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Thank you for agreeing to host a Middle Level Regional Leadership Conference (MLRs)!  Your school, along with 14 other schools across the state, will help serve over 1,900 middle level leaders and their advisers at this annual event!  

By agreeing to think Leadership: GAME ON!  for the next month, you are making a positive impact on schools as they seek to help all students achieve academic and social success.
TASKS tO COMPLETE BEFORE THE CONFERENCE

► Create DECORATIONS & SIGNS USING THE CONFERENCE THEME
About the Theme
The theme Leadership: GAME ON! uses terms and ideas from games and sports to illustrate important leadership concepts. During the leadership conference, we will be developing a “Leadership Rule Book” illustrating how you “win” the game of leadership as well as top ten “rules” and player strategies. In the end, it is not whether you win or lose at leadership, it is how you play the game!

#1 A Large Conference Banner
Create a large sign introducing the conference theme: 
Leadership: GAME ON!  
Taking a Serious Look at Leadership…
Through Play.  
This sign will serve as a backdrop to the audience when they are in the bleachers so letters should be two feet high or larger so they can be seen from any spot in the gym. 

There are a few methods to create a large sign: long strips of butcher paper firmly taped to a wall; large cardboard props that are free standing; or something that hangs from the ceiling.
# 2 Bonus Game Station signs
During the opening icebreaker, delegates will be participating in an activity called Pre-Game Warm Up. A part of the activity is the chance to play 5 Bonus Games. Each game will need a large sign (about 3 feet by 5 feet).
Sign Content:




#3 Inspirational Signs

Use creative images and graphics to hang up signs to accent the “Game ON” Theme. These signs might lead the delegates to the gym with arrows.
· Where Leaders Become Legends
· Dream big; Lead now
· How am I leading: Dial 1-800-Leader
· The Price is Right: Leadership
· Get in the Game
· Leadership: Is it in you?
· Leadership: Just do it
· Leadership: passion, purpose, pride
· Play the Right Way
· It’s always game time
· Score a Leadership Yahtzee: SERVE
· FEEL FREE TO CREATE YOUR OWN INSPIRATIONAL SIGNS USING THE WORKSHOP THEME: GAME ON!
# 4 Wall Signs for Each School (Optional)
Personalize the day by hanging a sign with the name of each attending school on the gym walls. This area will serve as a school’s “locker” during the day. School group’s will leave their back packs and lunches under these signs. This is optional…but a nice touch if you have time to do it. 

These signs can be created with a computer and printed off or  handmade. They do not need to be large signs (between 8 ½ and 11 to the size of railroad board (28” x 22”)

Karen Johnson of Washington Student Leadership  karenj@awsp.org 360.497.5323
will be sending you weekly updates of registered schools starting in mid-January. 


► PREPARE A WELCOME PRESENTATION 
Create a A 3-5 minute presentation involving all of your team members to…

Highlight the conference theme : Leadership: GAME ON!!!  

Welcome  the Delegates: Your presentation should be lively, energetic and welcoming.  Express how glad you are to see everybody; generate enthusiasm for a fun day of learning; remind delegates to have a positive, open attitude.
. 
Introduce the
S3: Smile, Shake & Share:
During the leadership conference, we will be continually practicing the S3 skills. These skills will help student leaders meet new people at the conference, and more importantly, they will help student leaders connect with ALL students at their schools.  
Smile: Display a caring attitude
A smile is a small but real way to say, “You’re important.” They are easy to give and cost you nothing. 

Shake: Connect with all people

Acknowledge that people exist
· Handshakes, high fives, fist bumps

· Call people by their names…(if you don’t’ know a person’s name, learn it!)

· Introduce yourself to people

Share: Discover commonalities

You have something in common with everyone you meet…you just need to dig a little bit to discover it. 
· Invite people to join your group
· Ask people questions 
· Introduce people to each other


► READ & PRACTICE THE 
Red Light, Green Light Activity 
The student helpers will be LEADING! an activity during the conference. Please read the additional information regarding this activity that is attached separately. Hopefully, you will find the time to practice this activity with a group of students at your school.

► READ & PRACTICE 
Making Leadership Rule Booklets 
During an activity, delegates will be creating an 8 page mini-book from an 8 ½ x 11 piece of paper. Practice this skill using the enclosed materials so you will be better able to help delegates during the conference.

 ► Arrange for snacks
Host sites are given a budget to provide snacks for the delegates and advisers.  Your snack budget range is around $1.00 per student delegate and $2.00 per adviser. The adviser snacks are usually a little more elaborate including coffee and/or tea.

The snack break will be at approximately 10:30 a.m.  Karen will be sending you conference registration updates so you will be able to plan an accurate number of snacks needed. It is best to buy the snacks one or two days before the conference in case there are late registrations.
Keeping the snacks simple will help the day run smooth and, hopefully, “mess free.”  Individually packaged items like granola bars, juice boxes, fruit roll-ups, etc. work well.  Fresh fruit and/or vegetables work if they are prepared to go in advance.  

For easy distribution, set up the snacks on tables so students can line up on both sides like an assembly line.  Schools have the option of serving the leftover snacks to the delegates during the lunch break.

To receive your snack reimbursement, give your receipt to the facilitators or mail/fax your receipts/invoice to:
Karen Johnson
2142 Cispus Rd.,  

Randle, WA 98377
Fax: 360-497-5323 

► ASSIGN Job Roles for REGISTRATION 
During the registration process (30 minutes prior to the conference starting time), we will need your help. Here are the job roles.

5 Bonus Game Station Game Referees
These students will run the Bonus Games during the Pre Game Warm Up activity
(see the information attached separately)

1 Name Tag Specialist
This student will direct delegates to the nametag table and keep it organized and trash free

2 Greeters
These students will meet the school groups coming on the buses and vans and direct them to the gym.

2 Registrars
These students will help pass out the pens and folders to arriving delegates as they enter the gym.
During The Conference

◊ Expectations for Student Helpers

We expect student workers to…

1. Complete the MLR assignments before the conference.

2. Coordinate your outfits so you look like a team.  We are buying each of the ten student helpers a black and white checkered hats. These hats will symbolize that you are the Game Refs for the day and that you are giving everybody the “checkered flag” to begin leading!

3. Arrive at school early between 7:15 and 7:30 the day of the conference to help the facilitators set up the gym. Bring all your signs and props.
(Jason Lee site helpers should arrive between 6:45-7:00)

4. Be a positive role model for other delegates during the conference by displaying a positive attitude, doing your jobs well and looking for ways to help. 

5. Help with clean up after the conference, which ends at 1:30 p.m. Clean up should take 30 minutes.  The facilitators also hope to have 15 minutes to debrief (evaluate) the conference with you.  We will adjourn around 2:15 p.m.
(Jason Lee site will end at 1:00 p.m. and we will be done with clean up around 1:45 p.m.)

6. During the conference, you will be a “regular” delegate and you will be helping the facilitators at times as well so…have fun, enjoy yourself, and learn! 

◊ Lunch


Delegate Lunches - Each delegate/adviser is responsible for bringing a sack lunch.  In the past, we have placed garbage cans around the gym and have not had a problem with food spilling on the gym floor.  If it is sunny, we have opened up an outside eating area for students.

Facilitator Lunches - Your site facilitators will be contacting you about one week prior to the leadership conference. They may ask you for help arranging a lunch. These folk often are driving from long distances and do not have means for packing a sack lunch.  Nothing fancy is required.  Save your receipts and send them with your snack reimbursement if they ask you to buy them a lunch. 


◊ Facilities & Logistics
· Gym Use - Facilitators will arrive at 7:15 a.m. for setup and leave around 2:15 p.m. after cleanup.  Please have student workers arrive between 7:15-7:30 a.m. (or earlier!) the day of the conference to help the facilitators set up.
(Jason Lee helpers arrive between 6:45-7:00 a.m.) 
· Supplies for the gym
· 4 long tables & 4 chairs 
(used for registration/name tags then for snacks)

· 3 large garbage cans for trash during lunch
· Large plastic bags for extra garbage collection

· Rags and/or mop bucket in case of a spill in the gym  

· Sound System - We need a sound system for the gym.  Two microphones would be great, portable microphones even better.  Additionally, we need a “boom box” to play CDs.
· Adviser Meeting Room – From approximately 10:45 – 12:00 noon there is an adviser meeting. A separate meeting room away from the delegates is ideal.  A classroom works best, but we can be flexible. The room should hold between 25-30 people.
Additional Information  
Facilitators Washington Student Leadership is responsible for the curriculum and the teaching materials for the leadership conference. We also handle all registrations. All facilitators are members of the middle level summer leadership camp staff.  Each site has 2-3 facilitators.  We will let you know their names and emergency contact information one week prior to your workshop.

Delegate Numbers On the average, 200 delegates from 15-20 schools attend at each site with a registration cap of 250 delegates per site.  Karen Johnson at Washington Student Leadership (360.497.5323) will regularly provide you with registration updates.
Additional Delegates Your ten host student workers attend the conference at no charge.  We encourage you to enroll other student delegates from your school.  These additional delegates (usually between 15 and 20) give you the chance to provide a leadership opportunity for students in your school that might otherwise not have this growth experience.  Please register your additional delegates through the Student Leadership office at the regular conference rate.  
AFTER The Conference
Thank You’s
Thanking people is an important part of leadership.  It is important to thank your principal for agreeing to host the conference and your ASB adviser for helping us coordinate the conference.  A letter to the school board (or presentation) explaining your participation in the leadership conference is an optional idea.  

This letter or presentation might include:

· Sponsor of Conference:  Washington Student Leadership, a program of the The Association of Washington School Principals 

· 14 host schools across the state served over 1,900 students and advisers.

· Your duties before, during, and after the conference.

· Things you learned about leadership by hosting the conference.

· Conference highlights and leadership concepts presented by the facilitators.

PURPOSE OF MIDDLE LEVEL REGIONAL (MLR) STUDENT LEADERSHIP CONFERENCES

Delegates attending the Middle Level Regional Student Leadership Conferences will get a taste of leadership by…

· Experiencing a focused leadership concept or skill.

· Networking, mingling, and idea sharing with other student leaders.

· Building a better leadership team with their school group.

Advisers attending the Middle Level Regional Student Leadership Conference will grow professionally by…

· Experiencing a focused leadership concept or skill.

· Networking, mingling, and idea sharing with other advisers during the conference and as a part of a separate adviser meeting.

· Having time to build positive rapport with their student leaders.

A host school that helps with a Middle Level Regional Leadership Conference will benefit from the experience by…

· Having 10 student leaders help facilitate a nationally recognized student leadership program.

· Gaining the opportunity to showcase their school and generate positive public relations with the surrounding communities.

· Helping to serve the 1900 students and advisers that attend the MLR’s each year.

Facilitators that teach at the Middle Level Regional Leadership Conferences will strengthen the Washington State Leadership Program by…

· Growing professionally through the planning and implementing of MLR’s.

· Networking, mingling, and idea sharing with other advisers and students during the conference and as a part of a separate adviser meeting.

· Carrying the spirit of, and teaching the goals of the Washington State Student Leadership Program.

TIMELINE 

Week of January 4-8

· Invite local/neighboring schools with information sent to you in December.

· Review host school “to do” packet sent via e-mail and snail mail from Joe.
· Phone conversation with Joe or Camille (We’ll call you) to clarify “To Do” packet.

· Give packet to student leaders to read and begin planning.

Week of January 11-15

· Deadline to Invite local/neighboring schools. 

· Work on “to do” list with student leaders.
Week of January 18-22 & 




February 25-29

· Continue work on “to do” list with student leaders.

· Register any additional student delegates from your school at the regular price (ten workers are free). 

· Check with Karen to see how registration is going for your site.

· Student leaders should read & practice lesson plan for “Bonus Game Activities” and the “Red Light Green Light Game”. They should also practice making a Leadership Rule mini-booklet from an 8 ½ by 11 piece of paper.
Week of February 1-5

· Dress rehearsal for welcome “skit” presentation.

· Site facilitators will contact you to introduce themselves and if needed, arrange for a lunch the day of the workshop.

· Check with Karen regarding registration numbers to order snacks. Order your snacks one or two days prior to the event…in the age of Fax…we usually get last minute delegates!

February 9, 10, or 11

· Relax

Check-off list

signs

□ 
Make conference theme sign “Leadership: GAME ON!!” for backdrop.

□ 
Make decorations/signs related to theme.

□ 
Make Bonus Game Station signs.

□ 
Make school signs (optional).

facilities

□
Reserve space for adviser meeting 

(10:45 a.m.-12:00)

□ 
Secure supplies for conference (tables, chairs, garbage cans, sound system, mop/bucket for spills).

FOOD

□ 
Arrange for snacks: delegates ($1.00 each) and advisers ($2.00) (save receipts for reimbursement).

□ 
Arrange for MLR facilitator lunches if they make a request (save receipts for reimbursement).


CONFERENCE DETAILS
□
Contact neighboring schools and invite them to the conference.

□ 
Practice conference welcome “skit.” presentation. 
□ 
Read & practice “Bonus Game Activities,” “Red Light Green Light Game” and making 8 page mini-booklet. 

□ 
Discuss student worker expectations with students.

□
Coordinate student worker attire.

□
Register additional student delegates from your school (optional).
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