the ‘in 

progress’ or the ‘awaiting presentation’ awards. 

You can click on the girl’s name to see a reminder of the activities and 

badges she has completed. The interest badges and skills builders should also be recorded in the girl’s Badge Book so 

they can keep track of their own progress too. 

Note// When a girl has completed the relevant amount of interest badges, skills builders and unit meeting 

activities, GO will (overnight) update the theme award to show as ‘Awaiting Presentation’. 

Once you have presented the badge, you can click on the action arrow for the Theme Award and ‘Complete’ to show 

when the badge was awarded. 

 

Rainbow 3 hours 180 minutes 

Brownie 4 hours 240 minutes 

Guide 5 hours 300 minutes 

Ranger 5 hours 300 minutes 
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Section Gold award 

Once a girl has completed all six theme awards they are eligible to undertake their section Gold award. As soon as a 

girl tells you that she’d like to complete her section Gold award, then use the following steps to record this on GO. 

1) Click on Unit Leader. 

2) Click on your unit name. 

3) Click on the ‘Rainbow/Brownie/Guide/Ranger Programme’ tab as relevant to your unit. 

4) From the left-hand side select ‘Gold Awards’. 

5) From the top table, click on the blue ‘Add New Gold Award’ button. 

6) Complete the fields on the pop-up. 

Note// You will not be able to show that a girl is going to complete the Gold award until she has completed the six 

theme awards.  

For the section Gold award there is a final challenge consisting of three parts to complete alongside the six theme 

awards. These are slightly different for each section. 

To update the three parts of the challenge for the section Gold award, you need to click on the girl’s name in the 

table, and on the pop-up, you can use the action arrow and mark as complete as and when they are completed. 

When all three parts have been completed GO will automatically (overnight) update this record to show the Gold 

Award as ‘Awaiting Presentation’. 

When you have presented the Gold award, you will need to change the table to show ‘Awaiting Presentation 

Rainbow/Brownie/Guide/Ranger Gold Awards’ and then mark the badge as complete using the action arrow and 

‘complete’. 

Note// The Awaiting Presentation option is great for units or areas holding presentation evenings. 

 



© Girlguiding 2018  www.girlguiding.org.uk  

 

10 

Programme Recording Tool v2 June 2018 

Anniversary Badges 

Each year a girl is eligible for an ‘Anniversary Badge’ based on the date she joined Girlguiding and the time she’s been 

involved (if she’s had a break between Rainbows and Brownies etc. this time doesn’t count). To see a list of all girls in 

your unit and their ‘time in guiding’ follow the steps below: 

1) Click on Unit Leader. 

2) Click on your unit name. 

3) Click on the ‘Rainbow/Brownie/Guide/Ranger Programme’ tab as relevant to your unit. 

4) From the left-hand side select ‘Anniversary Badges’. 

You can now see on screen a table of all active girls in your unit, along with a ‘Time in Guiding’ column showing how 

long each girl in your unit has been a member of Girlguiding. GO calculates the time, in years followed by a decimal of 

part years. 

Therefore, if a girl has been a member for one month it will show as 0.08 and if they have been a member for three 

and a half years it will show as 3.50. Below you can see a table of what the decimal point will be for differing number 

of months, anything else would be between two months. 

If you would like to see which anniversary badges a girl has been awarded 

you can: 

1) Click on the action arrow for the girl. 

2) Click on ‘view’. 

Once you have awarded a girl’s next anniversary badge you can: 

1) Click on the action arrow. 

2) Click on ‘Add Anniversary Badge’. 

Note// This will only add the last one that they are due and not all 

previous ones, e.g. if a girl has completed four years but hasn’t had 

their 1st, 2nd or 3rd badge GO will only add the latest badge they are 

due. There is no reason why you can’t provide them with the other 

badges if you wish. 

 

When a girl leaves your unit 

Before ending a girl’s role with your unit, you need to ensure you have updated all the activities, badges and awards 

they have completed. 

If they are not updated before the role is ended any ‘in progress’ badges and awards will be marked as abandoned and 

this cannot be changed as access to the girl will be lost. 

 

Number of months Shown as on GO 

1 .08 

2 .17 

3 .25 

4 .33 

5 .42 

6 .5 

7 .58 

8 .67 

9 .75 

10 .83 

11 .92 

12 Next full year 


