Dear SGA Member, 


This packet of information is meant to be a preparation booklet and guideline for success for this year.  In it you will find procedures for handling class affairs and managing yourself within this organization.  This is not the end-all of instructions, but simply an outline to give you a good idea of the framework of the class.  A copy of this should go in your binder.

SGA

2019-2020
Membership Packet

“The Leon High School Student Government Association strives to serve the school and community by promoting leadership, bringing the student voice to administrative policy, and coordinating activities which inspire citizenship, school spirit, and academic excellence”.

CLASS RULES
1. Be on time.

2. Stay on task.

3. Treat others as you would like to be treated, at all times.

4. Stay in the room unless otherwise directed.

5. Follow class procedures.

GRADES

Your grade for this class will be based on:

· INDIVIDUAL EFFORT - Service Hours, Spirit Activities, Professional Mondays, etc.
· COMMITTEE WORK – Reflection Journals and Grades assigned by Committee Heads

· PARTICIPATION – Meeting attendance, Grades assigned by class/SGA sponsors, spirit days/dress ups, Group activity participation, etc.
· ASSIGNMENTS and QUIZZES – all assigned work, and other required activities, including quizzes occasionally
· Portfolio/Binder Checks (some of the above items will be measured through the Portfolios) – your binders should be kept in the cabinet in the room unless you are actively using them outside of class for your SGA work.  All work, handouts given in class, meeting agendas, etc.,  should be put into the binders
Every member of SGA will be assigned to a committee.  There are 10 Committees, based on the 9 Project Categories of the Florida Association of Student Councils framework, and a Public Relations committee. 
Just because you are not in a certain segment of a committee does not mean that you cannot, or will not, be asked to pitch in and help out to complete a task that is not “yours”.  Be prepared to help whenever and wherever needed – we are a TEAM.  

Even though you are a designated member of a ‘committee’, you are also a member of a class group (Fresh, Soph, Jr, Sr) and will be expected to fully participate in class projects throughout the year.  Some of the class time will be allocated for these projects as needed.
COMMITTEE ROLES
· Citizenship Development – Projects intended to foster better behavior, patriotism, or the acceptance of citizenship responsibilities.  Projects designed to reduce absenteeism and improve multi-cultural understanding, and voter’s registration drives are just a few examples.

· Community Service – Any project, the intent of which is to benefit the community outside of the school.  Projects that benefit hospitals, humane societies, or homes for abused children are just a few examples.

· Environmental Concerns – Projects emphasizing awareness education in recycling, anti-litter, responsible demonstrations, etc.

· Faculty-Staff Relations – those projects intended to raise faculty morale or improve relations between the faculty and staff and the student council.

· Fundraising – Projects that the intent of which is to add funds to the council treasury.  This could also include projects which intend to raise funds for a charity.

· Health and Safety – Projects that deal with any number of health problems which are particularly destructive to high school students.  Included but not limited to tobacco, alcohol and/or drug use, eating disorders, AIDS and other STD’s, acts of violence and automobile safety.

· Membership Motivation – Any project intended to motivate the members of the council or increase participation in the council.  Lock-ins, workshops, speakers, individualized slide shows are a few examples.

· School Service – Those projects intended to be of direct benefit to the school or student body.  School clean-up or beautification, tutoring, orientation and new student buddy programs are examples.

· School Spirit – Projects intended to raise school pride or increase involvement in school activities.
· Public Relations – Engagement with the student body and community, managing mass communications and the website, fostering positive interactions outside of SGA.




INDIVIDUAL ASSIGNMENTS
Individually, you will be required to accomplish a certain degree of assignments throughout the year designed to develop your personal leadership potential by equipping you with the knowledge and skills necessary to be a more effective leader.  These will be maintained in your Portfolio, for the most part, which will be checked at least once toward the end of each nine weeks, but could be twice per nine weeks.

Maintain a Binder/Portfolio:

Each SGA member will develop and maintain a portfolio of their activities/ accomplishments/ work/assignments throughout the year.  Committee Heads will also have other binder requirements depending on their responsibilities.  These should be organized, and here is a suggested order, with sections divided properly in a 1 or 1 ½ inch binder with a clear cover that will have something in it (TBA).
· Section 1:  Calendars
· At minimum the LCS yearly calendar

· Suggested:  LHS testing calendar, any loose-leaf calendars pertaining to your committee/class
· Section 2:  Agendas and Notes/Minutes (SGA first, then Class)
· Any SGA, Cabinet, Class, or ICC agendas distributed at meetings you were involved

· Secretaries and Presidents have official copies of Minutes with each agenda

· All other members should have any notes taken during the meeting either on or with the agenda

· Section 3:  Committee Work (Project work, evaluations, etc.)
· Committee Heads have finished Activity/Fundraising/etc. Request form copies

· Committee Heads have Project Planning Forms in various stages of completion for all ongoing projects
· Committee Heads have Project Report Forms completed and attached to Planning forms when project is finished

· Committee Heads have biweekly Committee Evaluation Forms 

· Members have Goal/Task Sheets, other to-do lists, brainstorm session notes, etc.
· Members have copies of paperwork for all tasks they are in charge of, in whatever stage of completion

· Section 4:  Individual Assignments
· Individual Service Log for all hours performed that did NOT have a designated ‘Red Folder’ sheet 

· Spirit Hours Log sheet

· Reflection/Evaluation Sheets

· Outside Meeting Forms
· Book Reports

· Resolutions

· Public Policy Project

· Section 5:  Individual Project Work

· Completed Proposal Form(s)

· Finished Activity/Fundraising/etc. Request form copies

· Project Planning Form(s) in various stages of completion for all ongoing projects

· Project Report Form(s) completed and attached to Planning forms when project is finished
>>>When turning in new work, it is easiest to place new work to be graded in the front pocket, and then file it into the appropriate place in the binder after it is graded.<<<
Specific ‘Assignments’
· Plan and carry out at least one Project on your own during the school year.  (Additional approved projects may receive extra credit, but it’s like the Pringles can – once you pop you can’t stop.)
· Read one book about leadership and report on it.  This will be due around Thanksgiving time.  These are not biographies about leaders, but books designed to give you greater insights and assistance in becoming a better leader yourself.  Lots of variety here.
· Complete a public policy project – instructions will be provided when it is assigned.
· Public speaking is a component of this course, including impromptu speeches, prepared presentations, etc.  You will be completing a series of public speaking exercises throughout the year.
· Write and submit resolutions for consideration and debate regarding both school/local issues and state-wide topics.  These will be debated in class and potentially beyond.
· Attend ‘Outside Meetings’, meaning official governmental meetings in the community, quarterly.  School Board, School Advisory Council (SAC), District Advisory Council (DAC), Student District Advisory Council (SDAC), City Commission, County Commission, FSU and FAMU Student Government, FASC District Mtgs (except the one in TLH), are all approved meetings. State Legislative hearings and Committee Mtgs are also acceptable.  You must go to a different one each nine weeks to receive full credit for each grading period for this requirement.  
· Perform service for school and community through SGA.
· Throughout the year SGA members will be quizzed on some basic information regarding Leon, SGA, and proper organizational procedures (e.g.-Parly Pro and Finance, mission statement, alma mater, etc).
· Additional lessons and activities as presented by Mr. Stewart.  
STUDENT BODY OFFICER RESPONSIBILITIES

SBP:

· Help oversee committee Chairpersons and SGA operations

· Build/maintain the Medallion Council book with the SGA secretary

· Schedule and hold SGA meetings, posting the date/time with adequate advance notice

· Prepare Agendas for SGA meetings and publish in advance to all SGA members

· Meet weekly with the Principal or other administrator to discuss proposed SGA ideas and projects 

· Schedule and hold cabinet meetings 2x per month, posting date/time in advance
· Prepare agendas for Cabinet meetings
SBVP:
· Oversee and keep track of ICC clubs/organizations

· Help organize multi-club events (e.g. – club fairs, homecoming events, charity drives, fall/spring fests, etc.) in conjunction with SGA and other clubs
· Lead a committee 
Secretary:
· Maintain accurate minutes of all meetings and publish to all members within one week of each mtg.

· Assist President with preparation of Medallion Council book

· Assist the SBP and Advisor with letters and communiqués

· Assist Advisor with maintenance of membership records

Treasurer:
· Keep track of all financial records for SGA and ICC

· Act as liaison between finance office and SGA/ICC

· Count revenues, write receipts, make deposits, secure tickets, track inventory, collect funds, and handle paperwork for purchasing and payments

· Request and report account information to SGA monthly
· Assist Community Service and Fundraising committees when appropriate
Historian:
· Chronicle the year’s activities and prepare video/slideshow of year for SGA members by the time of the end-of-year banquet; online files, links, or DVDs should be provided by SGA once original is completed for each member to access.
· Maintain a press portfolio of all published or public announcements/coverage of SGA events, activities, and accomplishments.
Committee Chairs:

· Direct and oversee committee responsibilities

· Maintain a Committee Binder with all committee work and forms
· Supervise, support, and provide accountability for committee Members

· Compiling a lesson plan calendar of all major committee events PLUS committee members’ individual project proposed dates and keeping it their folder.

Media Director/PR Committee Head:

· Maintain, update, regulate the SGA media outlets (website, insta, twitter, email, etc.)

· Assist SBP/SBVP/Committee Chairs with press releases and publications
What you will all need for SGA…
1.  a positive attitude
2.  SGA shirt – purchased from Mr. Stewart 

3.  a folder/binder/notebook to keep all your stuff for SGA (1” or 1 ½” with pockets, dividers, etc.)

4.  boundless enthusiasm
5.  ability to make or purchase baked goods throughout the year (also may include chips, drinks, etc.)

7.  to sell Poinsettias during the fall (this is a big fundraiser for us each year)

8.  permission forms completed and returned in a timely fashion (including Media Release forms and Activity Participation Forms that also have an additional specific list of things you are allowed to do)

9.  willingness to look foolish for the sake of the team (honestly, it’s not the ones who are completely abandoned to the cause who look the most foolish; it’s the ones who are trying to look cool and not really giving it their best who look the dumbest)

10. contact information from other SGA members; make a point to get the numbers/emails from the people in your committee to start the year – these are NOT to be given out to other people, just to be used for SGA business as needed (and trust me, it will be needed)

Some additional info for this year…

· Every Monday is professional day:  shirt and tie or blazer for guys and business professional attire for girls (cute does not equal professional – you should each own a pantsuit and/or some appropriate-length skirts/tops and dresses that would meet this requirement).  Both genders dress shoes, and socks if appropriate. This is a life skill and a business imperative, at least when starting out.

· Certain designated days and pep rally days you will wear your SGA shirts.  Credit for certain outside events will be determined by your wearing of the SGA shirt to the event.

· Be prepared for some SGA dress-up days throughout the year, themed.  

· All first-year SGA members will rotate recycling duties.
· Outside of class, a certain number of ‘spirit’ points/activities are required each nine weeks for attendance and cheering at certain sporting and fine-arts events throughout the year.  

· Random assignments involving school spirit and influencing your peers positively will be given during the year, which may be competitive in nature.  (These are fun!)

· You will be expected to SIT WITH YOUR CLASSES during pep rallies, unless you are actively working on the floor for the pep rally.  Let’s spread school spirit and decorum by being good examples in the midst of the crowds, not separate from them (.

· Occasionally we will need your parents to assist with certain activities (namely driving to/from some events).  PLEASE have each of your parents fill out and submit a volunteer form online in July or August.  As this is STUDENT government, I expect you to do most of the work….but we will need some help every once and a while with things you are not allowed to do.
· We have some really fun workshops and conferences that you can attend!  For those who choose to attend, you will receive extra credit points and some can count as an Outside Meeting grade.  Dates and info will be provided as they become available.
Below are samples of some of the regular paperwork/assignments you will have or be impacted by.
MEDIA PARTICIPATION RELEASE

Dear Parent or Guardian, 


SGA is an integral part of Leon High School’s activities and community relations.  We are highly visible and very active, not only in what we do, but in how we learn.  SGA hosts guest speakers, alumni, community leaders, and public figures throughout the course of the year.  Because of these things, we are often called upon to represent Leon H.S. to the local television, radio, and print media.  This provides many opportunities to feature our outstanding students, successful programs, and rich history.  Due to our concern for your child’s right to privacy, he/she may not be interviewed or taped without your consent.  We would like you to please take the time to discuss this with your child and respond promptly.  

_____
YES, I give permission for my child, ____________________________, to be interviewed and/or videotaped in/with the Student Government Association of Leon High School.  I understand that no one is profiting from this usage, and that my child’s grade is not affected by my decision.

_____
NO, I do not give permission for my child, ________________________, to be interviewed and/or videotaped in/with the Student Government Association of Leon High School.  I understand that my child’s grade is not affected by my decision.

Signature ____________________________________
Date ______________


Thank you for taking the time to read and respond to this letter.  Your child’s participation in this class is important to us, and we are glad that you are willing to be involved in their activities and decisions.  Thanks for your support!








Sincerely, 









Josh Stewart









SGA

COMMITTEE EVALUATION FORM

Committee: _____________________

Committee Head: _________________________

Dates: _________________

Directions – For each committee member, rate them on a scale of 1-5, 1 being lowest and 5 highest, based on the criteria listed below.  Be honest – think letter grades F, D, C, B, A.  You may use “.5” designations.

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Completes Assignments and stays On-Task
	
	
	
	
	
	
	
	
	
	
	
	
	

	Good/Positive 

Attitude
	
	
	
	
	
	
	
	
	
	
	
	
	

	Takes Initiative


	
	
	
	
	
	
	
	
	
	
	
	
	

	Follows up with Committee Head
	
	
	
	
	
	
	
	
	
	
	
	
	

	Actively participates/contributes
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	AVERAGE
	
	
	
	
	
	
	
	
	
	
	
	
	


Comments:

SPIRIT HOURS VERIFICATION LOG
1.
On ________________, I attended ____________________________________ at 



Day/Date






Sporting/Performing Arts Event
____________________________.



Location

2.
On ________________, I attended ____________________________________ at 



Day/Date






Sporting/Performing Arts Event
____________________________.



Location
3.
On ________________, I attended ____________________________________ at 



Day/Date






Sporting/Performing Arts Event
____________________________.



Location
4.
On ________________, I attended ____________________________________ at 



Day/Date






Sporting/Performing Arts Event
____________________________.



Location
By signing below, I am verifying that the above information is true and complete.  I am confirming that I:

· Attended the event listed

· Wore my SGA shirt to the event

· Conducted myself appropriately while supporting my school

· Remained at the event for the duration, in support of the team/group

________________________________
_________________________________

Student Signature





Parent Signature
INDIVIDUAL SERVICE LOG

	Day/Date
	Work Performed
	Who/what was this for?
	Time Spent

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


REFLECTION JOURNAL

August 17-28
What were my primary tasks/assignments?

On a scale of 1-10, with 10 being highest, where would I rank my effort and effectiveness? _____ Why?

What grade is my committee head likely to give me on a 1-5 scale, using the Committee Eval form? _____  Why?

For the next two weeks, what are the most important things I need to get done in SGA?  How will I do that?

1.

2.

3.

4.

What is one thing I need to work on to make myself more effective, and how will I do that in the next two weeks?

OUTSIDE MEETING REPORT FORM

Your Name __________________________________________

Date of Meeting ______________________________________

Location of Meeting ___________________________________

Name of Meeting _____________________________________


(Please attach any agendas or programs that were provided.)

Time in: __________



Time out: __________

 - What went on? (Be specific, listing events in chronological order that you observed.)

 - Who did what? (Give names of those participating and what activities they led.)

 - What did you learn from this meeting?  (Be specific.)

- Critique the meeting:  how it was run, people involved, how they used their leadership positions, and content discussed.

*** You will be graded based on the completeness of your answers.  Use ink or type it out.  Turn it in by the final collection date set by the sponsor.  

INDIVIDUAL PROJECT PROPOSAL FORM
Project Title:  _________________________________________________________

Project Category (see list in SGA Packet): ___________________________________

Proposed Date(s):  ___________________________________________

Purpose (describe the intent of the project, including problem it is addressing):

List any cost/materials needed for the project and who/what will pay for it:

List all the adults (sponsors, coaches, teachers, administration, community) who will need to approve or be contacted:

After having discussed this proposal with my committee member(s), I approve of this project and will support, advise, and encourage my committee member’s timely completion of the project.

___________________________________________


_____________________

Committee Head Signature






Date

My child has communicated their project idea(s) to me and I approve/support them in this endeavor. 
___________________________________________


_____________________

Parent/Guardian Signature






Date
PROJECT PLANNING FORM

Committee: ___________________________

Project Name: ____________________________________________

Project Category: __________________________________________

School Name: LEON HIGH SCHOOL, TALLAHASSEE, FL

Action Taken
/ Needed








Date Completed
______________________________________________________


_____________
______________________________________________________


_____________

______________________________________________________


_____________

______________________________________________________


_____________

______________________________________________________


_____________

______________________________________________________


_____________

______________________________________________________


_____________

______________________________________________________


_____________

______________________________________________________


_____________

______________________________________________________


_____________

______________________________________________________


_____________

______________________________________________________


_____________

______________________________________________________


_____________

______________________________________________________


_____________

______________________________________________________


_____________

______________________________________________________


_____________

______________________________________________________


_____________

______________________________________________________


_____________

______________________________________________________


_____________

MEDALLION COUNCIL PROJECT REPORT FORM

CATEGORY:



PROJECT NAME:
 

PROJECT DATE(S):


MAIN GOALS OF THIS PROJECT (give specific goals):

PROJECT DESCRIPTION (max 300 words):

EVALUATION (Were your goals met?  What changes would you make?):

LEADERSHIP BOOK REPORT

Due before Thanksgiving

In this report, you will discuss/present the book that you read about leadership.  You may choose any reasonable book on leadership (not a biography – that is the other assignment) that either explains what good leadership is, how it operates, or gives insights into how you can become a better leader yourself.  Choosing the right book is most important as you may NOT have the same book as anyone else.  First claimed gets the book they choose.

You have a few options for completing this assignment:

· Written

· Digital

· Alternative format

Written Report:

Describe or define the main premise of the book in your own words.  Summarize the main points it presents.  Explain how it is important in your sphere of influence at Leon H.S. and within the SGA.  If you have an office or specific responsibility, tell how it has/will improve your performance and understanding of your role.  Less is not more, unless you plan on blowing smoke throughout the document; in that case, just keep it short and sweet and I’ll grade accordingly.

Digital Report:

May be in any digital format, including but not limited to:  powerpoint presentation, video documentary, digital cartoon, etc.  All parts should be original work.  Describe or define the main premise of the book.  Summarize the main points it presents.  Explain how it is important in your sphere of influence at Leon H.S. and within the SGA.  If you have an office or specific responsibility, tell how it has/will improve your performance and understanding of your role.  

Alternative Format:

I’d like to just say surprise me, but that would let too many of you off the hook with inferior projects that just earn low grades…..and then you’d complain that I didn’t give you any direction when in fact you just looked for the ‘easiest’ and ‘least intrusive’ format to half-heartedly complete your work and were earning the grade you deserve.  Alas, such is the life of a teacher/student.  So, for those of you that want to do something really creative and out of the box, here are some choices for you.  You could create a lesson plan/class activity focused around the book that would teach/include the class in experiencing the leadership training you received from your reading.  You could create a visual display of some sort, either artsy fartsy or like the standard diorama or project backboard.  You could make a how-to manual to distribute that would encompass the breadth /quality of information that you gleaned from the book. I am open to other suggestions if you think you have a good one.   Your project should Describe or define the main premise of the book.  Summarize the main points it presents.  Explain how it is important in your sphere of influence at Leon H.S. and within the SGA.  If you have an office or specific responsibility, include how it has/will improve your performance and understanding of your role. 

PUBLIC POLICY PROJECT

As part of public policy education in our SGA class, each of you will be required to complete a public policy project during the year.  It is the mission of SGA to bring student voice to administrative policy and to be civically engaged in the community, whether at the local, state, or national level.  This project will reflect this mission, but hopefully will be flexible and timely.  
This project is designed to be completed throughout the year, or during the second semester.  It is DUE during the 4th nine weeks and will be recorded in the gradebook at that time. 

You may choose your own policy project, which can be year specific or a continuation from the previous year, OR you may complete the project that is assigned by the sponsor during the year.  If you choose/design your own project, you must get it approved by the teacher prior to using/submitting it as your official project. 
Suggested Areas for Individual Pursuit (if not doing the group-assigned project):
· Policy change at local or state level

· Change to Leon H.S. or School Board position/action

· Local gov’t action/lack thereof

· Education or awareness campaign related to gov’t / constitution / legal issues

· Helping to direct, or extensive volunteering with, local/state political campaigns

· Getting some specific SGA/Leadership Honors course codes added to state course directory

· Changes to Educational system in any way through legislature/DOE

PUBLIC POLICY PROJECT PROPOSAL
Your Name:  _________________________________________________________

Topic or Issue Being Addressed: ________________________________________________________

Date(s) of Project Work:  ___________________________________________

Purpose (describe the intent of the project):

Process (describe what, exactly, you will be doing to accomplish your purpose and address your issue):

A detailed report or presentation will be required as proof of completion of this project, including the steps taken during the project and analysis of the process and results.
After having discussed this proposal with my SGA advisor and my parent(s), I approve of this project and will support, advise, and encourage my committee member’s timely completion of the project.

___________________________________________


_____________________

SGA Advisor Signature







Date

My child has communicated their project idea(s) to me and I approve/support them in this endeavor. 
___________________________________________


_____________________

PARENT SIGNATURE







Date
SGA GRADES CHECKLIST

Each Nine Weeks:

· 8 Service Hours (minimum)

· 4 Spirit Activities (minimum)

· 1 Outside Mtg

· Reflection Journals Completed Approx. Every Two weeks

· Professional Monday every week

· Lunch Shifts selling/working

· Attend SGA and Class meetings

Due First Semester:

· Leadership Book Report (Due before Thanksgiving)
· Resolutions (due between early Nov – early Dec)

Due Second Semester:

· Public Policy Project (due before year ends)

· Individual Project (due before year ends)

Miscellaneous Throughout Year:
· Public Speaking Assignments

· ‘Class Day’ Assignments and Handouts (yes, you need to keep these in your binders)

· Quizzes

· Attendance and participation at other meetings

· Dress-up days and spirit events
