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Girl Guides of Canada - Nova Scotia Council

ARCHIVES 

Terms of Reference / Position Description

Established Aug 24th 2008, Rev Nov 2009, Aug 2010, July 21 2012

Mission

Girl Guides of Canada-Guides du Canada enables girls to be confident, resourceful and courageous, and to make a difference in the world.

Purpose
To manage and maintain the Archives of Nova Scotia Council 
Accountability

Provincial Council and Provincial Public Relations & Communications Adviser
Responsibilities

· Ensure all archives (records, reports, publications and some correspondence created by the Provincial Commissioner, Executive Committee, members of the Provincial Council) are cataloged into the archive database and available for display as needed. 
· Ensure all artifacts (pins, badges, commemorative items, awards, flags, games, program aids, posters and scrap books) having particular significance to Nova Scotia are contained in various collections. 

· Ensure archive donations are preserved in the proper manner for their protection. 
· Maintain an archive database for loans to units around the Province. 

· Create and submit articles, on a regular basis, for inclusion in Coastlines and for posting to the Provincial website and comply with media copyright laws.
· Adhere to the Oath of Confidentiality and the Code of Conduct of GGC
· Comply with the “Fundamental Principles for All Committees” 

Positions Reporting to the Archive Coordinator 
· Chair Archives 

· Textural Records Coordinator

· Photographs & Slides Coordinator

· Uniform Coordinator

· Artifacts Coordinator

· Library Coordinator

· Oral History Coordinator

· Other members as needed

Term of Office

The term of office will be as outlined by the By-laws of Girl Guides of Canada (a three-year term with a possibility of a two-year extension).
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