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Automation of A2 and A3
process

Used for all changes of roles,
Classifications or positions of Adult
supporters

Used for move to Fellowship
Used for retirement

leaderroles@scoutsvictoria.com.au email
used for all State, Region Commissioners
appointments and secondary roles
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mailto:leaderroles@scoutsvictoria.com.au

Step 1: Open member record

On right hand side of page select Change Adult Membership

Registration Date:
Police Clearance Date:
WWC Card No:

WWC Expiry Date:
Current Role: AT TANT WENTURER LEADER  Check Prerequisite

Approval Date: 26 Apr 2022
W1 Clearance Status: ¥

Reviewed Date:

Mext Review Date:

Class Date: 27 Apr 2022
Years Of Service: 5 years 213 days
[View Review History] Prerequisites for other roles [Review Leader]

[Change Adult Membership]

Choose select or retire

Please select the type of application you would like to request:

Q
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Select role or position to change or retire
Classifications/Roles Held

Please select an appointment you would like to Change:

- Classification/Role

JOEY SCOUT LEADER

Select to change formation or select same as
current

Select new role (or in case of an Adult
supporter write position) or same as current
Classification/Role/Position: I:I !:rf:nTE as

Insert comments then select submit !

Additional Comments
Q
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Step 2: Email is sent to Member

Subject: Change of role/position or Group Application Received -{member name}

Dear Preferred Name

{role/position} in {new Group or existing group}

Application Link
Please check all details. If you agree, please select submit and this will be sent for approval.

If you do not agree, please select reject and add reasons for rejecting, then select submit.

Note: A role change may require further training as discussed with your Team Leader

Copied to LIC incoming and outgoing if applicable and next up LIC

Subject: Retirement of Membership Received -{member name}
Content:

Dear Preferred name

{initiator name} {role and formation} has submitted a form for retiring your Membership (Role
to be retired and Formation)

Application link

Please check all details. If you agree, please select submit and this will be sent for approval.

If you do not agree, please select reject and add reasons for rejecting.

Q
Thank you for your service and support to Scouts Victoria. Your contribution has been truly

appreciated. Scouts
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Step 3: Member selects link In
email

0/400 character limit

accept or reject this application for the Change in Adult Membership of your membership.

‘ Accept Change H Reject Change ‘

Member adds comments and
either accepts or rejects
change or retirement

s
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Step 4: If accepted change
or retirement : email to LIC
(incoming and outgoing)
and next up LIC

Subject: Change of role/position or Group Application Received -{member name}

A change notification has been received to move {member Name} to {role or Position} at {group/ District}

Note: arole change may require further training

Action required by you as Leader in Charge of Incoming District/Region:
Log into extranet workflow

Please select agree and this will be sent to membership list for processing.

If you do not agree before rejecting contact LIC to discuss reasons. In some cases, you may speak directly
to applicant. Note dates and summary of conversation.

Then select reject and add reasons for rejecting
Action required by you as Leader in Charge of outgoing Formation and Incoming Formation:

This is a notification, there is no action on your part, however, if you would like to reject or comment on
this change, please contact member services immediately.

Q
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Step 5: Next-up team Leader
approves change or retirement

Go to workflow: Adult membership change
applications

Open and then select approve or reject

< 1 Online AMC Applications to be approved by DC to MST

Open up workflow select approve reject button right hand side

Add comments and then approve or reject

0/400 character Iiniﬂt ‘ &

Yy
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Step 6: MST

e MST checks

* Auto-populates the Adult membership
list which is approved by Craig Whan
ACC People and Culture each Sunday

é
- &
Q
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Step 4: If rejected change or retirement
: email to LIC (incoming and outgoing)
and next up LIC

Subject: Rejected Change of role/position or Group Application —{fmember name}

This change has been rejected by member to move {member Name} to {role or Position} at {group/
District}

Comments from member

Actions required by you: follow up with LIC and applicant as you see necessary.

If the decision is to continue with this A2, contact peopleandculture @scoutsvictoria.com.au to discuss
the way forward.

Subject: Rejected retirement of role/position or Group Application —-{member name}

This retirement has been rejected by member.

Comments from member

Actions required by you: follow up with LIC and applicant as you see necessary.

If the decision is to continue with this A2, contact peopleandculture @scoutsvictoria.com.au to discuss
the way forward.

Step 5: If member rejects, followss
Instructions in email Scouts

VICTORIA




Hosting is now available for all
sections

[ nome  [mvaccount| starr  ETTOTIN

Please email any Comments/Suggestions

ADMIN - Administration Tools for Scout Members

Copyright 2002 Scouts Austrat
Deve
Hosted by Vi

[ Fee Calculator
Register New Youth

Upgrade To Next

Transfer Between
Groups.

3 Yearly Review P |Transit Youth

Group Member School Award
Listing Mailout Letters

Census 2022 A voutn Hosting
; Wanage Youth
! Corticats v (L]
* ity Loy |

Lead: Chi
ostormcrorge » e "

Book Meetil

AppuinuRemu\.e 4
Position

Book Equipment b

Scout Magazine b

Extranet/Admin/Youth Admin/Youth Hosting/Manage Youth Hosting

‘\v
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Youth Member Information

ReglD :

FirstName :
Surname :

Class Type :
Primary Formation :

FROVER UNIT 1

Subsidiary Sections Information of Youth Memberl:l add new section /

Search New Section

[ New Subsidiary Information

Crew Type

Start Date

End Date :

Subsidiary Section

: ROVER

;| 2022-01-27 [

a ]

iI

* Select Subsidiary section

I

| or Cancel
Edit Section /
| Search Section with any input field below. / |
Mote : Click on the row in the below table to assign 5ecti0n./
' Search Result
Secti°“| | [No_|Section ID[Section Name|Group 1D|Group Name
Name :
Section ID : | |
Group ID : | |

Group Name|

arch Result

Section
Mame ;

| Sa-~tion ID |Section Name

1 3380201C1




Editing Hall Hire

1.Go to Extranet/admin/home group page
2.5croll down to Group Asset- properties

3.Select property

4 Select edit hall hire et i e
H.Select Yes/No

6.Select update B 1$>

+*
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Workflows

You have Workflow Tasks

(3 Accounts To Be Paid

@ Enquiries To Join Scouts To Be Followsd Up

&3 Group Admin Inf: ation

(3 online Members hip Application{s) to Be Processed
u Police Clearance Admin

piring within & weeks
A w Hld jf c:u|r|r|:| I Ill'r'll.|-'tE-:|
With Belevant Court Orders

Workflows will only show
If there are matters outstanding

There ARE NO SURPRISES !
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Group Page

[ HOME___ [ My Accol STAFF ADMIN

Group Information

ot Search or Select Group Name(s) to display

o
]
c

S
>
a
=
3
&
@

Group Name: | |

Municipal Councils »

w
g
g
g
v

Group Code: | |

Search by postcode: |

D ncluded surrounding po:
[1ST ALEXANDRA
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10TH IVANHOE

) £ A
Adult Membership P 10TH MALVERN

b d
=
5
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13TH MALVERN

15TH BRIGHTON

15TH ESSENDON SEA SCOUTS
16TH BALLARAT

o
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v
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223|258 HER
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3 Yearly Review

Listing Mailout TALFREDTON
T ALPHINGTON

Our School Raffle b
Leader in Charge P

Book Meeting »

T BALLAM PARK

Once you are on Group Page;

n
:ction Meeting Might
Group Asset

‘\v
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Workflows

23 Adult Membership Admin Admin- inform of any photos missing
(3 Adult Membership Review

Review is for Region and District personnel

L census 2021 Stay tuned for 2022
315t March
Webinar TBC

S Training
% 1 Trainee Leader(s) with Insufficient Training for their CAL (Within 11 months of their appeintment)
% 1 Provisional Leader(s) with Insufficient Training for their roles (Within 11 months of their appointment)
< 1 Provisional Assistant Leader(s) with Insufficient Training for their roles (Within 11 months of their appointment)
< 3 Provisional Leader(s) with Insufficient Training for their roles (More than 15 months since their appointment)

9
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Workflows

WHS/Child Safe Scouting_expired/expiring_within & weeks
= 0 Child Safe Scouting_expired/expiring within & weeks

=% 0 WHS expired/expiring within & weeks

WAWC Admin
= 1 Adult Member{s) with no W'\WC

‘3 police Clearance Admin
=< 0 Adult Members - Police Clearance expiring within 6-3 weeks (older than 5 years)
Adult Members - Police Clearance expiring within 2-1 weeks (older than 5 years)

Adult Members - Police Clearance expiring within 1 week (older than 5 vears)
Adult Members - Police Clearance expired (older than 5 years)
Adult Members - Police Clearance (GAP workflow)

Scouts
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Workflows

‘3 Contact Details To Be Updated

* No email address or incorrect email address
* Incorrect postal address
* No email for primary contact

= 6 Youth members without an assigned school
<+ 0 Youth members without a year level

Membership/search/edit member |z I
Type in name/search i St e Ot Sute Os
Click on name
Edit Member
Alter email, school etc

2. Sort by
Sort By : [Registration ID |

9
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Workflows

= Enquiries Te Join Scouts Te Be Followed Up

GL is sent an email

These enquiries once followed up can be finalised by

e Clicking on finalise enquiry in email you receive

 Going to workflow and selecting ref number and then selecting follow up this member

* Please record details of enquiry as details will disappear once you have finalised

Below is an enquiry to join your Group, received today on the Scouts Victoria
website.

Please contact the enquirer ASAP as to how they can join your Group.

If you cannot respond within 48 hours, please ask your Section Leaders or Group

Committee to assist you. 7 &
Once you have responded, please finalise the enquiry via this link: Finalise

enquiry (note, you no longer need to login to Extranet to finalise the enquiry

Scouts
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https://aus01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.vicscouts.asn.au%2FBranch%2FJoinUs%2FcloseEnquiry.php%3Fenquiry%3D630821c0258c2a00a12cf007ed01483d&data=04%7C01%7Cextranet.notification%40scoutsvictoria.com.au%7C32a2a59271d64f3ca63608d9df9da049%7C7631717233dc440ea20e2f8dff031272%7C0%7C0%7C637786690591484925%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000&sdata=KOiY15tPMl%2B9xNCFngAstz1PLs9dBfz%2FqHXEgFp9T74%3D&reserved=0
https://aus01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.vicscouts.asn.au%2FBranch%2FJoinUs%2FcloseEnquiry.php%3Fenquiry%3D630821c0258c2a00a12cf007ed01483d&data=04%7C01%7Cextranet.notification%40scoutsvictoria.com.au%7C32a2a59271d64f3ca63608d9df9da049%7C7631717233dc440ea20e2f8dff031272%7C0%7C0%7C637786690591484925%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000&sdata=KOiY15tPMl%2B9xNCFngAstz1PLs9dBfz%2FqHXEgFp9T74%3D&reserved=0

Workflows

<+ 4 Youths Requiring_Certified Copies of Court Orders

Court orders if not added in the application system or if there is an error
- send to privacy.@scoutsvictoria.com.au

E
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Group Page

« Add/edit Group fee

Youth Group Fee for 2022 (Last Modified on 26 May 2021)

Annual Payment

Annual $0 $ 340 %340 $ 340 £ 340

4 Term School Payment

1st term $85 $85 $85 $ 85 £ 85
2nd term $85 $85 $85 $85 £85
3rd term $85 $85 $85 $ 85 £ 85
4th term $85 $85 $85 $85 £85
Weekly Payment

Weekly $0 $0 $0 $0 £0

« Edit Banking Details

Group Direct Banking

BENDIGO BANK (Main) Scout Association - [EDIT]

[ADD GROUP DIREC G INFORMATION]

» See census comparison

[REMOVE]

‘\v
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Group Page

« Add/edit Section Nights, this feeds to the
website enquiries page

Section Meeting Nights Add

Property Meeting Day(s) and Time comments ________________________________________[Action

Group Assets - Trailers
Trailer ID

Add Trailer Show Unused Trailer(s)

[Trailer Description Registration No Trailer Value($) Actinn

Box Trailer 16735 In Use w /[ Edit
Carpenters Trailer 1155 In Uss / Edit

Canoe Trailer 3000 In Use View / Edit

* View insurance history

.\v
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Group Page

Reports

= Group Statistic Report

« Group Gender and Agse Report

= Group Training History

* Group Financial report

« Group Invoicing

* Create Group Brochurs

« Group Youth School Beport

Member COVID Vaccination Status CSW (THIS LIST IS PRIVATE AMD CONFIDENTIAL AND NOT TO BE SHARED OR EMAILED TO ANYONE)

* View reports

* You can also get reports from

| HOME  [mvaccount| aApmin  WIETISENCE  PRC

Search/Edit

Member Please email any Comments/Suggestions to extranet@scoutsvicteria.com.au

New Member >

Statistical Reports P Group Report

Personnel Listings P|New Member

Adult Support  p|Report MEMBERSHIP - Membership Statistics & Scout Member Details
Admin Inactive Member

Report

Youth Transferred o

'\‘ Gel %,
Youth Upgraded Adabe
Terms Of Use | Privacy Folicy | Contact Us
Gender And Age Copyright 2002 Scouts Australia, Victorian Branch, All Rights Reserved
Developed by Evolution Team

Financial Report Hosted by Corporate Services @ Vicscouts - Email o ictoria.com.au

Jamboree Financial

Report

Groups with /

without Specific
Positions Report

Sections with no
Section Leader
Report

Section Leader
Strength(s)

Youth Court Order
Report

Photo Permission
Report




And more reports

Group Information

Group Address
Book

c
Engagement

Recruitment

w
- -

z
7
B
@

¥ Group P Listing By Awards
Meeting Night Received

Group QSA Report

Census
Comparison Group
Report

New Member
Report

Meeting Nights

Proj sting by
G

Personnel Report

(=2 =3 ==
o |2 | @
S| |=
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=15
| 2
X|s
w|w

[n]
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Book Equipment

-

Scout Supplies
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& 2 A ERE
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=

=

B
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| HoME | My Account XTI

Please email any Comments/Suggestions to extran

ADMIN - Administration Tools for Scout Members

Terms Of Use | s
Copyright 2002 Scouts Australia, , All Rights Reserved
Developed by Evolufion Team
Hosted by Corporate Service: cscouts - Email comments to extranet@scouts

‘\v
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Generate a Youth invite to join

| HOME  [MyAccounT| STAFF |  ApMIN  WTETRISTINCE  TRAINI

SearchiEdit
Generate Invitation to join your Formation as a Member

New Member P Invitations » Generate Invitation
» to Join

Statistical Reports P|Applications
Personnel Listings |Reports [[-eutesiy Step 1: Please select the Classification the person is applying for

Invitation List
Office Bearer
Admin Youth Rover Leader Adult Helper

Adult Support
Admin

Fellowship Admin

Office Bearer Adult Supporter

Rover Fellowship
Admin

Generate Invitation to join your Formation as a Member

Step 1: Please select the Classification the person is applying for

Adult Supporter

Step 2: Please fill in the details below

Legal Given Name Legal Surname Gender Date of Birth Email (To which the invitation will be sent)

Please Select DDMMMNY ™Y Y'Y
= For applicants under the age of 18, an email address
of their Parent/Guardian is required

Click here to clear the form and start again

You will need correct Legal name, date of birth and email to
proceed Scouts
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Step 2: Please fill in the details below
Legal Given Name Legal Surname Gender Date of Birth Email {To which the invitation will be sent)
Bl Joe

consider

Step 3: Please select

The Group:

The Youth Classification:

T (RECOMMENDED)

The Section:

lear the form and start again

Recommends classification (select) and then select section
Generate invitation to apply

‘\v
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You will receive an email once parent has completed

* Go to workflow/Online membership applications
to be processed

* Youth Membership Application(s) to join your
Group

* Find application select

Online Membership Application

Approval

Please check through the membership application before you proceed

Member Registration Date

Registration Date | 25/01/2022 =

&

Q

Scouts
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Youth age ranges and sections

The extranet will automatically upgrade

a youth member to next section on their
9t Birthday

12t Birt
15% Birt
18t Birt

NGO
NGO

NGO

ay
ay
ay
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Youth age ranges and sections

Joey Scouts commence at 5 years of age and

transition to the Cub Scout Unit after turning 8 and
before turning 9.

Cub Scouts start from 8 years of age who transition
to the Scout Unit after turning 11 and before
turning 12.

Scouts is for young people, aged from 11 years,
who transition to the Venturer Scout Unit before
turning 15.

Venturer Scouts are between 14 and 18 years old,
who transition to the Rover Scout Unit after turning
18,whilst Venturer Scouts who turn 18 during Year

12 can wait to transition until they complete Year
12.

Rovers are from 18 to 25 years. A Rover Scouts
time in the Unit ends by thelr 26th birthday.

SECOTOHAts



Edit

Member services can edit a name and/or DOB on a
record

You can alter Parental details directly from member
record

And by Selecting Edit on a members record you can
update;

* Home and postal address
 Contact details

 Email

e School




To upgrade section before
birthday

[ HOME [ MY ACCOUNT STAFF ADMIN

Group Information Comments/Suggestions to extrane!

Book
Municipal Councils »

Engaglement g ADMIN - Administration Tools for Scout Members

Recruitment

Annual Reports

- - Terms Of Use | tUs
Meeting Night » Copyright 2002 Scouts Austral ranch, All Rights Reserved
Report D

eloped by E Team
icscouts - Ema ments to extranet@scoutsvistor

Hosted by Corporate Service:

i Register New Youth
Admin

Upgrade To Next
Police Check L4 Section
Admin

Upgrade Youth

Youth Registration ID | | [Search Youth Members]

pgrade Youth

Registration ID:
Firstmame:
Surname:

Current Youth Details

Group Deta
District Det
Region Det

Mew Youth Details
Mew Cla ication

Mew !

Scouts
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To delay upgrade or keep in a
section

Same process BUT there are 2 separate steps

Curren t Youth Details
Class:

Section Details: 5COUT UNIT 1
Group Details:
District Details:
Region Details: -

New Youth Details
w Classification: | CUB ~ |
w Section: [

ew Class Date: |25 ~ | January

“hange Reason: 'Upgrade

Step One: You must select

1. Classification and
2. New Section ; &
c ‘ ‘\v
Step 2: Then go to member profile Q
Scouts
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Registration No:
Full Name:
Preferred Name:
DOB:

Gender:

Home Address:

Postal Address:

Phone(H):

Phone(W):

Mobile:

Fax:

E-mail:

Promotion Mail (eg. Fundraising):
Publish Photo:

Publish Contact Details:

Last Updated:

Comment:

Spiritual Affiliation:

Language:

School:

Year Level:

School/Year Level - Last Updafed:
Auto Upgrade:

Receive additional magazing:
Receive newsletter:

CareMonkey Sync:

Parental Detail(s):

Relationship
Father

Year Level: | Year 4

10. Miscellaneous
Auto Upgrade:

CareMonkey Sync:

Then scroll to bottom of EDIT page

Change Auto upgrade to NO
You will need to go back and change
auto upgrade to yes when the member

Scouts
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Youth Transferring

* [o transfer to another Group

Group Information

Group Address
Book

School
Engagement

Financials

Recruitment

Annual Reports

Meeting Night
Report

0 Ad

Fee Calculator

Service Desk
Tickets

Census 2021 P | Register New Youth
Census »|Upgrade To Next
Comparison Section

Raffle Admin |4 Transfer Be

Qur School Raffle 1 jduals

Book Equip t b Transit Youth
HEomOfinns M Vonturrs Admin
SR ST L Inactivate Youth »

HOME

Please email any Comments/Suggestions to extranet@scoutsvictoria.com.au

ADMIN - Administration Tools for Scout Members

Terms OF Use | P Policy | Contact Us
Copyright 2002 Scouts Australia, Victorian Branch, All Rights Reserved
Developed by Evelution Team
Hosted by Corporate Services @ Vi - Email to ictoria com au

Group Information

Group Address
Book

School >
Engagement
Financials >
Recruitment »
Annual Reports >
Meeting Night >
Report
0 Ad Fee Calculator

Census 2021 ¥ | Register New Youth
Census »|Upgrade To Next
Comparison Section
Raffle Admin P | Transfer Between
Our School Raffle  w| Groups
Book Equipment b

" Rover and >
Eromotons »| Venturers Admin
Scout Supplies > " Youth >

Service Desk
Tickets |

HOME

v account IEEYCICI

Please email any Comments/Suggestions to extranet@scoutsvictoria.com.au

ADMIN - Administration Tools for Scout Members

:\‘-G-r m'

-
Copyright 2002 Scouts Australia, ¥
Developed by
i -Em:

Contact Us
orian Branch, All Rights Reserved
ution Team

Hosted by Corporate Services @ to ictoria com.au




Youth Inactivation

[ vowe v account Y]

Group Information Please email any C ggestions to extranet@scoutsvictoria.com.au
Group Address
Book

School >
Engagement

ADMIN - Administration Tools for Scout Members

Financials

Recruitment

Annual Reports.

Meeting Night
Report

Terms Of Us
Copyright 2002 Sz

ntact Us
h, All Rights Reserved

Fee Calculator

By
Hosted by Corporate Services @ Vicseouts - Email ants to extranet@scoutsvictoria com.au

Census 2021 ¥ |Register New Youth

Census »|Upgrade To Next
Comparison Section

Raffle Admin
Our School Raffle
Book

Promotions

Transfer Between
Groups

Rover and
Venturers Admin

»
»
» | Transit Youth
»
»

Scout Supplies

Service Desk =
Tickets List of Future Youth
Inactivation

Inactivate Youth d Inactivate Youth

Inactivating Youth

Inactivate Youth

Youth Registration ID | | [Search Youth Members] Please check if the member’s information is correct!

Inactivate Inactivate By Schedule

Registration ID:
Firstname:
Surname:
Status:

Or you can put in a future inactivation date : -
Current Youth Details
Inactivate by schedule Class: JOEY

Class Date:
Section Details:
Group Details:
District Details:
Region Details:

Inactivating Date:  [27 v [January w2022 |

Inactivating Reason: | Select one from the following v




ADULTS IN SCOUTING

<b

Scouts
ADULT SUPPORTERS:
ADULT SUPPORTERS: Previous office bearer|ROVER OR
REQUIREMENT LEADER ADULT HELPER |GROUP ROSTERED PARENTS |postitions YOUTH OVER 18 |FELLOWSHIP OTHERS*
AGE 18+ 18+ 18+ 18+ 18+ 18+ 18+
NO ,MUST COME
THROUGH ROVER OR
ONLINE MEMBERSHIP A YES YES YES YES YES LEADER PATHWAY NO
WORKING WITH CHILDREN CARD YES YES YES YES YES YES SEE BELOW
POLICE CHECK YES ONLY IF
REQUIRING ACCESS
YES YES NO TO EXTRANET NO YES NO
REFEREE CHECK MUST COME
THROUGH ROVER OR
YES YES NO NO NO LEADER PATHWAY NO
BCORE CHILD SAFETY AND BCORE WORKPLACE HEALTH
AND SAFETY (RENEWED EVERY THREE YEARS) AND
COMPLETED WITHIN THREE MONTHS OF APPOINTMENT
YES YES YES YES YES YES NO
UNIFORM YES NO NO NO YES YES NO
NUMBER OF NIGHTS AT SECTION UNLIMITED UNLIMITED MORE THAN 2 NIGHTS PER MORE THAN 2 UNLIMITED UNLIMITED WHEN INVITED BUT NO
TERM BUT NOT EVERY WEEK |NIGHTS PER TERM ON MORE THAN 2 NIGHTS
ROSTER BUT NOT PER TERM
EVERY WEEK
YES once WHS |YES once WHS YES once WHS
and Child and Child YES once WHS and and Child Safety |YES once WHS and
Safety training |Safety training |YES once WHS and Child Child Safety training [training Child Safety training
OVERNIGHT ACTIVITIES completed completed Safety training completed completed completed completed NO
COMMENTS Must complete “Must be legal guardian of at
proficiency least one active youth
within 12 member in the Section.
months of If the individual is not the
appointment legal guardian, they must be
registered as an adult helper”

*QOthers includes Guest Presenters,subject matter experts for badge work (e.g. A person to help deliver a session on woodworking) and visting parents/guardians/family. Visting parents/guardians/family attend
to see badges presented to their young person, or join in for special persons night (mother day/fathers day etc). They must have some existing relationship with a youth member. They are not required to have
a Working with Childrens Card. However, may only participate- they cannot supervise or be left unsupervised with any youth member. Any activity that someone in this category attends must be held in an
open hall with a Leader present at all times.Visiting parents/Guardians/Family cannot attend more than two activities per term, if they wish to then they must become and Adult Helper of Group Rostered

Parent (or a leader).

*Guest Presenters or subject matter experts(such as the local wildlfe rescue group) may only present to a group fully supervised by a Leader. Under no circumstances can they present to any individuals without
a Leader present. Presentations must be in an open hall or space. as per WWC legislation , they must have Working with Children's card and be able to present it upon request. They must be supervised by a
leader at all times and not be allowed to left alone with youth members at any time.

August 2021 V3

Website/Age Sections & adults/Leader resources/forms and tools/Info book 2021/pages 97,98




Generate Invitation to join your Formation as a Member

Step 1: Please select the Classification the person is applying for

Youth Rover Adult Helper

Adult Supporter

Step 2: Please fill in the details below
Legal Given Name Legal Surname Gender Date of Birth Email (To which the invitation will be sent)

B

Step 3: Please select

The Group:

The Leader Role:

TRAINEE NT C T LEADER

Generate Invitation to Apply

Click | ear the form and start again

Select role

Scouts
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Generate Invitation to join your Formation as a Member

Step 1: Please select the Classification the person is applying for

Youth Rover Leader Adult Helper

Step 2: Please fill in the details below

Legal Given Name Legal Surname Gender Date of Birth Email (To which the invitation will be sent)

Bloggs Joe Male 27/02/2000 = bloggs@scoutsvictoria.com.au

© This email might not be valid. Please consider
verifying your email.

* For applicants under the age of 18, an email address
of their Parent/Guardian is required

Step 3: Please select

The Group:

The Position:

Group Support Committee Member

Generate Invitation to Apply

Click here to clear the form and start again

Select position

Scouts

VICTORIA




Online Membership Application - Adult Leader, Adult Helper

Group Leader or Leader o Member Services District Commissioner
in Charge (GL/LIC) ppiican VIC Scout Centre (MS) Leader in Charge of District {DC/LIC)

Group Leader after
discussion with applicant,
generates and sends an
invitation to join

Applicant applies for
a Working with
Children Card *1

Applicant completes
invitation using Legal
name, then submit *2

Applicant completes Rl
Skillsurvey form naming MS send : : Group Leader
three referees and press reference check T endorses or rejects
consent and send emails email R application
to referees*3 :

Applicant completes
CrimCheck farm and
upload ID documents =4

MS process i MS send National
reference BT . Dmmmmadl Folice Check email

check results (CrimCheck)

MS issues Certificate MS validate MS process

of Adult Membership WWC Card police check




Searchin .//scoutsvictoria.com.au/age-sections-
g adults/leader-resources/extranet-support-factsheets

‘:"? Scouts Extranet

Search/Edit
Member

New Member P | Invitations

Statistical Reports P |Applications

Personnel Listings P|Reports Membership 4 | Group
|

Adult Support 3 Application Report
Admin

Membership Application Stage Report
Group Report Wizard

Click Plus sign (+) to Select or Multiply sign (x) to Unselect a formation.
Please select region(s) Please select district(s) Please select group(s)

N e

Clear All (1] Clear Al (1] Clear Al

] Check all region(s) [l check all districi(s) [ check all group(s)

Next Next
Please select report condition(s)

Application Type(s) I\,

Press Ctrl + Left Click to select more y ‘ .

thar one. N
Office Bearer

j Fellowship — scouts

Select all application type(s) VICTORIA



https://scoutsvictoria.com.au/age-sections-adults/leader-resources/extranet-support-factsheets/
https://scoutsvictoria.com.au/age-sections-adults/leader-resources/extranet-support-factsheets/

Application stages

scoutsvictoria.com.au/age-sections-adults/leader-resources/extranet-su

Please select report condition(s)

Application Type(s) vouth
Press Ctrl + Left Click to select maore Rover
than one. Leader
Adult Helper
Office Bearer
Fellowship .

Select all application type(s)

Application Stage(s) AH - GL to approve application and submit to DC for endorsement

Press Ctri + Left Click to select more AH - DC to endorse

han one. LDR & AH - MST to send Reference Check link to the applicant
AH - MST awaiting applicant's reference check
AH - DC to review the Reference Check and approve
AH - MST to finalise the application (Next step WWCC/Police Check)
AS - Group Approval
AS - MST Approval
AS - District Approval
AS - Region Approval
‘Youth - GL to approve application
LDR - GL to approve application and submit to DC for endo fit
LDR - DC to assign PLA and endorse
LDR - MST awaiting applicant's reference check
LDR - DC to review the Reference Check and approve
LDR - MS3T to finalise the application (Mext step WWOCC/Police Check)
EE BT .

[ Select all application stage(s)

Click "Create Report” to generate report.

Create Report


https://scoutsvictoria.com.au/age-sections-adults/leader-resources/extranet-support-factsheets/

Changing Adult Roles

* https://scoutsvictoria.com.au/age-
sections-adults/leader-resources/extranet-
support-factsheets/

R
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