Activity: T’ Shiry  Seles ( ¢'o M so;__i-_\ﬂ,_,lf,c;,"'-i @%Qj;‘wmn ¥ Cluab Rusta

Person(s) in Charge: i—bp‘mw@(& dqs% foice/‘z,_

Date of Event: ff\umsr 3 f‘OD- AN - 1200 PN

**Procedure form is to be c‘:'c’)mpleted 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:  Y0[- 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

Team Leader Check List Score; -2 ‘,?) l

AD Evaluation of Execution of Event Score: 1Y \\U}

Committee Form Score (if applicable): N!A
Procedure Form Score: Q4l&5_ i

How to List Score: T l"l,[/ \ weld hove \\\{Q MO d{P*h / d()fl_é{((

Total Points/Final Score: %‘)I/‘"IL




Team Leader Checklist (and Your Grading Criteria)

STEP

Overview

Brainstorm

Event Break
Down

Complete the
Checklist

Check in with
Advisot

Conmplete |
Leadership
Procedure Form

Complete the
Committee 'orm
(il applicable)

|
Gratitude ‘

Lvaluate Bvent

Finalize
Papervwork

Your Responsibilities

Facilitative Leadership: As a class/group discuss
the overall event/theme/goal of activity.

Facilitative Leadership

Discussion ol specifics to the event/activity being
planned, (ask questions!) & Take notes (don't
always rely on the secretarial positions to keep
minutes/notes for you.

Designate a time keeper; email minutes to AD, a
hard copy of the minutes must be attached to this
document!

Facilitative Leadership: Discuss who will be
responsible for the completion of specific jobs of
the event. Event Form job breakdown next pages.

Organize Checklist of tasks according to Check
Date

Achydsor and get signature:

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

Complete the commitiee form hased on the liM

requrrements

Thank you cards done, musl be completed and tupied
in at the time of the procedure form due date.

R - "

Comptete an Afler Action Report (AAR)

/

[

Ihie Procedure Form is completed and the deadlinfes
met one week atter the event was held

Done?

| Date

(Yes or No) Completed
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Event Planning Outline (Breakdown)

LS
STEP 1: The Basic Overview

~z
Event Name: \ ~SWerk el Q\E%'g_ﬂ-\\w\ l_iventDate:_Aggs* 5
Event Location: Nort\ b\!w\ N

Brief Description of Livent:
E}f-\\- i f\% T}D’\Ehw-urc.- _)< Z 5’?‘1“’\") ALL{I._\?F '\"A.thzt non.

We will know this event is a success when
we \Mu(. over S0 %qu -~orel 2rs,

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

Welcome / Greeting Main Attraction Close/Shut Down
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STEP 3: Team Leader Check In with your advisor \




STEP 4: Checklist (7\45\ ko
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Event Planning Outline (Breakdown) Qb ()Ma\f‘

Event Name: (ub “'th (’5M/’1‘7 Event Date: 211(1 Iﬂ ’2 - Vb

Event Location: SMQ,\L~ Shor € arca

Brief Description of Event:
Selling ToswickS  or lurch eliing cleb push s lucl.

Toolbox for event (supplies needed) Botloons, tabreclorh , smoll  Aeerasions.

Welcome / Greeting Main Attraction Close/Shut Down
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TASK

WHO
Is
Responsible
(only 1 person)

DUE DATE

DONE?
Yes or
No

NOTES
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Step 6: How To... O‘@“f’""f‘;pn

Credte 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.

Point Value: 20pts

**Exampled Provided Below:

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 weel
« 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

s Create another class text

« Bring tablges/chairs/ music

.

« Bring poster with images



How To...(l\éj‘ﬁfﬂw’f‘

*You can type up this document and add here, or add another picce of paper as needed.

7 weeNeD __-' o
. - Oéﬁig«\ Tﬁskw -

- 0-‘$Clk?$' “_I 0“"24{‘6 C!'U_Du_}_ At;p.'aﬂﬁ él_—_ﬁn‘--‘;i.e_ drj‘:j,, L_(}}:(c {(o-'(.sl-ip

¥ osubaik o W“‘I

L ?_ L Weeks b R ——
) Q"ﬁu&?ﬁ_ whs v ssing Qoing  Fegsestion
) _Qk"z_\_‘“? Spcial ke das R B
B 9”_“5 (oker  inbing __( W 19 giiny B 4o ﬂ -
’_.D"ﬁ‘&sé who s _‘a_ﬂ_aﬁ'.‘?’_ Jablc 5 t chairs

Ofw_[_og_(_ E S e

- 6&\— up bty /Jm\o\d _t' cesh b;qx -

) Qu\o\‘\cl‘_r__\{ bk wmk ea a\l $o(hgw4>fc‘5__’L\s\q ram  faseS

0‘((\[(‘.\ ¢ JVE‘O\{_ - S

. (,\o%c down  glle, Q_Jfﬂy__y_y\{‘\{} oLl oAy obhey eless (5{1;-‘/-‘_@\“‘{

| ;“"Wﬂ\ —




How To... C\u\p Q\.ql/\

*You can type up this document and add here, or add another piec. of paper as needed.
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After Action Report

) 5

What worked.... What we liked... What we / What we would do differently...
should definitely do again... s
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Was your event successful according to the indica

tors you set at the start?
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After Action Report
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What worked.... What we liked... What we
should do again...

**What were the benefits of this activity?
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Leadership Activity Event Procedure [Form

Directions: Any time our class has an activity for our student body there are multiple forms and stepsto
a~~mmplish in order to have a successful event. This form will assist to malke sure all components to an activity are

pleted and done so in an efficient manner. The overall grade will depend on the completeness of this activity
and will be applied to every individual in the class whether directly involved or not. We are a functioning business
and family that must help one another be successful. Working together is a key skill needed in this course and out
in the real world. This process will help everyone with their responsibilities and cooperation with others.

Procedure Individual(s) Responsible Point Points | Comments/Notes
N - - Value | Received S
Name of Event;_ | = v Sales  dusing Pegismmsion Date of Event: ¥ 1 ¢ 2.\
PIC: Person in Charge . _ int
1. g \Lylee B 1 point | /1
2 _C_(Eﬁi?ee Members alwa/o}__- ] !‘jﬁ___; (__r.ai-“'---'- =} - B . _1 pait_ _]_/l o o
Individuals in Charge k\L"i'lu Rown
g 0(':'.-‘ ¢ t_-f‘r-#.-’.--"'--
q ~Iff¢_"'~" Ousden
3. Facility Form: Student will p/_//;/; o 1 po_int /1 )
copy of the confirmation of event
through the following site: l‘[ [Q<
4. | Purchase Order: Purple form a. Yylee ¥ Jprcls i 5_point5_ 5 /5 =
found in Morty's office or with the | v, 4 uf'] i /li ' '
ASB Bookkeeper in Atiendance ' e o SNy '
Office ¢ ¥loe v Spencay FN3ITL PI
% Wha fillled faees out Must he signet ()ff//?y the ASB |
b. Darte Activities Director sighed Boolgeeper herds
the form & ASB Treasurer :
c. Date {orm turned into the ASB *A copy must be provided an attached to
Bookkeeper & by whom this form.
S| Announcenent(s) a_ﬁ‘l’]_@ by _‘SE(;_{[\{_L(' Q\M,MA 5 points L{. /5 ‘ .,
a Date filled out & by whom ) MP% ¢
b. Number ol announcements \
P b,
completed L == — -
¢ Date sioned off by Activities * A copy of all announcements must be
Director and/or Head Advisor attached Lo this form!
d. Date turned in to Mrs. Valdez & o
by whom c. § \10
e. Date(s) announce:nent (s) will be o N
read ,‘ d % \_‘;-]l (r t{)\\ ( _‘--ii-.w’j B
T 11 - &1
e, LI IV

\\



6. | Publicity -
| a. Date posters/flyers made
b. Date publicity put up & by

a W%
I, _;J;'-;\.

form

whom
L f : "
(O Date event placed on Social ¢ glLIN , Creaved oy (Lohe publiited
Media \'3'{ ‘.‘4“{1‘-« [ rJ'q'\-"l‘_;l-,‘ Poyiv } Fenne
| 7. | Cash Box Form: form found in 0 (_,..t{,k_ {.‘“ “""I"'“‘ i {f'!Ll
Morty’s office or with the b. 8 m_ /)_\
Bookkeeper in Attendance Office
a_ Date form is picked up & by
whom C‘j ”'M'\ \U_‘{ Dean
b, Date Activities Director signed
(he form & ASB Treasurer Must be signed off by the ASB
¢. Date form turned into the Bookkeeper here:
Bookkeeper & by whom
8. Dance Forms
- Dance Procedure Form: Get |
from Front Office
a. Date form is picked up & by | T
whomn
b. Date form is complete and b. o ik
' signed off by Head Advisor - -
. | ¢ Date turned into main office & c.
} ‘ by whom -
R _| DJ: Sounds in Motion 522-5999 a. Y
: | a. Date called & by whom b
; | b. Date contract is filled out and == -
: | faxed back to company. To be
' | completed by AD or Head Advisor, | ©—__
communication is key!
¢. Date of call back one week prior
‘ to event & by whom.
| 9. ! Minutes: a. b\ wer facelime [ fext
| | a Date of meeting &'Iocution '“/L" 17\ sutr Tace Time.
| b. Who completed minutes T o
| . Date minutes emailed (o AD ' P ) 4 s
#24 copy of the mimites must be b. AR Hedslo
present on completed procedure c.  Fl2i2\

C omp leted form to be sxgncd off by the ASB President:

W/A/

I ompleted 101m to be SMiuLgH by tie Activities Director:

i il

| C VG700
ey .)'

( ————\

B, | .

' Total amount :ri point value and pomts received:

3 points

4 poin_ts

N 6 points

4 points

1 point

| point

/6

\/1

Grade:




Activities Director Evaluation of Event Completion

Event Team Leader
Debrief

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

Communication Factor

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

Proflessionalism

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

Respect

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

Overall Evaluation

ADs perspective of the overall

| completion of activity.

*Deadlines met

*Were constant reminders
from the AD necessary

*All teamm members present or
were there excuses

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

Point Value:

912

Comments:

Q12

A /2

Total Points:




Sophomore Officers
6/14/21

*Called To Order At 1:16 PM*
All Members/Officers Present

1. Sophomores discussed on 2 possible front designs and 3 back designs
a. Group all disliked 1 back design; removed from list
b. Majority vote on front design; finial front design decioed
I.  Unanimous vote
¢. Majority vote on back design; final back design deci<ed
.  3to 1 vote
2. Sophomores discussed the option of an orange shirt.
a. All liked the idea
b. Spencer went into izadesign.com and showed everyone the different options for
an orange shirt
All members disliked the color; looked too saturated and ugly
d. Finalized decision to stick with white shirt
I.  Possible option next year to do research on a new company with high
quality shirts to buy off of. [current opinion was that all designs are either
taken by previous classes or the majority of “=2signs on the shirts that are
left are ugly early 2000s that the class wouid dislike]
II. Decided even if it is similar to last year’s shirt it was the best possible
outcome.
3. Class involvement
a. Kylee had her friends give their opinion on the designs along with the option of a
orange shirt
I.  Friends disliked it; officers came to a consensus that it was not going to
be the final option
II.  Officers discussed and concluded that this was the best option and no
matter what someone in the class will dislike it so we have to move for
what is best for the majority.
4. Goals for next meeting: Discuss who is doing what for t-shirt sales and at what times.

o

*Adjourned at: 2:31 PM*
Approval Of Minutes:

Ypnsin[odity Kot Brain ;{,?)(/ L/]L

Sophomore Administrative Assistant Sophgmore Class President A*étmhm Dlrector




Sophomore Officers
7127121

*Called To Order At 3:46 PM*
All Members/Officers Present

1. Sophomores discussed the responsibilities of each officer ii» the group and what needs
to be done so we can have a successful event.

a.

Finalized that Kylee/Spencer are going from 8-10 AM and setting up and
Devin/Katie are going from 10-12 PM and setting down.
Cash box is going to be handled by Devin
I.  Printed out sheet already
T-shirt images handled by Spencer; will set up on 8/5/21
Social media post by Katie; has both images of the <hirts
I.  Officers and hopefully commissioners will post the event for publicity
Poster/chair/table handled by Kylee
Spreadsheet created by Kylee will be used during event to hold buyer’s phone
number/shirt size/ any other relevant information
I.  Kylee is responsible for tracking information down during the 8-10 shift
II.  Devin is responsible for tracking information down during the 10-12 shift

2. How we will determine if the event was successful or not

a.
b.
c.

Sheet for procedure form was written down as at least 50 shirts pre-ordered
No real mess ups during the event
Smooth transactions during the event

*Adjourned at: 4:58 PM*

Approval Of Minutes:

Ynisg, fussla b B Qon/ie~

& 7 N
Sophomore Administrative Assistant Sophonwore Class President A//aéuities D%ector
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“The Coobest Deslﬂ\s. Pericd!”

GOLOR PREVIEW SHEET™

IZA Design Original: 0w mages can NS by By athed parson o2 companye Praparty of LA Design.

Contact:  Jilt Mortensen

CUSTOM (3.5™)

Client:  Ripon High School
Front

Garment type: T-shirt/ Whit
shirl White

Ink Clors
Ot
- ==
Ca—

CUSTOM (13™)




Order Number: 54007 Web ID:
MUST HAVE BY:

Order taken on  Wednesday, September 1, 2021
il Printed on  9/1/2021 8:17:08 AM

ORDER FORM

128 0Es 10
The (oolesl Desigrs, Peniodi

PO Box 2790, . Acton, MA 01720

Call Toll Free Mon - Fri, 8am - S5pm
(PST)

888-1ZA TEES

888-492-8337

Fax:714-993-2260
iza@izadesign.com
www.izadesign.com

« ,F_O_ohool
|Name: Ripon High School
|Address: 301 N. Acacia Ave,
Ripon, CA 95366-
|
Phone: (209) 599-2311 ext,
FAX 2095,996410

Ship To
| Altention: Jill Mortensen
| Address: Ripon High School

Ripon, CA 9336

301 N, Acacia Ave.

-Checklist —
*Signed Order Form

“Include PO/Credit
or Mail Check

*Signed Preview
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Advnsor Jill Mortensen .
|l Cellular: (209) 743-5364 ext,

Plnortcn1scn(¢ﬂr1p<ﬂ1u€d .net
tudent: 1
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- Design - -

*Need d Class Names
E-mailed

veed Signalure
Template mailed

_ t0714993:2200
= | 1o start your order.

Thank you.
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ST457.00
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PURCHASE ORDER
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. 1ZAD Sign
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Acton, MA 017
(888 192-8: 37
(714)993-2




