Tools for 

Organizing Meetings

B

[image: image1.jpg]


[image: image2.jpg]


Clover Kids Activity Checklist

In determining whether a suggested activity is appropriate and fits the Clover Kids program philosophies and objectives, ask yourself the following questions:
· Is it group activity based?  

· Does it involve the children doing or watching?

· Does the activity fit the interest of the group?

· Does it fit a child’s short attention span and the combined attention span of the group?  If not, can it be broken down into smaller steps?

· Can the activity be set up so large numbers of children are involved and entertained or is it more suitable for individuals.

· Do the children have to wait a long time for a turn at the activity?  Can I eliminate some wait time?

· Is it noncompetitive where children are recognized equally?  (If there is an option for Clover Kids to exhibit at county fair, it is for exhibition only and participation is recognized, not achievement.

· Is the activity physically and emotionally safe?

· If the activity developmentally appropriate keeping in mind their physical, social, mental, and emotional characteristics?

· Is the activity intended for Clover Kids and not perceived as a younger version of the 4-12 grade 4-H program?

· Does the activity allow youth to experience success?

· Do I have the appropriate accommodations for this activity?  (Think through each aspect from getting to the activity to transitions to clean up!)

· Is the material about animals in accordance with Clover Kid objectives and guidelines?  (It is appropriate to learn about animals, but youth are not to bring animals to the group setting.  An adult may bring an animal to the group setting if the animal is for demonstration or teaching purposes only.)  See K-3 Youth and Small Animal guidelines in this toolkit for further information.  

· Is the activity, fun, positive, and focused on the 5 life skill areas (self-understanding, social interaction, learning to learn, physical mastery, and decision making)?  

· Can you process the activity using the Experiential Learning Model? (Do, Reflect, Apply)   

· Is the leadership role of the leader described as a “facilitator"?

· Have you tried the activity and it can be completed by a K-3 grader?

If you answered yes to all of the criteria questions then you probably have an activity that could be used in the Clover Kids program.  If not, explore modifications and revise the activity, if possible, to meet the guidelines.  If such modifications cannot be made, use other activities that do meet these guidelines.  
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Clover Kids Sample Agenda


Date   March 20, 2003


Topic:  Science of Sound*

*Activities available on CK website in Try This section!
Arrival activities: ​​​__Shakers_____________________________________________  by ____________________

Loosen ‘em up game ____1,2,3 Freeze_____________________________________ by ____________________

Attention Getters to use   _______1,2,3 Freeze  ______________________________by_____________________

Introduce the Topic Activity ______Go over Shakers_________________________ by ____________________

Topic Activities and Games

___Seeing Sound Waves________________________________________________ by ____________________

____Model Ear Drum____________________________________________________ by ____________________

____Making vibrations louder through air__________________________________ by ____________________

____Hangers on a string_________________________________________________ by ____________________

___Conference Calling __________________________________________________by ____________________

If not included in topic activities: 

Craft/creative art ____scribbles_or painting to music__________________________by____________________

Music _____glassical sounds______________________________________________by____________________

Snack __banana rolled in pudding and then rice krispies______________________ by ____________________

Departure Activities ___Who am I?_________________________________________by ___________​________​
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Clover Kids

SAMPLE INFORMATION LETTER

Dear Clover Kid Families,

Thank you for enrolling your children in Clover Kids!  We are planning a great program full of fun and learning for your children.

Clover Kids will meet on ______________________ from ________ to _________.  We would appreciate knowing if your child will not attend a session.  You are welcome to stay and participate with Clover Kids.  If you choose to leave, please pick up your child on time.  

Your child’s safety is very important.  To help us ensure that safety we ask your cooperation with the following:

· When you completed the enrollment papers you gave names and phone numbers of emergency contacts for emergencies or if your child gets sick.  If that information changes, please let us know right away so we can update these records.

· Also, if someone other than those on the list (including other Clover Kid parents) will pickup your child from Clover Kids, please send a note with your child.

· Please sign out your child after each meeting and make sure the leader knows you are taking your child with you.

· If your child will be walking or riding a bike home, we ask for written permission to release your child without an adult. 

· If your child will not attend a session, please contact one of the leaders at the numbers below.  

At each meeting, we will have a snack for the children.  Each family is asked to help by donating either food cups, napkins, etc.  Please sign up!

There are many opportunities for you to assist with Clover Kids.  If you would like to help or have any questions, please call me at ___________________.

Thank you!

(name)

Clover Kid leader

(phone number)
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Clover Kids

Sample Meeting Schedule 

Clover Kids Group Meeting

Kindergarten Group

	3:00
	School is dismissed, youth begin to filter into meeting location.  Leaders play a game that youth can join as they enter.

	
	

	3:05
	Clover Kids members stamp their certificate for attendance purposes and wash hands.  Members locate and put on their name tags/badges.  Helpers (Youth or adult) pass out snack and juice.  Leaders introduce the topic of “Making air work.”

	
	

	3:20
	As youth are finishing up their snack, one of the leaders introduces the first activity, “What Am I?”—riddles about air and wind.  Leader gives clues and the youth guess.

	
	

	
	Leader then asks members if they can think of any things in their own homes that need air to work.  

	
	

	3:30
	Youth clean up area from snack, throwing away napkins and placing Styrofoam cups in a separate area for leaders to take home an wash and recycle for their next meeting.  Leader introduces next activity. . . “Spinning Pinwheels.”  Materials of scissors, markers, and straws are handed out.  Youth cut out pinwheels and decorate as they wish.  Leaders walk around and help the youth to fold and pin pinwheel to the straw.  Follow-up the activity with reflection and application questions, using the experiential learning model.  Clean up.  

	
	

	3:45
	Introduce second activity. . . “Blow Painting.”  Give guidelines for using paints.  Set out cardboard box lids and/or 9 ½ x 11 baking pans.  Hand out white construction paper and straws.  Leaders go around and give a dollop of paint to each child with a box lid or pan.  Child blows through straw to paint.  As children take turns with activity, leaders ask reflecting questions.  Leaders give a second or possibly third color to youth to use.  Kids take turns making their prints.  Follow up with application questions.  Clean up.  

	
	

	4:00
	Introduce last activity. . . “Hot Air Popcorn.”  Ask how popcorn works, explain why it pops.  Have children help by measuring popcorn into popper.  Let them feel the warmth of the popper as it heats up.  Talk about why some kernels may not have popped.  Youth can enjoy their treat or take home in plastic baggies to share with family.  Follow up with reflection and application questions using experiential learning model.  

	
	


	4:10
	Clean up and watch for parents to come into the building to pick up child.  


Clover Kids

SAMPLE PROGRAM LETTER HOME

Attention Parents!

Thank you for sending your child to Clover Kids today!

We enjoyed having them attend.

Today we did the following:
(  Learned about air and air pressure

(  Made pinwheels to see how air can move things

(  Did blow painting to use moving air to create works of art! 

On your way home today ask your child:
(  If they can see the air?  How do they know it is there?

(  If there is anything at home that uses air?

(  How they used air to create their art project.

What we need from you:
For everyone’s safety, we need to have you sign in your child when you drop them off and then sign them out before you leave.  Please make a note on the sheet at drop-off if someone besides you is picking them up.  

Please note:
Next week, we are doing a cooking activity.  Please consider volunteering to help us with this! 

We look forward to seeing you again on (DATE)
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Clover Kids Agenda



Date   _______________

Topic:  ________________________________

Arrival activities: ​​​_________________________________________________________  by ____________________

Loosen ‘em up game ______________________________________________________ by ____________________

Attention Getters to use   ___________________________________________________by_____________________

Introduce the Topic Activity ________________________________________________ by ____________________

Topic Activities and Games

_________________________________________________________________________ by ____________________

_________________________________________________________________________ by ____________________

_________________________________________________________________________ by ____________________

_________________________________________________________________________ by ____________________

__________________________________________________________________________by ____________________

If not included in topic activities: 

Craft/creative art _____________________________________________________________by____________________

Music ______________________________________________________________________by____________________

Snack _____________________________________________________________________ by ____________________

Departure Activities __________________________________________________________ by ___________​________​

”Emergency” Group Management Games _______________________________________ by __________________
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Clover Kids

Meeting Organizer

Theme ________________________________________________

Life Skill Area(s) ________________________________________

	Activity
	Materials Needed

	Icebreaker Games


	

	Topic/Theme Activities


	

	Songs


	

	Craft/Creativity


	

	Snack


	

	Other Games
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Checklist for Planning Clover Kids Program

Staff/Volunteer

Meeting Date ____________________ Theme _____________________________

	Task
	Materials Needed
	Who Is Doing?

	Pre-Meeting
	
	

	Publicity

· News Release

· Brochures:
Printed


Delivered
	
	

	Volunteer Record Checks Completed
	
	

	Insurance Form Completed
	
	

	Meeting
	
	

	Place Reserved
	
	

	Registration

· Forms

· Pencils

· $--Change Needed
	
	

	Transportation
	
	

	Equipment & Supplies

· First Aid Kit

· Icebreaker Games

· Topic/Theme Activities

· Songs

· Craft/Creativity

· Snack

· Other Games

· Recognition


	
	

	Cancellation Procedures
	
	

	Follow-Up
	
	

	Evaluation

· Youth

· Parent

· Leader
	
	

	Thank Yous

· Volunteers

· Resource People
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Volunteer Organizing Matrix

List the sessions you will have Clover Kids meetings down the side.  For each meeting, enlist parents’ help by asking them to provide the following items.

	Week

(Session/Date)
	Drink
	Snack
	Cups & Plates
	Craft
	Game
	Other
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Clover Kids

Youth Check-In/Check-Out Sheet

Place a check by the name of those attending.  If you are an after school program and a child does not come—please contact the school or the parent to make sure the child is accounted for.  (Not going home on the bus to an empty house!)

	HERE
	Name
	Picked up by:
	Notes:
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CLOVER KIDS 

GROUP CONTACT LIST


	Name
	Parent’s Name
	 Phone
	 Alt Phone
	Email
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