Leadership
Procedure Form

Activity: (/ I Ub RUS/q

ASB  Boarel Hember
Person(s) in Charge: D}'//cm Sa /ILSVVIQV]

Team Members: ASB Ee\m C/Uﬁ /2’95/6/8;/\713’

Date of Event: 8/2 bA26022

**procedure form is to be completed and turned in the Activities Director one week after the
event. It is the responsibility of the student leader to meet this deadline without a reminder.

Final Grade: Q2]- A -

**To be completed by the AD. Note: signatures from the AD will not be completed the day this
form is due. Signatures must be completed prior to due date.

\ WSS\ @
Team Leader Check in Form: 5 160 Dates of \Dmp\*e:hor\ g

RHS Paperwork Procedure Form Score: W llg p /30 (point value can change due to activity)

AD Evaluation of Execution of Event Score: \S ) /10

Total Points/Final Score:_1) / Nl 08




Checklist (and Your Grading Crite

STEP

Your Responsibilities Date

Completed

Point Valuca
(To be comple

by AD)

Overview

Facilitative Leadership: As a class/group discuss the overall
event/theme/goal of activity. **Attach minutes or notes.

N

3 /M

Message
Purpose

This
OPPOfﬁlmf'y
while gl‘\/if\j (LUTI0vS Sf'uden*s an
easy §pace fo Jeara about Our
clobs all at once.

Explain the message/purpose of this activity here:

IS meant % give ¢[ubs an
o recruit new people

C] /10

Give

Give

we give gv;cl&ncc. o clubs See/:ms to

rhcipate-
Cl“e Q:I;k hbs and S
‘bjt#‘e/ |
ve clu

an cpportunily

Explain how this event/activity will follow the GIVE-ASK-GIVE
model by Envolve Student Leadership

fodints o come

in an Ofjanized event.
bs the '?»-‘n\c o ceciot and shdents
expand Fheir extracurrricules
inyolvement-

q /10

Anchoring

Provide 3 ways that we want the students of RHS to feel during this
activity: #

| Excitement wming fo scheol and  9e171ng
nvolved.

2. N Sense of be|0nsqu on caMPUS.

s Toformed about Hhe fresovries
avaijable fo fhem on campus.

Complete the
Event
Breakdown,
Checklist, & How
To=

Organize Checklist of tasks & responsibilities by student leaders.
5 points Breakdown page, 5 points checklist, 10 points How To...

‘ﬂQO

Complete
Leadership
Procedure Form

Complete the Leadership Activity Event Procedure Form according
the regulations and required paperwork along with signatures for

RHS.

| n

Thank you cards done, must be completed and turned in at the time of

s
>
?
8

Gratitude

the procedure form due date. L‘- /5
Evaluate Event Complete an After Action Report (AAR) 4 l+ /5
Total Point 60 points
Value d 52 /60




| 1 Event Planning Outline (Breakdown)

Event Name: C‘ub RUS"\ Event Date: 8;»2¢/27-
Event Location: AM‘ Fﬂ][dfﬂ_/ﬁéﬂ/&/ﬁl’l% gﬁfe/E’wmj

Brief Description of Event:

b _tome ﬁ&eﬂﬁl’ ‘POf o Junch
of fho.n'ﬂj information _abodt owesome b activiies for Hhis year.
Toolbox for event (supplies needed) mles 00’1(1 ChQIfS’. blve ‘)’Q,pe,, quQ/'

STEP 2: The Event  How will your event connect students and build relationships?

Welcome / Greeting Main Attraction Close/Shut Down
BUILD TRUST GIVE BENEFIT
Llubs set yo all Stodents are able 7o

The Black [;'SH’ over the wmap Which | €xpérience all of
ﬁa//y ond Gk fepresents o (ub ovr best cubs af

(2 e a.,ml'e/ /n the mia(d//e one 7'ime N }1‘6
wvee / (@ :
F Qf'mol 0%5 wreative  pooths an ¥ o e B
i Y promehenal m as. Ofﬂvr-hmlfy forovr clubs

exu'fw’ a.bout our They #hen give vp an + 3row while  skdeats
clubs on campus enfie junch o tell who cheose to  become

. abovt Heir clobs and indlal i <
i ol fhe ounsange ABys our iy Rlﬁof Acu'/e ﬁ:m"::t’s %

- 3 n‘f‘ N
spotlights Hem as a | cbo. Shdents experience ophenS,  OHers will af

: this invclvement within |
PIQVIQUJ +0 (/Ub RUSAI our O"S'-\Nz.et( evey\{-_ /QO\Sf '?lhd "’- te bQ ﬂfefh'hw\e,




STEP 4

e i S i bl el e N il it i

TASK WHO
Is DUE DATE DONE? NOTES
Responsible Yes or
(only 1 person) No

lub Commitiee ;
l'c’k*ehn?) Insta post PIHCU’) ?/le Yé’S
Club Rush Map  [D/llan $/4 Yos
G o 8/22 | Yes

'on'cl'fw\. c’ub
pl;fhupc.hm - email pl//dﬂ g/ZB Yﬁs
S et ey | Prtor 543 | Yes
Social media f— . ]

Clob_Rush h | ek 872>  |Yes
ﬂi;‘;nllle (b Rosh PI'//QV) ?/2(’/ >/€S
St B dais Morky /05 s

Send out b Rush
Mep - Mor 7Ly 524 )/CS
o | P 8/25 | Yes
o(cé:m'nsz'& Katie 5/25 Yes
Poster Pous for L
Music Pedey of | Licleon €726 |Yes
Tble sefyp Pilan §/26 | Yes




Step 6: How To...

Create the steps in how your crew completed this activity. From the start til the end,
what steps were taken to ensure this event was a success. Depth and detail will be
very important in this task ahead and will be used as a reference for future leaders

in this activity.

**Exampled Provided:

Class T-Shirts
2 weeks
« Create tshirt(s) design(s) and/or crew neck/ tank top
» Get approved by class officers
. Create clothing on iza design
« Create a unit price

1 week

« Send out class text with pictures of designs
« Have all class officers create social media posts with clothing
. Create shifts throughout officer team for the day of

Create a spread sheet to keep track of orders and kids’ class schedule

Create a poster with pictures of the designs on them
Day of

« Create another social media post

« Create another class text

« Bring tables/chairs/ music

« Bring poster with images




How to Plan an RHS Club Rush 2022-2023

First week of school (3 weeks before)

e Confirm and print the Facilities Form.

Communicate with Morty ASAP for Procedure Form and Club Committee
Agenda.

Publicize the first Club Committee meeting on ASB social media.
Club Committee meeting that Friday.
o Keep meeting notes to send to Morty and include in the Procedure form
o Keep a paper sign-up sheet at the meeting for clubs who wish to participate
in the Club Rush event.
m Including table/chair count, have Leadership order them for all clubs
instead of obligating clubs to do that individually
o Explain the purpose (think give ask give)
o Keep lines of communication open by making contact information for the
AD and Team Lead available for all clubs who may have questions.

Week 2 (2 weeks before)

Use the sign-up sheet to take a tally of how many clubs there are (table count is
most important).

Start a task list (check in frequently with your team and give generous deadlines
that you know will work for everyone, communication is key).

o Have a meeting in class that allows an easy way for you to involve the rest
of the class in planning the event and enlist the help of your fellow leaders.

m Keep meeting notes to include in the Procedure form.
Create a map based on the intended location of Club Rush and use the table count
to create spots (add extra so you have the ability to be adaptable, since there will
definitely be clubs that RSVP last minute)

o Proper set up will reduce the gathering of crowds. Don’t be afraid to have
things separated. You do not want any club to be covered by a crowd and
not get the attention they deserve. Pay special attention to entrances and
exits that are intended for where students will be walking or lining up
during various times in the event.

o Get this confirmed with AD, once you do this then you can digitize it
ASAP (I recommend Canva)

Send out emails asking whether clubs have a preference on placement

e Thursday- organize Club Rush publicity




Monday- nothing because it is too chaotic

o Tuesday- announcement #1, social media post #1, reuse the social media
design as a physical poster

o  Wednesday- announcement #1,

o Thursday- announcement #2, social media post #2

o Friday- announcement #3

e Friday- Get your paperwork signed

o Announcement forms (Make three different versions with a similar message
asking students to attend Club Rush, in order to avoid monotony)

o Team Lead Check In (on the Event Planning Outline)

Week 3 (1 week before)
e Monday
o Send reminder to the Public Relations Coordinators for publicity.
o Add any clubs to the map that got back to you late. Confirm map final draft
with AD.
e Tuesday
o Email to confirm club participation (include both advisors and club
presidents)
o Public Relations put up posters (regular paper-size)
o Be active on the ASB and your personal social media accounts reposting
any club/superfan/yearbook posts to your story
o Post social media #1

e Wednesday
o Send the Club Rush Map out to all club advisors and presidents, and post it

on ASB social media.
e Thursday

o Submit to custodians for tables/chairs

o Social media post #2

o Confirm music with technology commissioners and make sure there is a
clean playlist, so we can have music the day of Club Rush.

o Communicate with club advisors to make sure they have necessary passes
to let students out of class for setup during 4th period.

Day of Club Rush Friday
e Bring extra supplies
o Pens




© Tape the paper map to the wall above the table/chair stacks

o

Print out sign-up sheets that clubs can use to recruit and organize

® Lunch (10 minutes before the start)

o

o

Leave the tables and chairs stacked as the custodians left them, since it is
easier for club presidents to access them and then create a set up as desired.
Allow clubs to modify their setup within reasonable limits, since the map is
not created to scale.

Have a copy of the map for yourself so you can make sure all of the clubs
are in attendance that said they would be.

Walk around during this time to make sure all club presidents get assistance
setting up if they need it.

e Lunch (during and directly after the event)

O
O
(o]

Get music set up on the amphitheater.

Give a 5 minute reminder for cleanup at the end of lunch.

Stack tables and chairs where you found them initially so you don’t make
anything difficult for the custodians.

Help stack tables/chairs to make the process happen faster.

Clean up any trash that is left behind.

Check in with your AD before you leave the event. You do not want to
abandon any tasks undone.

Week after Club Rush
e Have a class meeting to debrief on pros/cons of the event.

o

Keep meeting notes to include in the Procedure Form.

e Get meeting notes and the Procedure Form signed by the appropriate parties. Do

not do this the day that the paperwork is due.
e Write thank you notes based on your tasks list to show gratitude towards those

who volunteered their time and effort to help your event be a success.
e Tumn in the completed Procedure Form one week after Club Rush has ended

(Friday).




Leadership Activity Event Procedure Form

; lrcctu;_ns. : Any time our class has an activity for our student body there are multiple forms and steps to
complish in order to have a successful event. This form will assist to make sure

’:ﬁlpleled and done so in an efficient manner.
T will be applied to every individual in the class whether directly ir
and family that must help one another be successful. Working together is
in the real world. This process will help everyone with their responsibilities and co

all components to an activity are
T'he overall grade will depend on the completeness of this activity
wolved or not. We are a functioning business

a key skill needed in this course and out

Procedure

Individual(s) Responsible

Point
Value

Club

Name of Event:

RUSA

Date of Event: 8/ 2{’ L L2

operation with others.

Points | Comments/Notes
Received

1. | Facility Form: Student will print a Student Leader 1 poinl /1
copy & attach the confirmation of | Activities Director (assist as
event through the following site: deil
https://www.riponhigh.net/use- needed)
of-facilities
4. | Purchase Order: Purple form 4 points /4
found in Morty’s office or with the | o
ASB Bookkeeper in Attendance :
Office
a. Who filled form out b.
b. Date Activities Director signed A
the form & ASB Treasurer C.
¢. Date form turned into the ASB Must be signed off by the ASB
Bookk
\ PR Bookkeeper here:
*A copy must be provided an attached to
this form.
5. | Announcement(s) 5 points /5
a. Date filled out & by whom . 8/20 D)‘ ”Q/) 6
b. Date signed off by Activities ) 7
Director and/or Head Advisor 8/21
¢. Date turned in to Mrs. Valdez b.
d. Date(s) announcement (s) will * A copy of all announcements must be
be read attached to this form!
C. 8/21
o $/23 &ad8hs 3,
6. | Publicity 2 points 2
a. Form of publicity used a. IV\S"Q.‘\MM«, ASB Aaour\'f’ 2
b. Date publicity put up & by - 1
e v&io Sho  Sns 88
A58 | RHSA3 | Peylen” Ruyten
Ritée theszhe
7. | Cash Box Form: form found in 3 points /3
Morty’s office or with the a.
Bookkeeper in Attendance Office
a. Date form is picked up
4 b. Date Activities Director signed b.
the form & ASB Treasurer
¢. Date form turned into the C.

Bookkeeper




Must be signed off by the ASB
Bookkeeper here:

8. | Dance Forms (if applicable) 6 points /6 J&_J‘L. |
- Dance Procedure Form: Get
Jrom the Vice Principal a.
a. Date form is picked up
b. Date form is complete /\//A
c. Date turned into the attendance b.
office
C.
*please include a copy of completed form
- DJ: Sounds in Motion 522-5999
a. Date called & by whom a.
b. Date contract is filled out and
returned to company. To be /\// A
completed by AD or Head Advisor, b.
communication is key!
c. Date of call back one week prior | ¢.
to event
9. | Minutes: 3 points

a. Date of meeting & location
b. Date minutes emailed to AD

8/, Librayy §/1, Ochoas
a. Roorn

b. 8/2’ : 57/2}

**A copy of the finutes must be present
on completed procedure form.

For AD to Sign: A copy was
emailed to l}mActivities Director:

\_f

3/3

CW form to be verified/signed by the
Wl

B President:

3 points

5/3

CBmpleted forfi to be verified/signed off by the Activities Director:

O v i:om

3 point

5/3

Total amount of po\/l}ﬂ value 4nd points received:

lee [l

Grade:




r

Event Team Leader
Debrief &
Communication Factor

Team leader(s) was able to
debrief cohesively when
asked. If team leader was
unavailable, a group member
was knowledgeable and able
to present.

ADs inquire of “to dos™ and/or
deadlines met were answered
professionally by the team
leader/group

Point Value:

3/2

Activities Director Evaluation of Event Completion

Comments:

A

Professionalism &
Respect

Team Leader/Group Members
acted and executed the event
with professionalism and
efficiency.

Respect toward peers, group
members, staff, and AD were
executed with professionalism

an

Overall Evaluation

ADs perspective of the overall
completion of activity.
*Deadlines met

*Were constant reminders
from the AD necessary

*All team members present or
were there excuses

#*Did the team execute a strong
activity or was there
disappointment and
improvement that could have
been made?

\0/6

Total Points:

19 /10
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Class Tshirt Sales + Add to Calendar & Print

w» Date:
Wed 08/24/2022 11:30 AM - 01:00 PM

Location:

Ripon High School

Hallway: Student Store/Library
301 N. Acacia Avenue

Ripon, CA 95366

Group:
RHS Student Council

Share this event:

- Burkett's Pool @) %
" urketts (o] o,
301 N Acacia Ave Plastering, Inc J'vA >
View larger map © o 3
rapun righ School (\g\oq "
Football Field Ripona Markete \x\\e‘:}\\ Oregt

;o QRlpon Christian Schools

Ripon Police Department § Bipon Cemeterye

)

9 :
s 301 N Acacia Ave, Blu-lite @
Ripon, CA 95366 Pine
o H&H Maytagc

Schemper's 9 Mckee Ct Home Appllance
:e Hardware

Capps Way

=
m
3
>

Ripon Elementary Schoole Gold Dust Pizza RIpOH

W Main St W Main St DoIIar Tree Q Q
jethany Homeo o 9

< T 7
] 2 o > »
< 5o Terieny 2
¥ > » ® [+ Austin Meat Services S
5 [ b > o 2k
ik Go gle » 2 » z
f 3 » < | ey = S Nin
N 3 Map data ©2022 Report a map error
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Club Committee Notes

*Meeting on 8/12/22 at 12:24pm, Ochoa’s room

1. Morty sent email to all presidents and advisors with a list of active clubs

2. Club paperwork
a. Need active constitution (consult Mayfield for an example)
b. Need budget forms
c. Need facilities request for any club events on campus (MLB website)
d. Need fundraising paperwork for any club fundraiser

e. Need cash box for any club fundraiser

3. Club Rush 8/26
a. Rally

b. Talk to Dillan or Morty ASAP if you want to be in Club Rush

c. Morty is creating map for table set up

i.  Will be located by the E-wing, student store, Ripon pool, and amphitheater

4. Club Showcase 8/19

a. @ lunch at the MUB walkway

b. Do something your club would normally do during the year, as a preview to your

club before the actual day of Club Rush




c. Talk to Makenzie before the end of this meeting if you want to participate,
including a summary of what you are doing and how many tables/chairs are

needed.

Team Leader Signature

Advisor Signature T

o A




RHS Leadership Club Rush/BTSD Outline Notes
Meeting on 8/11/22 during class

1. Club Committee meeting tomorrow led by Morty, Dillan in attendance

a. Need to start Club Rush Procedure form
2. Public relations, Dillan- Club Rush Publicity Insta Posts

3. Club showcase
a. Clubs can set up outside the MUB and hand out something to give a preview of
their club on Friday 8/19, so students know about the clubs before Club Rush
b. Dillan, Makenzie- large poster listing active clubs

c. More info at Club Committee Meeting 8/12

4. Blacklight Rally + Fashion Show

a. Happening on 8/22

b. Cheer is performing

c. Balloon Arch Committee- Red carpet and balloon arch (neon?), streamers
i.  Purchase order may be necessary

d. Rally commissioners- Create an Insta Reel to publicize

e. ASB- Make sure the lights work

f. Freshmen (Kylee Machado), Sophomores (Kylee Brown), Juniors (Claire),

Seniors (April), Tech Commissioners- music and names of fashion show models

due Wed 8/17




5. Club Rush Spirit Days
a. Friday 8/19- Red & White, old class t-shirt, fanny pack friday
b. Seniors- FFA Professional, blue
. Juniors- Military, orange
d. Sophomores- Multicultural Day, green
e. Freshmen- Sports, yellow

f.  Makenzie- Friday 8/26 Red & White, Neon

6. Club Rush

a. Freshmen, Sophomores, Juniors, Seniors- sell Class t-shirts Wed 8/24, Thurs 8/25,

Fri 8/26
b. ASB- sell BTSD tickets Wed 8/24, Thurs 8/25, Fri 8/26

i.  Emphasize to buy on Wed or Thurs because Fri is chaotic

c. Club Rush day is on 8/26

7. BTSD

a. ASB- make sure curtains work for the dance in the MUB

S =
Team Leader Signature WM eI

Advisor Signature
S




After Action Report

What worked.... What we liked... What we
should do again...

**What were the benefits of this activity?

| Didyou build trust amongst the student

Did you GIVE - ASK - GIVE?

body?

The. music P(th&“f Y
a [oF of (omp/:'men/s a‘r\g(
odded o He aftmosphere of
4o ovent  All of e

lines genefa//f ran SMOOW/

){l\fougkouf the event
uAlcl\ WZQ’I'L Q ’0% 010
Peop[c 301‘ fo See. o My

clubs dvring fhe /\Wf’/mg

lunch. Uhlizing th(P/e
modes of pcbh'd/y also
made sure as Mmany people
as posSible knew qlov} the

ngrrl- I weated vqne*y 17
our plans becavse shdeats are less
likely o fne us oot if The
mesSede i lesS monotonous,

We F(\/IPT”€O( C\” infentions
that were croated 1n the
P//O/ 00'}//'/\6 whro[\ peenS
wt acteed w/'/A fa/,ﬂofé'ﬁl‘

inkegrits Overell in doing

S0, e a‘cl\:'evec/ our /ﬁ&

desiad @ uTom@ 11
29 4ot clubs

par
mc/uo(eﬂ( n
Due 79 {hﬁéh/’
,'///h%hé&f
hu//lany &/1/55 said ﬂtéy

90% 6g/ween 650 to (OO
cign UPS' Owverall, stvoleats

waore /ewpﬁ ve 1o o plan

A belped veche a  qread
E‘wwgmonpﬁo/ our c—/ubs‘g FAis

school year,

Score your event - 1 being poor, 10 being great

,nmmncaﬁoﬂ behdeen L[ub

(o
A:

‘ Pres den/'f/a. duisers
vod should be priovitized. It is fhe most diffiult aspect

&

and He Tean

becavse even above o dequete  wmmwnication still leff some clubs  wonfused.
There 15 Q eed fo overcommvticate (0 order fo echieve ‘Jaf""f
and make fure ull peple onderstand qovr plns or Airechve.,
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Club List

Estudiantes Unidos
Yearbook

Art Club

Pride Tribe/Spirit
Yoga Club
Powderpuff

Chess Club

Book Club

Girls’ League
Asian Culture
Drama Club

GSA

Kindness Club
Work 2 Be Well
Coding Club
Sacred Heart
Speech and Debate
CSF

FFA

Curling Club
EduGroup

Next Chapter
Scrubs Club

Red Cross Club
Environmental Club
Plant Club

Hiking Club

Ping Pong Club
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