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EFFECTIVE TEAMING 
Philosophy:  Building an effective team input from each member is essential. The 

thoughts of each member can easily be incorporated into a team 
philosophy. This common vision can provide a focus for the year. 

School     Group     Year   

 

Who are we?     What does it take for us to be effective? 

 

 

 

 

 

 

Why are we here?    What kinds of things get in our way? 

 

 

 

 

 

 

What are our goals?    How can we overcome obstacles? 

 

 

 

 

 

 

How do we reach our goals? 
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ASSERTIVENESS 
There are two reasons for being assertive:  
1. To speak in a respectful, matter-of-fact way when dealing with others. 
2. To stand up for yourself in difficult situations, both public and private.  

Assertive = Saying what you think or believe in a matter-of-fact way. Example: "I'd like you to 
stop tapping your foot."  
Aggressive = Saying what you think in a harmful way. Example: "Knock off that foot tapping!"  
Passive = Not saying what you think or believe. Example: Says nothing about foot tapping but is 
bothered by it.  
Passive Aggressive = Saying nothing at the time, but saying or doing hurtful things later. 
Example: Next day - "People who tap their feet are nuts." (ha, ha) "Just kidding."  
NOTE: We all do these things at times. We just need to be aware and strive to be more 
assertive.  
Just because you are assertive doesn't mean you "get your way." You've tried, have been true 
to yourself, and have nothing to regret later.  

Passive Aggressive Passive Aggressive Assertive 

Says nothing Says too much Says little or nothing at the 
time of conflict or decision 

Expresses feelings and 
opinions openly 
without attacking 

Lets others make 
decisions Blames others Hides anger and resentment Says what s/he wants 

and thinks 

Feels helpless. Rarely 
expresses opinion 

Attacks, criticizes, 
complains, 
intimidates/insults 

Won’t say honestly what the 
problem is or how s/he feels 

Respects others. 
Doesn’t blame others 

Expects others to 
read their mind Chooses for others Expects others to know what 

s/he wants 

Describes behavior. 
Chooses for self, not 
others 

Often resentful. Feels 
sorry for self 

Over reacts, uses 
sarcasm 

“Gets even” by outing, 
spoiling everyone’s time, 
complaining to others, griping 
under breath, etc. 

Doesn’t always have 
to “win” or be right. 
Doesn’t try to 
dominate 

“Gives in” rather 
than asserting self. 
Feels negative 

Has to be right Tries to get his/her way by 
whining, flirting, being “cute” 

Ready to 
compromise, but 
doesn’t “give in” on 
everything 

Has little self 
confidence Puts others down 

Asks questions that are 
hostile but pretends to want 
answers 

Is true to self 
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Listens but doesn’t 
respond. Thinks little 
of one ideas/opinions 

Doesn’t listen Listens but doesn’t “hear.” 
Has own ideas Listens carefully 

Doesn’t see 
choices/options 

Wants more than 
his/her share of 
“turns” 

Doesn’t state opinion at time but 
sabotages final choices 

Takes turns 

“I’m not OK, but 
you’re OK” 

“I’m OK, but you’re 
not OK” 

“I’m OK, but you’re not OK, 
but I’ll let you think you are, 
then I’ll make you miserable” 

“I’m OK and you’re 
OK” 
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HOW TO AVOID / RESOLVE CONFLICT  
CONFLICT AVOIDANCE 

 1. Set aside personal differences and conflicts. 

 2. Keep the group goal(s) uppermost in mind. 

 3. Put yourself in the other's position and think of three good reasons for that point of view. 

 4. Make everything you say or do positive. 

 5. It is OK to disagree with ideas but not with people. 

 

CONFLICT RESOLUTION 

 1. Identify and state the problem/conflict. 

 2. Express your concern/feelings with "I" statements, not "you" statements. 

 3. Listen to understand--never interrupt. 

 4. Check that you understand by briefly repeating what you heard in your own words. 

 5. It is OK to laugh with each other, not at each other. 

 6. Final resolution is achieved when: 

  a.  apologies are exchanged, and/or 

  b.  reconciliation occurs, and/or 

  c.  everyone reaches a solution they can "live with," and 

  d.  the solution allows for the group to proceed (carry on). 
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CREATIVE TEAM PROBLEM SOLVING  
 
DEFINE THE PROBLEM 

• Go beyond the obvious information and sort through the symptoms. 
• Clearly write out the problem. 

GATHER INFORMATION AND EXPLORE ALL OPTIONS 
• Identify the factors that will help your team solve the problem as well as those factors that will 

prevent you from solving the problem. 

BRAINSTORM POSSIBLE SOLUTIONS 
• Be creative and go beyond the obvious solutions. 
• Strive for quantity. Quality will come from quantity. 

ANALYZE EACH SOLUTION 
• Be open-minded. Listen to the opinions of other group members. 

REACH CONSENSUS 
• All members must be willing to live with the group decision. 

IMPLEMENT YOUR DECISION 
• After coming to consensus, put your decision in motion. 

EVALUATE 
• Gather information showing that the solution/decision did or did not work. Everyone should 

have a chance to contribute during the evaluation process. 
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I•G•E: INITIATE  
Seating the Group 

Select a seating arrangement that works best for your group's size and goals. 
 

 

Set the Goal 

When you set a group goal, make it "inspirational." 
• Consider: 
-What is the purpose of your meeting? 
-What items should be on the agenda? 
-How much time will you need? 
 

Talk the Talk: 

The SOFTEN Model for Effective Listening 

Improve your leadership skills by applying these non-verbal tips for effective listening. 
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 allowed for the speaker to talk without interruption. 
E = EYE CONTACT should be made without staring 
N = NOD occasionally to show acknowledgment. 
 
Talking Stick 
An item (stick, book, eraser, etc.) is passed from person to person. Only talking stick holder may 
speak. 
 
Everybody Says 
Everyone has a chance to share–without interruption or questions–what they think about a 
specific topic or idea. This works well when trying to reach a group consensus. 
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The Pros and Cons 
If you are PRO, you want the idea to be acted upon. The CON’s are against the idea. Speakers 
get from 30 seconds for simple issues and up to 2 minutes for complex issues to offer their 
opinions. 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. 
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ICEBREAKERS AND ENERGIZERS 
When selecting icebreakers, energizers, or get-acquainted activities, ask yourself the following 
questions:  

What are my goals? 
 How large is my group? 
 What is my facility? 
 What supplies will be needed? 
 Is the level of activity and risk appropriate for the group? 

TEN ICEBREAKING IDEAS 

Fact or Fiction:  (Low Activity-Low Risk) In turn, 
each person states their name and one thing 
about them.  They could be telling the truth or 
the story could be a lie.  Group members write 
each name and "true" or "false" following, based 
on their perception of the story.  After all the 
stories are told, the actual "truth" is revealed. 

Name Toss With Ball:  (Medium Activity-
Medium Risk) One member tosses a ball to 
another member in the group and states the 
name of that person as they throw.  After all in 
the group are fairly sure of names, add an extra 
twist by having the tosser state the name of the 
person who the receiver must toss to. 

Group Juggle:  (Medium Activity-Medium Risk) 
Form a pattern where all members receive the 
ball once.  Continue tossing balls in the same 
pattern, adding more objects until the group is 
"juggling." 

Billfold Scavenger Hunt:  (Low Activity-Medium 
Risk) People find items from their wallet or bag 
that fit each of four categories:  Most worthless 
item, most priceless item, most revealing item, 
most memorable item.  Items are shared with 
sub-group members. 

Life Line: (Low Activity-Medium Risk) Divide into 
groups of two and make sure that each person 
has a paper and pencil.  Participants create a 
"Life Line in Progress" for their partner.  The line 
starts with the partner's birth date and continues 
through today's date.  Along this timeline, 
students record memorable events in their 
partner's life.  Positive events are recorded 
above the line and less-than-positive events are 
recorded below the line.  Students take turns 

introducing their partner to the group by 
selecting a few highlights from the "Life Line" to 
share. 

Lap Sit:  (High Activity-High Risk) If a stated 
attribute applies to a member, they move in the 
direction indicated by the facilitator.  If someone 
else is in the chair, they sit on their lap.  For 
example, if wearing green, move three to the 
right. 

"I Have Friends Who...": (high Activity-Medium 
Risk) With one less chair than participants, a 
person standing in the center declares, "I have 
friends who...(e.g. were born in another state.)  
All members for whom the quality applies must 
move to a new chair.  The person in the center 
tries to regain a chair by calling out the attribute. 

Shuffle Your Buns:  (High Activity-High Risk) In a 
tight circle with chairs touching, the participants 
try to keep "it" from sitting in the open chair.  
This is accomplished by shuffling to keep the 
position of the open chair in flux.  "It" begins by 
standing in the circle. 

Interviews with Symbols: (Medium Activity-
Medium Risk) Group members are interviewed 
by another member of the sub-group.  
Interviewers form a symbol from a pipe cleaner 
that represents a quality possessed by the 
member they interviewed.  As an option, 
symbols could be drawn on nametags. 

Grab Bag:  (Low Activity-Medium Risk) Each 
member draws something from a bag of 
miscellaneous items.  In turn, each individual 
explains to the group how they are like the item 
drawn, i.e. "I'm like a rubber band in that I'm 
flexible")
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I•G•E: GENERATE 

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: 

* The goal is to generate as many ideas as possible. 
* Avoid value judgments and put-downs. 
* All ideas should be counted. You are after quantity. 

Tips for Success 

Warm up for brainstorming by practicing first. What are the uses for a spoon? How may uss 
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.  
 
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 
that includes ideas from all members, you might try the technique of 1-3-6ing. 
 

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 fiv
e 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 vo
ting. Three to five votes per person allows 
them to weigh their choices. 

 

Step 6 TAKE ACTION // Make the project happen! 

Rank order the results of the group vote. Select c
ommittees and begin project planning. 

For project planning tips, refer to pages 21-
23 in this planner
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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? 
 

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. 
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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. 

ASSEMBLY LUNCH PUBLICITY SUPPLIES FACILITY 

Skit on school policies 

Kelisia 

8/24 

Determine 
menu with 

kitchen staff 

Gary 

8/17 

Change Reader 
board 

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 

Officer Intro Skit 

Rachel 

8/24 

Locate and 
Clean BBQ’s 

Theanne 

8/25 

 Welcome/Theme 
Banner 

Jason  

8/25 

Directional 
signs for 
hallways 

Rueben 

8/23 

 Lunch 
Entertainment 

Simone 

8/19 

 Nametags and 
Pens 

Kate 

8/25 

 

 

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. 
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I•G•E: EVALUATE 

OUTSIDE EVALUATION  
The success of our projects, whether they be an assembly or a school-wide activity, can be judged 
internally (by the group running the project) or externally (by others not involved with the 
project. We frequently use “Hits and Wishes” as an evaluation tool internally, but do we evaluate 
externally? No evaluation is complete without asking outsiders for their opinions.  

When we evaluate, it is critical that we set clear evaluation standards in advance. Otherwise, it is 
easy to “move the goalposts” which mark success. In performing an outside evaluation, we can 
deal effectively with the responses we receive if we have determined ahead of time which quality 
of response we will accept as a sign of success. In other words, we have set the goal posts before 
we begin to evaluate.  

For example: On a five-point scale, we decide in advance which “score” will be acceptable to our 
group to indicate success. Will it be a 3 or better, a 2 or better, or a 2.5 or better?  

Also, it improves the consistency and reliability of the results if we attach a descriptor to each 
point of the scale that we use.  

You can decide for yourself which aspects of the project you wish your evaluators to judge.  

 

Consider the example below for an assembly evaluation. Please evaluate today's assembly 
using the 5-point scale below.  

1= excellent         2=very good          3=average            4=only fair              5=poor  

a. The content of the assembly was interesting and held my attention:     

b. The assembly moved smoothly and suffered no major technical difficulties:   

c. The assembly involved a wide variety of students:    

d. The over-all quality of the assembly was:    
 

You might distribute such an evaluation form to a representative sample of the student body 
and faculty. Tabulating your average scores will tell you whether or not you met your goal for 
“success”. You may also elicit comments by adding a few open-ended questions, such as: What 
did you like best about today's assembly? What could we do to improve on this assembly?  

Judging our own process and product is an essential step of evaluation. Allowing others to 
judge our success can feel threatening but will provide crucial information.   
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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 “Hits” (things that went well with the project or 
process) and “Misses” (things you would change with the project or process). 
•  Identify solutions for each “Miss”. 

 

Hits Misses Wishes 
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? 
a. Will I be violating either civil or criminal law, an established policy or the trust of the 

group? 
2. Is it balanced? 

a. Is it fair to all concerned in the short-term as well as the long-term? 
b. Does it promote win-win relationships? 

3. How will it make me feel about myself? 
a. Will it make me proud? 
b. Would I feel good if my decision were published in the newspaper? 
c. Would I feel good if my family knew about it?  
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EFFECTIVE MEETINGS 
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. 

 Decision Making: 

  To make a decision by majority or consensus. 

 Action Planning 

  To develop a plan for implementing a decision 

 

Standard Agenda Format 

 1. Call to Order 

 2. Flag Salute 

 3. Roll Call 

 4. Reading of Minutes 

 5. Treasurer's Report 

 6. Officer's Reports 

 7. Committee Reports 

   Standing 

   Special 

 8. Unfinished Business 

 9. New Business 

 10. Announcements 

 11 Adjournment 
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Prior to the Meeting:  Actions to Ensure 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: theater, horseshoe, circle 

 

If business will be conducted utilizing Parliamentary Procedure, refer to the following pages for 
assistance. 

  



 97 

HOW TO FACILITATE 
 

A facilitator is a leader who enables a group to efficiently reach its goal or objective while remaining 
neutral to the opinions of individual group members. 

Facilitating is a learned skill. But with practice, practice and more practice, it becomes natural and is very 
effective. 

RUN AN ORDERLY MEETING—Ensure that the physical setting is appropriate. Set a time limit or closing 
time for your meeting. 

STATE THE PURPOSE—Make it clear what the group’s goal is. This way the group won’t get off task as 
easily. 

INVOLVE EVERYONE—Use names. Recognize and use individual group members’ abilities. Build positive 
communication. Be aware of verbal and non-verbal messages. 

REMAIN NEUTRAL AND SENSITIVE—Listen more than talk. Develop a system that gives everyone an 
opportunity to talk, such as a talking stick. Call for every member’s opinion. 

PARAPHRASE—Summarize from time to time what has been said. Paraphrase to clarify a member’s 
meaning. Be certain that everyone understands what is said. 

RECOGNIZE LIMITATIONS—Table issues as necessary. Establish sub-committees when appropriate. 
Realize that not everything can always be resolved by a group, especially if the group is large or if this is 
the first meeting. 

ENCOURAGE—Make comments on the group’s progress from time to time. “Sounds like we are getting 
some really good ideas now.” “I appreciate that everyone is participating.” Let group members know 
that you appreciate their positive contributions. Build in humor and celebration. Be enthusiastic. 

END ON TIME (or early)—Even if you have not reached the goal, thank the group for their hard work, set 
a time to meet again and GET UP! This signal will let them know that the meeting is over. 
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PROMOTION AND PUBLICITY 
You can have the best event in the world…but it will not be a success unless people know about it. Use 
the tips below to ensure that your hard work in planning translates into high participation.  

 

ADVERTISING BASICS 

GRAB PEOPLE’S ATTENTION 

Visuals should be interesting, colorful, and creative. Their appearance should draw you to read them. 

 

PLAN AHEAD 

• Who is the audience?      
• How will you advertise:  Posters? Flyers? Announcements? Gimmicks? 
• What quantity will you need? Where will they be placed? 
• When will you need to finish the design work? What’s the printer’s deadline?  
• When will you put the advertisement up? When will you take it down? 
• Do you need to get permission? 

 

INCLUDE ESSENTIAL INFORMATION 

Keep basic information direct and to the point. A reader should be able to get all the information as 
they walk past the poster in the hallway. 

 What is the event?     Why are you having it?     When will it take place? Where is the location? 

 

PAY ATTENTION TO DETAIL 

• Check and double-check spelling. 
• Draw pencil guidelines for lettering. Remember to erase when done. 
• Never slant words down. Slanting up for effect is more effective. 
• Use yellow as an accent. It is difficult to read as text on white or light paper. 

 

GIMMICKS  

• Have a third dimension by creating the illusion of the poster jumping towards you. 
• Utilize different materials for signs such plastic tarp, burlap, cotton, or parchment. 
• With permission, write on car and building windows with water-soluble products. 
• Try using a theme (travel, circus, nature, nautical, etc.) to tie your advertising together.   
• Think beyond the basics: 
à Place advertising stickers on cans or bottles in the vending machine. 
à Create a business card that advertises an event. Copy on perforated business cards. 
à Hand-deliver personal invitations. 
à Write a message on a masking tape or blue painters tape and stick in on the ground or wall. 
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à Tie a message on a helium balloon’s string that hangs two feet above eye level.  
à Put your advertisement in a fortune cookie. 

 

TECHNOLOGY 

Stencils: Use your computer to make stencils. Select a special font and make each letter of the alphabet 
as big as possible. Select outline as the lettering style—this will save on your printer ink. Print each 
letter of the alphabet as a page. Cut out and transfer to tag board. 

Poster Machines: Some schools have commercial poster-making machines that will produce banners or 
increase an 8" x 11" paper to a much larger size. This works well for graphics. Also available are 
machines that produce letters and shapes by making a die cut. 

Artwork: Make an overhead transparency on a copy machine of artwork or clipart then use an overhead 
projector to size it on your poster. 
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USE IGE!!! INITIATE: 
Start with an 
icebreaker…  

Sample PROJECT PLANNING GUIDE 
Who is involved? 
Committee Members 
  
 
Objectives and Goals:   
 
Brief description of the project           
 
Why are we doing this project?           
 
Who will benefit from this project?           
 
This activity or event best supports the goals and mission of the Associated Student Body and Leadership program in the 
following areas:  

 Campus Improvement  Class  Educational  Spirit 
 

 Fund raising   Recognition  Service  Unity 
 
Logistics:  

 
Event/Project Proposal Title or Goal:    Proposed Date for Event:    
 
Location(s) for the event:     Day:      Date:   
 
Hours of the event including set up and break down/clean up:  From:  To:    
 
Time required for set-up:   Hours on Day:      Date:    
 
Time required for breakdown/clean-up:    Hours on Day:    Date:   
 
Additional Signatures: Whose approval do you need to conduct the project? 

 Approval Needed? Deadline Person Assigned Approval - Signed/Date 
o Advisor    
o     

o ASB Executive Board    

o Athletic Coordinator    

o Principal    

o Activity Coordinator    
 
Publicity. What types of publicity do you need? What will be most suitable to the project and the audience? 

Item Person responsible? Deadline 
Handouts   

Announcements   

Bulletin Boards   

Newspaper Article   

Social Media   

Other (be creative)   

  

GENERATE:  

Brainstorm: look through what was 
already been generated.  Listen to 
each other and list those ideas or 
brainstorm on your own (use  
1, 3, 6 or some other method). 

Now, voice the choice 
and narrow it down, 
select your project 
proposal:  
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NEEDS/TASKS and RESOURCES: 
 

 What Who When Date to be 
completed: 

Initial when 
completed: 

      

      

      

      

      

      

      

      

      

      

      

      

 
Budget. Use this worktable before you submit any requisitions or complete your proposals. This must be clearly planned and 
itemized. 

  
Item to be Purchased 
(Quantity) 

 
 
Cost? 

Selling Price: 
(If to be sold. If 
not this is “0”) 

 
Expected 
Revenue: 

 
Actual  
Revenue: 

 
Actual Profit 
or Expense 

 12 candy bars @ .10 ea. $1.20 $0.50 ea. $6.00   

1.       

2.       

3.       

4.       

5.       

 TOTALS:      

 
Use of Outside Vendors: 
Arrival time of: D.J., Photographer, Speaker etc. 
o Check here if contracts, forms and information requests have been completed for outside services. 
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INDIVIDUAL PROJECT ACTIVITY RECORD  
 

You:    Committee:
  

 

Other Committee members:  
  

 

 
  

your responsibilities for the project:  

 

 

Record ALL activities that demonstrate your contribution to the committee and the 
successful completion of the project:  

Activities Date 
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PLANNING BOARD  
Project:  
  

 

Project Date:  
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Name: ____________________________________ 

Period ________ 

PROJECT REFLECTION  
How would you rate this project? 
 

Outstanding   

Good  

Needs Improvement  
 

How would the Community rate this project?  

Outstanding   
Good   
Needs Improvement  
 

 

Comments on these ratings:  

 

 

 

 

 

 

List all of the things about this project that should be done again:  

 

 

 

 

 

 

List recommendations to next year’s committee if they do this again:  
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Individual Project Reflection:   

In the space below and on the back, honestly comment on:  (be sure to number your answers)  

1. How do you think your particular committee went?  Did you follow plans, finish on schedule, 
meet standards, involve others, and work well as a group?  

 

 

 

 

2. How well did you contribute to the project?  Rate yourself 1-10 and explain your rating.   
 

 

 

 

3. What are you proud of?  
 

 

 

 

4. What would you do differently if you had this to do over?  
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ASSEMBLY AND PRESENTATION  
GUIDELINES FOR GREAT ASSEMBLIES 
1.  CHOOSE AN MC (Master of Ceremonies) 

Pick someone with solid microphone techniques, someone with the ability to stall, speed up or cover a 
miscue, and most importantly, pick someone who can ask for the audience’s attention and get it. The MC 
keeps things moving and knows what happens next. 

2.  PLAN TO THE LAST DETAIL 

The work just begins after the agenda has been set. Here are a few questions to think about:  Who will 
set up the bleachers and microphones? Are there signs to be posted? Where will props be located? How 
will the stage design (where people enter, exit, and present) look? How will people know their cues? Who 
will be using what microphones? Planning for the “little things” keeps an assembly on time. 

3.  CRITIQUE YOUR MATERIAL FOR APPROPRIATENESS 

Consider what you are saying through your words and actions. Is your material appropriate for a school 
assembly? Is it free from negative stereotyping? Check your material by using the information on page 13. 

4.  REHEARSE, REHEARSE, REHEARSE 

5.  INVOLVE THE AUDIENCE 

Get the audience to DO something, don’t just have them sit and watch. A few suggestions: a vote, sing-a-
long, wear special clothing to the assembly, the Wave, make a sound or say a word on a specific cue. Be 
creative. The possibilities are endless. Try to avoid the standard cheers and class competitions; the 
audience is yearning for something more. 

6.  CREATE A SURPRISE ELEMENT 

Make your assemblies big and bold. Having a surprise element at each assembly will help you do this. 
Surprise elements include:  a giant prop, a special guest appearance, music, spotlights, sound effects, 
drum roles, flash reports, noise from behind a curtain, mysterious sounds.  

7.  BE MELODRAMATIC 

Remember, you are playing to a huge audience; nothing subtle will be seen or understood. Lines need to 
be said loud and slow, body motions need to be exaggerated, jokes spelled out. Anything can work; just 
make sure you accent it.  

8.  USE A VARIETY OF PEOPLE 

The more people you have doing something in the assembly, the more successful the assembly. 
Remember, people support what they help create. Seek and find people representative of your school’s 
population and get them in front of the audience. Parts can be as simple as holding signs to as complex as 
a comedy routine. Think of yourself as a talent scout and go find your stars. 

9.  BUILD EXCITEMENT FOR THE ASSEMBLY  

Promote the assembly through coming-attraction-type announcements: signs, invitations, ask a riddle 
that will be solved at the assembly. Make people WANT to go to the assembly.  
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10.  ENJOY THE PROCESS, AS WELL AS THE PRODUCT 

An assembly lasts about 30 minutes, planning for an assembly takes 2-3 weeks. Make sure to enjoy the 
process because in the end, it is ultimately what matters. 

ASSEMBLY PRODUCT STANDARDS- 

PURPOSE Theme, Impact, Goal 

r Purpose was clearly communicated. 
r Theme was demonstrated throughout the 

entire assembly. 
r Purpose was aligned to school’s mission and/or 

state learning goals. 
r Assembly impacted the elements of rigor, 

relationships, and relevance. 

STRUCTURE 
Flow (dead time, smooth 
transitions), MC, Time Mgt, 
Sequence, Physical set up, 

r The sequence of events was logical.  
r MC captured the audience’s attention and 

facilitated entrance/exit of each activity. 
r Assembly started and ended on time. 
r Physical space was organized for an effective 

floor plan based on intent. 

CONTENT 

Tone, emotional/social/ 
physical/intellectual safety, 
Appropriate, Entertainment 
value, Information delivered, 
Variety of Strategies/ 
Techniques, Fresh Ideas 

r A variety of strategies and innovative ideas 
were utilized. 

r Assembly was respectful of the emotional, 
social, physical and intellectual safety of all. 

r The information shared was appropriate, 
accurate, and complete. 

r Atmosphere and tone set matched the intent. 

MECHANICS 

Logistics, technology, sound, 
Clean Up, Set Up, Published 
Agenda, Physical set up, 
Supplies ready, supervision, 
special population consideration 

r Set and clean up were effective. 
r Agenda/ scripts was distributed within proper 

timeframe. 
r Tech/audio ran without error. 
r All supplies were organized and prepared in 

advance. 
r Special populations were given the necessary 

accommodations. 
r Supervision was effective. 

DELIVERY 

Media, Visuals, Approach, 
Diversity of participants/ 
presenters (well-prepared, 
dynamic, personal, can fill 
space, speaks to whole 
audience, ability to control) 

r Presenters used good eye contact, appropriate 
and engaging language and physical movement. 

r Multi-media techniques were utilized for 
maximum effectiveness.  

r Presenters and participants represented a cross-
section of the school population. 

r Presenter pace allowed the assembly to flow 
smoothly without pause or dead time. 
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AUDIENCE 

Involvement, Inclusion, 
Engagement (appropriate 
audience response), Target of 
audience, consideration of 
special populations (disabilities, 
guests, ELL)  

r All diverse audience members were consistently 
engaged and responded appropriately to 
assembly components. 

r Needs of special populations were met.  

 
 


