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Icebreakers and Get Acquainted Activities

Question:
Groups function most effectively when the members:


a. know each other.


b. are comfortable with each other.


c. are awake, alert, and focused.


d. all of the above.

Answer:

d. ALL OF THE ABOVE!
Try some of the following activities to “break the ice” in your group.

1.  NAME GAME
This name association game begins with the facilitator picking a topic (foods, places, animals, things at camp, etc.).  The participants sit in a circle.  The first person begins by stating their name and a word that fits the theme and begins with the same letter as their first name.  (Example: food theme—Brian...Blueberry).  The second person repeats the name and item of the first person and adds their own.  The third person repeats the first two and adds their own, etc.  


Variation: Participants introduce their name with a physical motion.

2.  SNOWBALL FIGHT
On a piece of paper, each member of the group writes down a question they would like the other members of the group to answer.  After writing down the question, people crumple up their paper into a ball.  On the command of “snowball fight” group members start tossing the papers at each other.  On the “Stop” command, people pick up the snowball closest to them and answer the question on their snowball. The group listens to the answer then asks a few follow up questions. (It is also fun to attempt to identify the person who wrote the question!)  
3.  KNEES TO TOES
Pair off and designate one person as “A” and the other as “B.”  Have all the “A”s form a circle, facing out.  The “B”s should find their partners and shake hands with them, forming another circle on the outside.  When the leader says “Kumquat,” the two circles start silently rotating in opposite directions.  The leader will then call out two body parts, such as “Knees to Toes.”  The partners need to find each other and “A”s knees need to touch “B”s toes.  After playing this for a few rounds (calling out different body parts each time), it becomes an elimination game, with the last pair to find each other and connect being eliminated.
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More Icebreakers and Get Acquainted Activities
4.  TWO TRUTHS AND A LIE
Each person thinks of three statements about themselves, two true and one not true.  Each person shares the statements and the group votes on the one statement they believe to be the lie.  The lie is revealed and the person can then give more information on their true statements if they choose.

5.  QUESTION CAROUSEL
Form the group into two circles, one inside the other, facing each other.  There should be one person designated to be the leader (starting with an adult leader then progressing to a student leader).  The leader, either as part of the circle or outside it, asks one of the circles to rotate a few places to the right or left, giving each person a new partner.  Both partners will answer the question given by the leader.  Rotate again and ask a new question. Sample questions:

What’s your favorite toothpaste?

Describe your family.

What’s your favorite food?

What is something you value?

Where is your favorite place in the world?

What’s the craziest thing you’ve ever done?

Describe yourself with five words.

Describe your favorite family gathering.

6.  A FRIEND OF A FRIEND OF A...
1. Form group into pairs...ask the pair to introduce themselves and share their favorite food. 

2. Form a new pair...ask the pair to introduce themselves, share their favorite Disney character AND point out their "first" friends by naming them and identifying their favorite food. 

3. Form a new pair...ask the pair to introduce themselves and share a goal they have for the year AND point out their "second" friends by naming them and identifying their favorite Disney character AND point out their "first" friends by naming them and identifying their favorite food.

4. Continue the activity...It helps participants get in the flow of the activity by saying the lines: "I have a friend whose name is ________ and whose  _________ is __________ and I have another friend whose...”

7.  GRAB BAG
Prior to the session, the leader collects an assortment of items in a bag, such as a straw, rubber band, paper clip, piece of string, glue, tape, etc.  (You need at least the same number of items as the number of people in the group)  Group members blindly reach into the bag and take an item.   Each person then takes a turn to explain how the item they have reflects their personality or something about them.  Variation:  Group members explain how the item reflects a quality of leadership they posses.
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More Icebreakers and Get Acquainted Activities
8.  METAPHOR MIXER
Explain the concept of a metaphor to the group (one noun is used to describe another unlike noun, i.e. Love is a razor; Hope is a drifting feather.)   Point to three or four areas (depends on size of group) that will each represent a metaphor.  State metaphors, then have the participants move to the area that best represents them. A key phrase: "Move to the area that is like you the most, not to the area you "like" the most."  Once people get to their metaphor area, have them share with each other the reasons why the metaphor best represents them.  For the 15-minute version, after the share session, have each area prepare a group answer that explains their choice.  Take turns presenting each group answer. 

Possible Metaphors:

• Paper— news; sand; recycled; notebook 

• Cities—Paris; New York; Hollywood; Omaha 

• Automobiles—van; stock car; jeep; model-T 

• Chairs —rocking; beanbag; lawn; antique 

• Boats—speed; tug; toy; sail

• Trees—pine; apple; weeping willow; redwood

9.  KNOW YOUR NEIGHBOR
Team sits in a circle with one less chair than there are members.  The leader stands in the middle of the circle, points to someone who is seated and says, "Do you know your neighbor?"  The person pointed to must say the first names of the people sitting to the right or left before the person in the middle counts to three.  If they cannot, they trade places with the person in the middle.  If they are successful, the person in the middle rearranges the seating by saying: "I'd like to meet my neighbors who...”

· came to camp

· has a pet cat

· was born in another state

· is wearing blue

· listens to NPR, etc.

All members to whom the description applies must find a new seat at least two people away from where they are currently sitting.  During this time, the person in the middle attempts to find a new seat also.  Whoever winds up in the middle, continues the game.
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Energizers!  


Use them to…

• Change the pace (changing locations or just to get bodies moving)
• Have fun
• Review concepts

• Change group size  (large to small group, pairs to individuals)

Some Energizing Ideas

1.  Human Map  

a) Designate an area to represent a Washington State map.  

b) Ask participants to stand where they live.  Have them move to a favorite location. 

Variations: Use a U.S./World Map to identify everyone's city of birth or place they want to visit. 

2.  Look Up, Look Down

a) Group stands in a circle 

b) On "look down," everyone looks down. On "look up," everyone looks up and looks directly at someone else in the circle. 

c) If two people are looking at each other, they both scream and cover one eye.  

d) When a participant has both eyes covered, they sit down.  Play until one person remains standing or two people put each other out.

3.  Concept Cheer    

In small groups, team members create a cheer to review a learned concept to share with the rest of the team.  Variation:   Have the small groups make up a TV or radio advertisement.

4.  Dance Freeze 

a) Pick a song or create a drumbeat that everyone can move and groove to.   

b) One person starts the song or drum beat with others joining in.  

c) Participants get wild and crazy to the beat or song.  

d) When the song or drum beat stops...participants must freeze.  

e) If the leader sees someone move before the song or drumbeat starts again, he/she is the new leader (or people join the leader until there are only a few "groovers" left.)  
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More Energizers!  

5.  Variations on Charades

Traditional charades:  Have team review rules as they remember.

Group charades:  Half of the team silently acts out a nursery rhyme or fairy tale for the other half of the team to guess.

Celebrities:  

1. Each person writes down three famous characters–real, fiction, or cartoon (one name per scrap paper). 

2. Team is divided into two groups. 

3. Each group draws names from a hat and races against each other to guess as many names as possible within a certain time limit.   

Variation:  Use concept terms  (Goal Setting, Sensitivity to Others, Fist to Five, etc.)

6.  Ripple

a) Team forms a circle.  

b) Individual starts a movement or sound.  The action is the repeated by the member to the right and left and continues to “ripple” through the circle.  

c) The action will intersect at the member who will then repeat the process creating his or her sound/motion.

7.  1-2-3 Shoot  

a) Group members work in pairs and in unison say, "1-2-3 shoot".  

b) On "shoot," both members extend from zero to five digits on one hand (held horizontally) 

c) The first partner to say the sum of the extended digits wins.  

Variations:  

1. Use both hands. 

2. Use subtraction (smaller number from larger number). 

3. Use multiplication. 

4. Work as teams, pairs against pairs. 

5. A leader calls out a number and instead of competing, the pair attempts to create that number through addition, subtraction, etc. without talking.
8.  Mime Ball  
a) Team forms a standing circle  

b) A group member "mimes" throwing some sort of sports ball to a group member across from them.  

c) That member "mimes" catching the ball, then throws a different type of ball to another member of the group.   

Variations: 
1.  Toss sounds across the circle.

2.  Name the person before you toss them a ball or sound. 
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 STRATEGIES FOR GENERATING IDEAS

Brainstorming
Brainstorming is a method of generating ideas from as many people as possible in a short period of time.  Remember these simple rules:

· Set a Time Limit:  It’s best to have a quick, intense session.   The goal is to generate as many ideas as possible.

· Encourage Creativity:  Sometimes the strangest ideas become the best solutions. 

· Avoid Put-Downs:  Nobody likes to see his or her idea shot down before it has a chance to be developed.  Support all ideas that are related to the topic.
Tips for Success

· Warm up for brainstorming by practicing first.  What are the uses for a spoon?  How may uses can you generate in 60 seconds?  Practice a second time with another common object.

· When brainstorming in a group, you may want to appoint more than one recorder.  By alternating the ideas between three writers, they can keep up with the flow of suggestions from the group.

1-3-6ing

Brainstorming works well to generate lots of ideas quickly.  One drawback is that sometimes ideas are heard only from the loudest, most vocal members of the group.  For a broader representation of ideas from all members try the technique, 1-3-6ing.

Step 1
ONE

On your own


This is individual brainstorming.  All participants write down their ideas on the topic.  Be as creative and crazy as you can.  At this point, don't worry about the "workability" of each idea.

Step 2
THREE

With two others near you


Combine your lists.  Do not eliminate any ideas.

Step 3
SIX

Join with another group of three


Share your lists.  Prioritize by selecting the top five to ten ideas from your combined lists.  Put these top ideas on butcher paper.  Post your list.

Step 4
IDEA SHARING
Share lists with the other groups


A reporter shares the list of ideas with the entire group.  Ideas are clarified if necessary.  Duplicate ideas are eliminated.

Step 5
VALUE VOTING
Members vote for their favorite ideas


Adhesive dots or gummed stars work well for voting.  Three to five votes per person allow them to weigh their choices.

Step 6
TAKE ACTION
Make the project happen!


Rank order the results of the group vote.  Select committees and begin project planning.  For project planning tips, refer to pages 17-19 in this planner.
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Decision-Making Strategies

FIST TO FIVE ... A quick technique used to assess the feelings of the group

· STRATEGY:  State the topic under discussion and then on the count of 3, group members raise their hand to show their decision as follows:


Fist:
"No way, I'll fight the idea."


1 finger:
"I don't like the idea."


2 fingers:
"I'm neutral."


3 fingers:
"The idea is OK."


4 fingers:
"I really like the idea."


5 fingers:
"I'm wildly enthusiastic about the idea and will promote it."


After the show of hands, ask those who showed a fist or one finger to explain why they would "block the idea.

· ADVANTAGES:  No equipment or special materials needed.  Easily observable.  Several degrees of choice.  Identifies items that can be resolved quickly or need further discussion.

· DISADVANTAGES:  Limited to one item of choice.  Others may influence group members.  Lack of private vote.

MAJORITY VOTING...A democratic approach to seeking a solution

· STRATEGY:  Vote is taken by paper ballot, raising of hands, standing, voice vote (greater volume), or by machine.  One vote per member.

· ADVANTAGES:  Commonly accepted.  It can take place in any situation.  It takes little time.

· DISADVANTAGES:  Tends to divide groups.  It can create definite "winners" and "losers" and may alienate "losers."  Those who lost the vote may not support the decision.  If the vote is close, a recount is often necessary.

VALUE VOTING...Allows all participants to vote on many ideas

· STRATEGY:  Each person has a designated number of votes (3-5), to be cast as s/he chooses.  Often used as the final decision-making step in 1-3-6ing.

· ADVANTAGES:  High degree of ownership.  Allows for more than one choice.  Highlights other positive ideas for future reference.

· DISADVANTAGES:   Time consuming.  Requires voting materials (butcher paper, adhesive dots or stars).

CONSENSUS...Provides for total group support of the decision

· STRATEGY:  The group discusses the issue to reach a decision which all can accept, one which is best for the group rather than best for the individual.  Compromise may be needed, but in true consensus voting is not used.  If it is impossible to reach a decision by consensus, you should have an alternative decision-making strategy ready.

· ADVANTAGES:  High degree of group satisfaction and commitment to the decision.

· DISADVANTAGES:  Time consuming.  Requires effort from everyone.

CHANCE STRATEGIES...For low-level decisions between two alternatives that are equally appealing to the group

· STRATEGY:  Rolling dice, cutting a deck of cards, flipping a coin, etc.

· ADVANTAGES:  Quick and easy.  Fun.  Equal opportunity for either side to win.

· DISADVANTAGES:  May seem silly.  May not be taken seriously.  Not for decisions that need careful consideration and input from members.
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Roles People Play

People in groups play many different roles.  Some roles are helpful in allowing a group to accomplish its goals.  Other roles are negative and can cause the group to stumble as they work to achieve success.  
PRODUCT PEOPLE help the group complete the assignment.  These people are concerned with getting the job done.
ROLE
DEFINITION
SAMPLE PHRASE

 

Initiator
Offers Suggestions.
“I have an idea—let’s have
Gets things going.
a pizza feed.”

Information Seeker
Asks questions about
“Where will we get the money?”
the situation.



Information Giver
Answers questions
“We have some money in our


about the situation.
account and we could collect



donations too.”
PROCESS PEOPLE are concerned about the other people in the group.  They work to make sure that everyone feels good about being part of the group.
ROLE
DEFINITION
SAMPLE PHRASE

 

Encourager
Thanks and praises  
“That’s a great idea, Sally!”


members for their ideas.

Harmonizer
Promotes group togetherness.
“Let’s stay calm.  We need



Helps when things get tense.
to get the job done and





getting mad doesn’t help.”

Moderator
Ensures that all members 
“We haven’t heard from Tom


have an opportunity  to
 yet. I bet he has an opinion.”


participate.

EGO ROLES are sometimes taken on by group members who are more concerned about themselves than the group.  These negative roles usually cause conflict for the group as they work together.
ROLE
DEFINITION
SAMPLE PHRASE

 

Blocker
Rejects all suggestions.
“A Pizza Party is a stupid idea.”

Avoider
Doesn’t want to get involved.
“Don’t ask me.  I don’t care.”

Dominator
Wants to control the group
“If you want something good you


so his/her needs are met.
should listen to me.”
Recognition Seeker
Wants to draw attention 
“Hey, have you guys seen this
to him/herself.
trick before?”
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Communication Strategies

Talking Stick

An item (like a stick, book, or eraser) is passed from person to person.  You may only speak in the group when you have the item.  The talking stick holder may decide who talks next.  

Everybody Says

Just like its name, everyone has a chance to say what they think about a specific topic or idea.  All the other members of the group must listen as each person shares their opinion or a fact.  This works well when trying to reach a group consensus.

The Pros and Cons 

Many topics have just two sides or opinions.  If you are PRO, you want the idea to be acted upon.  The CON’s are against the idea.  Each side of the topic gets a specific amount of time (from 30 seconds for simple issues up to 2 minutes for complex issues) to speak on the issue.  Make sure that if you are the speaker, you state specific facts and reasons for your opinion. Speakers PRO & CON take turns.

Controlled by Chair 

Parliamentary Procedure uses the idea of the discussion being facilitated by one person.  Pick a person to "chair" the meeting.  Participants may talk only after being recognized by the chair.  This is a good way to keep a group focused and on task.


The SOFTEN Model

A good leader is a good listener.  They listen to all different groups of people in hopes of having a better understanding of issues, concerns, and ideas.  Use the SOFTEN Model to improve your listening skills.


S
SMILE or SERIOUS whichever is most appropriate.


O
OPEN POSTURE facing the person who is talking.


F
FORWARD LEAN slightly toward the speaker.


T
TIME should be allowed for the speaker to talk without interruption.


E
EYE CONTACT should be made without staring.


N
NOD occasionally to show acknowledgement.
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Appropriate Humor

"The simple factor of funniness can never be the sole criterion to justify a joke, sketch, or performance." 
Steve Allen

Leadership involves working with other people -- to generate ideas, plan activities, and evaluate successes and failures.  One way to stimulate other people to work is by making other people laugh.  If they are feeling good, people are often more enthusiastic, and accomplish more.  Humor is a great tool.

At the same time, you've probably had the experience where you've cracked a joke and, instead of everybody thinking it was funny and getting pumped up, its fallen flat.  Worse than that, it got some people upset, and stopped the momentum you thought you had going.  In other words, humor is great, but it doesn't always work.

One way to make humor work for you is to think about (and even discuss with friends) when humor, and what types of humor, is appropriate.  An easy method is to think of humor in terms of a stoplight with three indicators:  Green—types of humor and situations where humor always seems to work; Yellow—types of humor and situations where humor may or may not work depending on the circumstances; and Red—types of humor and situations where humor never is appropriate.

Take a few minutes and try filling out this humor chart.  (Hint:  it may help to imagine yourself as being on the receiving end of jokes instead of on the giving end.)

	GREEN
	YELLOW
	RED

	
	
	


Knowing when and how to use humor is part of being a leader.  Store this chart in your leadership memory.  Call it up once in a while as a reminder.

"A jest's propriety lies in the ear

Of him that hears it, 

never in the tongue

Of him that makes it.” Shakespeare
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Positive Presentations

Positive in your mind

Watch other speakers…develop your style
What type of speaker do you want to be?  How do you want to get your message across to the audience?  What things do other speakers do that works?  Watch as many speakers as you can and ask yourself:


Did the speaker…


•
appear prepared?


•
appear knowledgeable?


•
appear comfortable?


•
give good eye contact?


•
speak clearly?


•
use the microphone appropriately?


•
repeat himself or herself or use “Um,” “You know,” “Like,” or “Okay”?

Fight, Flight, or Speech

When we get in front of people, even the best of us become red in the face, sweat, or have our voices crack.  It can be embarrassing enough to make speaking in public the top fear in the world.  But, actually it is a very positive thing.

We experience a series of reflexes called “fight or flight.”  Without knowing it, our bodies prepare us to either fight off danger or run very quickly out of harm’s way.  Almost instantly, we become stronger, quicker, and smarter!

Though speaking in front of a group seldom poses any physical danger, speaking does hold a large amount of emotional or social danger and our body doesn’t make a distinction between the two, but in our minds we should.


This happens                     
because







Irregular breathing
reflex of body to keep from getting caught without air

Sick to stomach
body shuts down all non-urgent functions to conserve 


energy (including your food digestion)

Heart beats faster, red
blood flow rate increases and extra blood flows to the

face, red blotches, on
head, arms, and legs to increase strength.

neck, increased sweating
Blood energy=heat

Hands and knees shake
adrenaline release causes nerve endings to fire

Voice alters

all muscles tense, including those in neck and voice box
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Positive Presentations

Positive in your actions
Actions for great speaking…
1.
Breathe


The first thing all people do in tense situations is to stop breathing regularly.  If you stop and consciously breathe regularly, your body reads this as a signal that everything is okay. It starts to lessen all of the physical defense measures that can cause us problems.

2.
Stand correctly


When speaking, you should always bend your knees slightly.  When you lock your knees, it cuts off your blood supply and you could faint.  Keep your feet flat on the ground.  Pretend you are walking on ice where extra movement means you might fall.  We tend to sway when we are nervous.  Just keeping that in mind usually solves the problem.

3.
Speak very slowly


We all tend to speed up when we are in front of groups.  If you really slow down, your speaking speed and voice will come out as normal.

4.
Keep your elbows at your sides and use calm gestures


If you try to imagine your elbows glued to your sides, then your hands will stay relatively calm as you gesture (so your audience isn’t distracted).

5.
Mount your notes


If you must hold notes or materials, mount them on something heavy like tag board or in a binder.  This heavier material will keep your hands—and your notes—from shaking.

6.
Warm up


• Reach for the ceiling for a count of eight.  Do it twice if possible.


• Repeat the four consonants quickly: ba, ta, la, ga.


• Try a tongue twister.


• Inhale, hold the breath, and then exhale for counts of 8, 10, and 12.

7.
Practice!  Practice!  Practice!

As a rule, practice your complete presentation at least three times before going in front of a group.  Those speakers who seem the most natural and at ease are usually the ones who have practiced the most!

Microphone tips…

• Hold the microphone so its end points in the direction you want the words to go.


• Hold the microphone close to your mouth and speak straight into it.


• Speak slightly louder than normal.


• Speak slowly and distinctly.  Microphones can blur your words.

• Keep a hand over the microphone when not speaking to the audience.
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Effective Meetings

Planning the Details


Types of Meetings
Consider the following types of meetings.  By determining your meeting purpose ahead of time you will more successfully meet your goals.   


Informational

To generate ideas, gather information, or give out information.  For tips on how to generate ideas, see page 8 in this guide.


Decision-Making
To make a decision on an issue or topic.   For tips on decision-making, see page 9 in this guide.


Action-Planning
To develop a plan for implementing a decision.  For tips on planning, see page 17-19 in this guide.

Prior to the Meeting:  Actions to Insure Meeting Success

	Action

	Purpose

	Set Objectives

	• determine purpose of meeting

• identify what a successful outcome would be

• determine who should attend

	Develop Agenda

	• build agenda using minutes of the last meeting

• distribute agendas in advance for member preparation 


	Suggest Ground Rules
	• identify undesirable group behavior

• correct group weaknesses

• encourage desired behavior

• consider creating a code of cooperation for meetings

	Room Arrangement

	• set-up as needed to accomplish meeting objectives

• consider appropriate seating: theatre, horseshoe, circle


If business will be conducted utilizing Parliamentary Procedure refer to page 16 in this guide for assistance.
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Parliamentary Procedure

Sample Motions

Make a MAIN MOTION
Brings up a plan or idea for discussion and action.  It may pass or fail, or other motions may apply.

· "Mr. / Madame Chairman, I move we have a dance."

· Needs a second.

· The Chair restates the motion and calls for discussion.

· Discussion continues.

· Vote is taken, or...

Make an AMENDMENT
Changes the main motion by adding or deleting information.

· "Mr. / Madame Chairman, I move to amend the motion by adding the words 'next Friday from 9 p.m. to midnight.'"

· Needs a second.

· The Chair restates the amendment and calls for discussion.

· Discussion continues on the amendment, not the main motion.

· Vote is taken, or…

Move to REFER TO COMMITTEE
Refers the issue to a committee for further action.  Motion should include committee size, method of selection, and timeline for reporting.

· "Mr. / Madame Chairman, I move re refer this matter to a committee of three, appointed by the Chair, to report back at our next meeting."

· Needs a second.

· The Chair restates the motion to refer and opens discussion on the merits of committee study.

· Discussion continues on the referral issue.

· Vote is taken, or…

Move to POSTPONE OR LAY ON THE TABLE
Delays the discussion and decision until a later date.

· "Mr. / Madame Chairman, I move we table (or postpone) this motion."

· Needs a second.

· Discussion is allowed if the motion was to postpone, move directly to a vote if the motion was to table.


At any time during the meeting a member may…

Rise to a QUESTION OF PRIVILEGE
Allows for personal requests.

· "Mr. / Madame Chairman, I rise to a Question of Privilege."

· Question is stated.

· The Chair immediately rules on the request.

· The Chair's decision may be overruled by an appeal and vote of the entire group.

· Return to discussion, or…

Move to ADJOURN
Officially closes the meeting.

· "Mr. / Madame Chairman I move we adjourn."

· Second required. 

· The Chair restates the motion.

· Discussion is not allowed.

· Vote taken.
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Project Planning Tools

Planning Boards

A Step-by-Step Process

1.
Determine the topic/activity for the project.

2.
Brainstorm all of the possible “headers” (categories) that the project might involve.

3.
Write each “ header” on a separate Post-It note and place the headers across the top of your planning board. (It works well to use butcher paper, chalkboard or whiteboard as your planning board surface.)

4.
Develop “subbers” for each “header”, making sure that each “subber” contains the following information:



• the task



• who is responsible



• completion date

5.
Consider dividing the group into committees (one for each header) and have them develop their own subbers.  Planning Boards can further be developed for individual committees.

6.
Place all completed “subbers” on the Planning Board.  Subbers may be placed in chronological or priority order.

Planning Boards provide a great visual representation of an entire project.  Everyone can see at a glance just what “condition” the project is in at any given point.

Planning Board

Project: 6th Grade Orientation   Project Date: August 27

	Header
	Header
	Header
	Header
	Header

	Assembly
	Lunch
	Publicity
	Supplies
	Facility

	
	
	
	
	

	Subber
	Subber
	Subber
	Subber
	Subber

	Skit on school policies

Kelisia

8/24
	Determine menu with kitchen staff

Gary

8/17
	Change Readerboard

Jason

8/17
	Purchase paper products for lunch

Juan

8/25
	Set-up and workers from registration

Brianne

8/25

	Icebreaker for group

Garrett/Amanda

8/24
	Secure 4 adults to help with BBQ

Sunny

8/17
	Article for local newspaper

Kisha

8/17
	Orientation packets for students

Chris

8/17
	Assembly 

Set-up

Kim

8/25

	
	Lunch Entertainment

Bill

8/19
	
	Nametags and Pens

Kate

8/25
	Directional signs for hallways

Rueben

8/23
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Project Planning Tools


The 11 W's of Project Planning

1. WHAT are you planning to do?

2. WHY do you want to do this project?

3. WHEN & WHERE will the activity take place?

4. WHO will benefit from the project?

5. WHAT staff member(s) will need to approve?

6. WHAT funds are needed?  

7. WHEN will the basic planning be done?

8. WHAT committees are necessary?

9. WHAT kind of publicity is needed?

10. WHO deserves a special thank-you?

11. WAS the project worthwhile?

DUTY BOARDS

Create a duty board using tag board and markers.  Identify the items to be done for the project and write each item on a Post-It note.  On each note also include the name of the person responsible and the date for completion, if appropriate.  Move the Post-It notes across the board as the project progresses.  This is an effective and visual project management strategy.  Use this tool in conjunction with Planning Boards.

[image: image1.png]To Do

Doing

Done

Notes

Problems
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Evaluation

Evaluation DURING the Process (if needed)
•  At least one member must call for a “time out”.

•  A facilitator is appointed by the group.

•  The facilitator reviews the reason for the time out.

•  All criticism/difficulties must be in “I-statements”.

•  The group discusses the various options for solving the concern.

•  A decision is reached by consensus or majority vote.

•  Implement the solutions for the remaining planning time.

Evaluation AFTER the Event
•  Everyone involved in the project should be involved in the evaluation.

•  On a whiteboard, overhead or butcher paper list the “WOWS” (things that went well with the project or process) and “OOPS” (things you would change with the project or process).

•  Identify solutions for each “OOPS”.

WOWS




OOPS

	Product
	Process
	Product
	Solution
	Process
	Solution

	
	
	
	
	
	


EVALUATIION and ETHICS

Consider this "Ethics Check" as you evaluate your leadership decisions and actions.

    1.  Is it legal?
Will I be violating either civil or criminal law, an established policy or the trust of the group?

    2.  Is it balanced?

Is it fair to all concerned in the short-term as well as the long-term?


Does it promote win-win relationships?

    3.  How will it make me feel about myself?

Will it make me proud?


Would I feel good if my decision were published in the newspaper?

               Would I feel good if my family knew about it?
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Leadership Quotes

· "It is not fair to ask of others what you are not willing to do yourself."
  Eleanor Roosevelt
· "Have a vision.  Remain kind.  Don't take counsel of your fears."  
Colin Powell
· "There is no 'better' or 'worse,' only different.  That difference has to be respected whether it’s skin color, way of life or ideas."  
Kote Kotah, Chumash Native American
· "I am only one; but still l am one.  I cannot do everything, but still I can do something; I will not refuse to do the something I can do."
Helen Keller
· "Both tears and sweat are salty, but render a different result.  Tears will get you sympathy, sweat will get you change."
Jesse Jackson

· "Loneliness is the most terrible poverty."
 Mother Teresa
· "The ultimate victory in competition is derived from the inner satisfaction of knowing that you have done your best and that you have gotten the most out of what you had to give."
Howard Cosell.
· "The journey of a thousand miles begins with one step."
Lao Tzu
· "Character isn't inherited.  One builds it daily by the way one thinks and acts, thought-by-thought, action-by-action.  If one lets fear or hate or anger take possession of the mind, they become self-forged chains."
 Helen Gahagan Douglas.

· "I never notice what has been done.  I only see what remains to be done."
Marie Curie
· "Sometimes we stare so long at a door that is closing that we see too late the one that is open."
Alexander Graham Bell
· "There are two ways of exerting one's strength: one is pushing down, the other is pulling up."
Booker T. Washington
· "Success can make you go one of two ways.  It can make you a prima donna, or it can smooth the edges, take away the insecurities, let the nice things come out."


Barbara Walters
· "Do not follow where the path may lead, go instead where there is no path and leave a trail."
Unknown
· "Yesterday is a canceled check; tomorrow is a promissory note; today is the only cash you have--so spend it wisely."
Kay Lyons
· "Our greatest glory is not in never failing, but in rising every time we fall."
Confucius
· "The victory of success is half won when one gains the habit of work."
Sarah Bolton
· "Give all the credit away."
John Wooden
· "If you're too busy to help those around you succeed, you're too busy."
Unknown
· "Far away there in the sunshine are my highest aspirations.  I may not reach them, but I can look up and see their beauty, believe in them, and try to follow where they lead."
Louisa May Alcott

· "Either we're pulling together or we're pulling apart."
Unknown
· "Life will always be to a large extent what we ourselves make it."
Samuel Smiles
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GOALS AND OBJECTIVES 
Washington Student Leadership 

Washington Student Leadership is a program of the Association of Washington School Principals



Students involved in programs of Washington Student Leadership will have the opportunity to increase their understanding and/or effectiveness in the following processes:
A.  COMMUNICATION SKILLS

Students will have the opportunity to:
1.
Improve speaking skills in small or large groups.

2.
Improve listening skills in small or large groups.

3.
Improve group skills necessary to get others to listen.

4.
Increase poise while working in groups.

5.
Increase awareness of the importance of public relations.

B.  GROUP PROCESSES

Students will have the opportunity to:

1.
Increase their awareness and effectiveness in group processes and skills as they apply to various situations.

2.
Increase their understanding of different leadership styles as they apply to various situations.

3.
Increase their understanding of the concepts of conflict resolution.

4.
Increase their ability to apply effective motivation and involvement techniques.

5.
Increase their understanding of appropriate group decision-making processes.

6.
Increase their understanding of effective goal setting.

7.
Increase their understanding of the importance of identifying and utilizing available resources.
8.
Increase their understanding of the concepts of group dynamics.

9.
Increase their understanding of appropriate evaluation and/or debriefing techniques.

C.
MANAGERIAL SKILLS
Students will have the opportunity to gain an understanding of:
1.
The essential elements necessary in planning, conducting and evaluating meetings, skits, assemblies, fund-raisers, and other projects.

2.
Various problem-solving techniques.

3.
The value of delegation of authority, involvement techniques, and methods of motivation.

4.
The principle of chain of command.

5.
Time management, task analysis, and pre and post time lining.

6.
Respect for established procedures, legal parameters, and financial and budgetary management.

7.
Various goal setting and prioritization techniques.

8.
Position functions.

D.   SELF-AWARENESS
Students will have the opportunity to:

1.
Increase their self-esteem and self-concept through an increased understanding and awareness of self.

2.  
Increase their understanding of self through self-inventory, values clarification, goal setting and evaluating experiences.

3.  
Increase their skills in areas of assertiveness, risk-taking, conflict resolution, and time management.

4.  
Increase their self-help skills in areas of stress management, coping with failure/success, and dealing with criticism/praise.

E.   HUMAN RELATIONS SKILLS
Students have the opportunity to:

1.
Increase their understanding of the values of positive reinforcement, trust, and honest communication.

2.
Increase their awareness of social, cultural, ethnic and racial diversity, and develop strategies to promote respect and acceptance of diversity.

3.
Increase their understanding of techniques used to develop positive school and community climates.

4.
Increase their understanding of the lonely/alienated students and ways to increase their sense of belonging.

5.
Increasing their awareness of good sportsmanship and the ways it can be generated.

6.
Increase their awareness of sexism and sexual equality in leadership.

21



Standard Agenda Format


Call to Order


Flag Salute


Roll Call


Reading of Minutes


Treasurer’s Report


Officers Reports


Committee Reports


Standing


Special


Unfinished Business


New Business


Announcements


Adjournment
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