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California Health Occupations

Students of America (Cal-HOSA)

The HOSA Mission

“To enhance the delivery of compassionate, quality health care by providing opportunities for knowledge, skills and leadership development of all health science and technology education students; therefore, helping the students to meet the needs of the healthcare community.”
Cal-HOSA—The premier organization for student 

leaders preparing for healthcare careers! 

Key contacts & Suppliers
	National HOSA, Inc.

6021 Morriss Road, Suite 111

Flower Mound, TX  75028

(972) 874 - 0062

(972) 874 - 0063 Fax
Toll Free: (800) 321- HOSA

E-mail: hosa@hosa.org
Web: www.hosa.org

Cal-HOSA State Advisor

Cindy Beck
California Department of Education

1430 “N” St  # 4503

Sacramento, CA 95814

(916) 319 - 0470
Fax: (916) 319 - 0168 

cbeck@cde.ca.gov

	Cal-HOSA Headquarters

Carolyn Lee, Executive Director

7945 Vineyard Ave. D4

Rancho Cucamonga, CA 91730

(909) 987- 1012 x114

(909) 987- 5917 Fax

E-mail: headquarters@cal-hosa.org
Web: www.cal-hosa.org
Awards Unlimited, Inc.

1935 "O" Street

Lincoln, NE  68510

Phone: (402) 474 - 0815

Toll Free: (800) 950 - 3553

Fax: (402) 474 - 3782

Web: www.awardsunlimited.com


	HOSA Programs, Services, & Products

Details on all HOSA programs, services and products can be found in the HOSA Handbook, HOSA Online (www.hosa.org), by calling the National HQ's at 800/321-HOSA, or Cal-HOSA on-line at www.cal-hosa.org.


NATIONAL HOSA FAST FACTS

The National HOSA Organization

· HOSA is the nationally recognized student organization for health science and technology education students.

· HOSA is recognized by the U.S. Department of Education and the Health Science and Technology Education Division of the American Career Technical Association as an integral part of health science and technology education via an official policy statement.

· HOSA provides a unique program of leadership development and is exclusively for secondary and post- secondary students.

· HOSA is a powerful instructional tool integrated into the health science and technology curriculum and classrooms.

· HOSA is committed to developing the "total person".

· HOSA is the organization of choice in 49 states.

· HOSA has membership categories for secondary and post-secondary students, including those who are interested in health science and technology, but not enrolled in a health science/career education program as well as professionals (educators and industry members) and alumni.

· The official HOSA uniform is a navy blue blazer with an official HOSA emblem, a white tailored shirt or blouse with navy blue or white slacks or skirt.

· Over 100 million career-minded healthcare students have been attracted to HOSA and its mission since 1976, experiencing HOSA’s unique program of leadership development, motivation and recognition.

· The HOSA fiscal year is September 1 through August 31.

Cal-HOSA FAST FACTS

The Cal-HOSA Organization

· Cal-HOSA is the official California student organization for Health Science and Medical Technology students.

· Cal-HOSA annual activities include:

· Regional Leadership Conference (RLC) for leadership and career development including state officer elections

· State Leadership Conference (SLC) with competitive events in skill and leadership areas, educational workshops, business sessions, state officer elections and recognition ceremonies

· National Leadership Conference (NLC)

· State Officer Leadership Retreats and Training

· Special advisors training as scheduled
· Cal-HOSA, Inc. is the governing body and is comprised of 1 professional member from each chapter. These members elect the Board of Directors at the annual meeting.

· The Board of Directors oversees Cal-HOSA activities and is responsible for implementation of policies.

LOCAL CHAPTER FAST FACTS

Local Chapters

· A Cal-HOSA chapter must have five (5) student members with one (1) instructor/advisor.

· A Cal-HOSA chapter is comprised of secondary and/or post-secondary students enrolled in a Health Science and Medical Technology Education program as well as those interested pursuing a career in the healthcare field.

· Local Cal-HOSA chapter members are elected and serve as chapter officers.

· Local Cal-HOSA chapters must be affiliated with both the state and national organization.

· Cal-HOSA chapter members are encouraged to participate in local school/community activities as well as regional, state and national events.

· Local Cal-HOSA chapter members may run for a state office at the spring and fall elections (see Election Guide for details).

· All Cal-HOSA chapters must have local Bylaws consistent with state and national constitutions and Bylaws (sample local Bylaws are included in the Advisor’s Handbook). Each chapter must submit a copy of their adopted Bylaws to Cal-HOSA Headquarters in order to qualify as non-profit or 501 (c) (3) organization.

· Annual membership fees are: 

· Students $20.00 ($10 national and $10 for state)

· Advisors $25.00 ($10 national and $15 for state)

· Membership fees are due by December 31st.  Students enrolled for the first time in spring semester courses must submit their membership fees by March 1st. Advisors should register as “professional” members and must pay membership fees.

· All membership registration must be completed directly on-line with National HOSA at www.hosa.org.*
· Using the chapter’s password* and national charter*, go to www.hosa.org 

· Click on Advisor’s Services

· Click on Chapter affiliation

· Enter chapter’s password and charter number

· Follow the directions for registering members

*New chapters – call the National HOSA Headquarters at 1 (800) 321-HOSA to obtain a chapter password and chartering number.

HOSA PURPOSE and GOALS

PURPOSE:  The purpose of the HOSA organization is to advance the education and welfare of it’s’ members in the following ways:

HOSA GOALS:

· To promote physical, mental and social well being

· To develop effective leadership qualities and skills

· To develop the ability to communicate more effectively with people

· To develop character

· To develop responsible citizenship traits

· To understand the importance of pleasing oneself as well as being of service to others

· To build self-confidence and pride in one's work

· To make realistic career choices and seek successful employment in the health care field

· To develop an understanding of the importance of interacting and cooperating with other students and organizations

· To encourage individual and group achievement

· To develop an understanding of current health care issues, environmental concerns and survival needs of the community, the nation and the world

· To encourage involvement in local, state and national health care and education projects

· To support Health Science and Medical Technology Education instructional standards.

BENEFITS OF HOSA

•
HOSA is the only Career Technical Student Organization (CTSO) designed to serve exclusively the needs of students in health science and technology education programs.

•
HOSA is for and led by students.

•
HOSA promotes and develops respect among students, teachers and the community for health science and technology education.

•
HOSA's National Leadership Conference and Competitive Events Program are included in the list of approved activities of the National Association of Secondary School Principals.

•
HOSA provides opportunities for students enrolled in health science and technology education programs to sharpen their occupational skills while developing valuable leadership qualities.

•
HOSA members learn to appreciate their ability to help people who need health care or a better understanding of health related issues.  Getting involved in health issues is central to HOSA.

•
HOSA promotes the development of good decision-making skills that can help members reach full career potential.

•
HOSA encourages skill development and a healthy competitive spirit through participation in the Competitive Events Program.

•
HOSA provides members with leadership development and fellowship through social and recreation activities.

•
HOSA involves members actively in school, community, state and national activities providing members with the opportunity to travel, meet new people and share ideas.

•
HOSA supports health science and technology education instructional standards.

HOSA FACTS 

OFFICIAL HOSA EMBLEM

The circle represents the continuity of health care; the triangle represents the three aspects of humankind -- well being, social, physical and mental; and the hands signify the caring of each HOSA member.
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                                  COLORS OF THE EMBLEM                      
· Background of outer circle: maroon

· Letters in circle: medical white

· Triangle: navy blue

· Hands, figure, HOSA in triangle: medical white

· Area around triangle: medical white

· Founded in 1976: navy blue

HOSA MOTTO

The delegate assembly at the first HOSA National Leadership Conference adopted the HOSA Motto in April in Oklahoma City, Oklahoma.

"THE HANDS OF HOSA MOLD THE HEALTH OF TOMORROW"
THE HOSA SLOGAN

“Health Science and HOSA: A Healthy Partnership”
THE HOSA TAGLINE

“HOSA – a student-led association of future health professionals”

HOSA CREED

I believe 
in the healthcare profession.

I believe
in the profession for which I am being trained and the opportunities, which my training offers.

I believe
in education

I believe 
that through education I will be able to make the greatest use of my skills, knowledge and experience in order to become a contributing member of the healthcare team of my community.

I believe 
in myself

I believe
that by using the knowledge and skills of my profession I will become more aware of myself.  Through fulfilling these goals I will become a more responsible citizen.

I believe
that each individual is important in his or her own right; therefore, I will treat each person with respect and love.

To this end, I dedicate my training, my skills and myself to serve others through Health Occupations Students of America.

HOSA MEMBERSHIP

MEMBERSHIP CATEGORIES

ACTIVE DIVISION

The Active Division is composed of students who are or have been enrolled in a health science/program or an organized health awareness program or are interested or planning to pursue a career in the health professions.  They pay affiliation fees as established by the local, state and national organizations and are eligible to hold national office, participate in national activities and, if chosen, serve as voting delegates and represent their chapter and state in national affairs.

· Secondary members – are high school students enrolled in health science/careers courses/programs or students who have an interest in the healthcare professions.
· Post-secondary members – are students not enrolled in high school, have received a high school diploma and are pursuing a GED and are majoring in a health science/careers related field.

ASSOCIATE DIVISION

The Associate Division is composed of members associated with or participating in the professional development of Cal-HOSA, Inc. as approved by the state association. Associate members pay dues as established by local, state and national associations, or compete for member HOSA awards.

· Professional members – are faculty members, advisors, healthcare professionals or other adult members in education and/or the community who wish to assist and support the Cal-HOSA program.
· Alumni members - are composed of persons who have been a member of HOSA. Alumni members pay national and any local affiliation fees (state and national membership fees waved), but may not vote, make motions, hold office or compete in events.

· Honorary members – are persons who have made significant contributions to the development of health science and technology education and/or have rendered outstanding service to HOSA.  The names of individuals to be considered for membership shall be submitted to the HOSA, Inc. Board of Directors for its approval by a three-fourths vote.  They are lifetime members of the national organization and they do not pay affiliation fees.

Cal-HOSA COMPETITIVE EVENTS PROGRAM

CATEGORY I—HEALTH SCIENCE EVENTS
	· Dental Spelling

· Medical Spelling

· Medical Math
	· Dental Terminology

· Medical Terminology

· Knowledge Tests


CATEGORY II—PROFESSIONS EVENTS
	· Admin. Medical Assisting

· Dental Assisting

· Medical Assisting Clinical
	· CPR/First Aid

· Clinical Nursing
· Nursing Assisting

· Sports Medicine




CATEGORY III—EMERGENCY PREPAREDNESS EVENTS

	· CPR/First Aid


	


CATEGORY IV—LEADERSHIP EVENTS

	· Extemporaneous Health Poster

· Extemporaneous Writing

· Prepared Speaking
	· Extemporaneous Speaking

· Job Seeking Skills

· Research Persuasive Speaking

· Medical Photography


CATEGORY V—TEAMWORK EVENTS

	· Health Education 

· HOSA Bowl

· Career Health Display 

· Biomedical Debate
	· Community Awareness 

· Parliamentary Procedure

· Creative Problem Solving 

· Medical Reading  




CATEGORY VI—RECOGNITION

	· Outstanding HOSA Chapter

· National Service Project 
	· Kaiser Permanente Healthcare Issues Exam

· National Recognition Program


LEADERSHIP RESOURCES

Leadership has been defined as: 

(1) The ability to stimulate, guide, and show the way

(2) The activity of influencing people to cooperate toward some goal that they come to find as desirable.  Followers of a true leader must get satisfaction and self-fulfillment.  

(3) The ability to display a person’s personality in action under group conditions.

THREE Types of Leaders

· Autocratic—This “boss” type has been outmoded for years but is still found far too frequently.  There is only one occasion when a leader may need to act in an autocratic manner—in an emergency.

· Laissez-Faire—This type of leader is really no leader because he or she allows followers to do as they please while failing to stimulate or guide them towards desirable goals.

· Democratic—This type is a true leader.  He or she thinks in terms of “we” and plans how to stimulate cooperation and teamwork.

Effective Leaders know four simple things

1. The only definition of a leader is someone who has followers.  Some people are thinkers while some are visionary.  Both roles are important and needed.  But without followers, there can be no leaders.
2. An effective leader is not someone who is loved or admired.  He or she is someone whose followers do the right things.  Popularity is not leadership.  Results are.

3. Leaders are highly visible.  They set examples
4. Leadership is not rank, privileges, titles or money.  It is responsibility.

Behavior of Effective Leaders

· Leaders do not start out with the question, “What do I want?”  They start out with asking, “What needs to be done?”
· Then leaders ask, “What can and should I do to make a difference?”  This has to be something that both needs to be done and fits the leader’s strengths and the way she or he is most effective.

· Leaders constantly ask, “What are the organization’s mission and goals?  What constitutes performance and organization?

· Leaders are extremely tolerant of diversity in people and do not look for carbon copies of themselves.  It rarely occurs to leaders to ask, “Do I like this person?”  

· Leaders are not afraid of strengths in their associates.  Leaders glory in it.  Whether leaders know it or not, their motto is what Andrew Carnegie put on his tombstone, “Here lies a man who attracted better people into his service than he was himself.”

· One way or another, leaders submit to the “mirror test”—that is, they make sure that the person in the mirror in the morning was the kind of person they want to be, respect, and believe in.  This way, they fortify themselves against the leader’s greatest temptation—to do things that are popular rather than right and to do petty, mean sleazy things.

· Effective leaders are not preachers they are doers!

LEADERSHIP RESOURCES

ROLES OF LEADERS

Leaders are experts on the programs, products and services their organization has to offer.  They know who their customers are and understand their needs.  Leaders work to use a variety of methods to communicate successfully with customers.  Leaders continually bring opportunities and customer needs together to achieve results.

ROLE 1 - Business Leaders are responsible for defining the business (vision, mission, purpose, strategy) as well as keeping the organization focused.

ROLE 2 - Team Leaders are responsible for achieving results through the team.  They focus the resources of the organization to meet customer/member needs and set specific goals that reflects the broader strategy and challenge of the association.  

ROLE 3 - Individual Leaders are responsible for getting the work done with others as well as alerting other leaders to operational and marketplace feedback.  They see that the best processes and technology are being used in an optimal way to achieve results.

Building Blocks of Effective Leadership

	1. Communication is done through:

· Thinking critically with structured thoughts

· Involving both written & verbal skills

· Providing group presentations

· Listening actively

2. Planning & Organizing must include:

· Providing clear direction

· Scheduling, priorities, delegation, accountability

· Keeping deadlines

3. Interpersonal Relations are important in:

· Establishing rapport quickly

· Handling conflict and disagreement

· Creating “win-win” climates

4. Judgment/Decision-Making are critical in:

· Interpreting situations accurately

· Learning from experience

· Being comfortable in unfamiliar unclear situations

5. Challenge Solver/Analytical situations

· Identifying and solve challenges

· Determining causes & evaluate alternatives

· Recommending ideas that are clear and concise
	6. Personal Influence is:

· Gaining the attention and respect from others

· Moving others to commit to a course of action

· Making a difference

7. Creativity/Innovation stimulates:

· Generating new ideas and suggesting new approaches

· Providing “Champions of Change”

· Looking to improve

8. Teamwork includes:

· Contributing to team efforts

· Providing blended points of view

· Working together and not being territorial

9. Integrity is:

· Displaying high ethical standards

· Sacrificing for the overall good

· Directing open, honest, “non-political”

· Trusting to “Do the Right Thing”

10. Evaluate

· Progress

· Lessons learned from experience

· Life long learning opporunities


LEADERSHIP RESOURCES

HOW TO BE A BETTER LEADER

1. Learn more about your role in inspiring others!  Investigate how you are valued as a primary source of motivation among members.

2. Focus on your part in supporting the purpose, vision, mission, goals, and plans.

3. Become more familiar with flexible styles of leading, following, and working together.  Excel at getting others to give their best.

4. Become more focused on achieving results than obsessing with activity.

TEAMWORK

Leaders recognize that considerably more can be achieved when people come together with common goals and a variety of skills to form a team.  They also realize that teams take considerably more work than groups.

Difference Between Groups and Teams

	GROUPS


	TEAMS

	· Work independently

· Focus on themselves

· Members are told what to do

· Members do not understand roles of other members

· Members are cautious about what they say

· Members receive good but limited training

· Members are uncomfortable with conflict
	· Recognize interdependence

· Members feel a sense of ownership

· All contribute to decision-making

· Climate of trust exists

· Members practice open and honest communication

· Members are encouraged to develop and apply skills

· Members deal with conflict


LEADERSHIP RESOURCES

Stages of Team Development

There are four stages of team development.  It is important teams that understand and recognize these stages.  Every team must go through the process.  Each member must have the courage and conviction to work through each stage.

Stage 1—Forming.  There are feelings of excitement, anticipation, and optimism.  There is pride in being chosen.  Also, there may be an initial suspicion, fear and anxiety about the job ahead and the other team members. Teams define their tasks, how to achieve them and determine acceptable group behavior.  Lofty discussion of concepts and issues takes place.  Not much work is accomplished here.
Stage 2—Storming.  Feelings of anxiety, fear, suspicion and frustration abound.  There may be infighting with members feeling as though they must take sides.  Criticism and personal attacks may occur.  The team leader is in the middle trying to bring people together.  Most teams do not get past the storming stage because it is uncomfortable and takes time to work through.   Storming is a natural stage of development that must be identified when it arises.  It will not go away and this stage cannot be skipped!  No work is accomplished in this stage.

Stage 3—Norming.  The ability to express criticism constructively takes place in this stage.  There is acceptance of all members of the team.  Relief that things seem to be working out is also evident and friendliness, confiding in each other, sharing of personal challenges and discussion of team dynamics takes place.  Cohesion and common spirit are evident.  Ground rules are developed and commitment is understood.  Unlikely friendships and bonds form.  This is the beginning of significant progress!
Stage 4—Performing.  Members have insight into personal and group process and begin to understand their strengths and weaknesses.  There is satisfaction with progress.  They develop the ability to work through challenges that once seemed like storming.  Close attachment to the team and its members is evident.  THIS IS WHEN MUCH IS ACCOMPLISHED!

DELEGATION

A good leader trusts teammates to make their own decisions within the framework established.  Leaders must set a good example because those he/she leads takes a cue from him/her.  A leader gives people a sense of direction and defines objectives.  

Leaders who delegate:

· Do not give orders…they suggest, direct, and request.

· Emphasize skill, not rules…judge results, not methods.

· Give credit for a new approach to an old challenge.

· Praise in public where it will do the most good.

· Criticize in private where it will offend the least.

· Provide constructive feedback and give praise while providing correction not blame

· Recognize that work can be divided into two parts: a) important components that demand personal attention, and b) routine details that can be delegated to others.

LEADERSHIP RESOURCES

COMMUNICATION

The transmission of information and meaning from one individual, team or group to another defines communication.

TYPES of Communication

	ORAL COMMUNICATION
	WRITTEN COMMUNICATION

	Types

· Phone calls

· Conversation

· Interviews

· Meetings

· Conferences/Networking

Advantages

· Immediate feedback

· Nonverbal clues

· Warm feeling

· Forceful impact

· Multiple input
	Types

· Memo, e-mail, fax

· Letters

· Reports, proposals

· Newsletters

· Web pages

Advantages

· Permanent record

· Convenience

· Economy

· Careful message

· Easy distribution


Communication K.I.S.S.—Keep it Short and Simple!

The goal is to share meaning clearly.  More usually means less when it comes to sentence length and comprehension.   

Keep the following in mind when composing and writing:

Length
 Comprehension 

Length 
 Comprehension

8 words
 
100%


15 words
 
90%

19 words
 
80%


28 words
 
50%

WRITING TIPS & TRICKS

· First, knowing what to say.  Write down major ideas and organize them in a logical order.

· Use conversational tone without being cute.

· Be positive and clear.  Delete extraneous ideas and keep them to the point.

· Speak to the reader.  Use the word “you” to show interest.

· Do not shy away from “I” or “we,” but do direct the main focus on the reader.  

· Keep paragraphs short.  Sentences of one length, on occasion, are fine.  Use short sentences, but vary the length to keep a pleasing rhythm.

· Use active sentences with action verbs.  Avoid “There is…” construction.  Say who is acting and what they are doing.

· Put writing down for a while and then look at it with fresh eyes.  Delete any unnecessary or useless words.

· Proof carefully.  Use the computer’s spell checker, but do not depend on it!  Read out loud to test.

LEADERSHIP RESOURCES

NONVERBAL COMMUNICATION

Nonverbal communication is said to account for as much as 93% of a message.  The numbers cited usually flow like this: 

· 38% for vocal qualities 

· 55% for body language (expressions, gestures, etc.)  

· Only 7% of the message is based on the words spoken!

Nonverbal Communication Tips & Tricks for Public speaking

· Arrive early

· Move around when speaking

· Don’t lean on the podium.

· Don’t stand with hands on your hips.

· Don’t sway back and forth.

· Don’t fidget with your face, rings, hair, pockets, buttons, etc.

· Don’t stand with arms folded across your chest.

· Don’t stand with arms behind your back.

· Shine your shoes!

· Don’t chew gum.

· Minimize speaking notes.

· Dress conservatively and don’t wear distracting jewelry.

· Do lean slightly toward the audience.

· Don’t bury hands in your pockets.

· Smile and use eye contact to involve the audience.

 FUNDAMENTALS of ORAL COMMUNICATION FOR PUBLIC SPEAKING

Be prepared.

Know your purpose, and make sure it fits the audience.

Identify the fundamental message and key points.

Win over the audience and use relevant reinforcement.

Make sure visuals are punchy and readable.

Know the allotted time for the presentation

Know the room set-up and expected number in the audience

Use enough talking points for one hand – make 5 points or less

Tell stories – making sure it’s relevant and there is a lesson, moral or objective

Be original! Don’t use tired and overused data, quotes and stories

Give credit. Never plagiarize or use material without sharing the source.

Write out presentation

Practice the presentation several times beforehand.

Be flexible; adjust the presentation as the situation changes.

Be ready for questions (also means being a good listener).

Keep your perspective; enjoy the presentation.

LEADERSHIP RESOURCES

PARLIMENTARY PROCEDURE

Parliamentary Law is based on two principles: 1) the right of the individual to free speech, and 2) the right of the majority to take action.  Roberts Rules of Order Newly Revised is the leader’s guide to parliamentary procedure.

Basic Concepts:  Order of Precedence

· The Order of Precedence directs a member to the rank of a motion (see rank of motions or chart of motions).

· One can make a motion higher in precedence than the immediately pending motion.

· Voting on pending motions takes place in inverse order from which they are made.

· Three basic steps in making motions: 1) Make the motion, 2) Debate or amend the motion, 3) Refer, postpone or vote on the motion

Basic Procedure for Most PARLI PRO Meetings

Step 1—Get the Main Motion on The Floor

1. The originator must stand and be recognized by the Chair.

2. They state, “I move to…” 

3. The Chair calls for a second

4. The Chair states the motion saying, “It is moved and seconded to…”

5. Requirement of “Second” (at least one member thinks the motion is worth “talking about”)
STEP 2—How to Direct Debate

1. Debate is a discussion about the immediately pending motion
2. The Chair calls on the maker of the motion first

3. Debate is alternated between Pro and Con

4. The Chair calls on a new speaker before allowing anyone to speak a second time

Step 3—How to Amend a Motion

1. Motion is amended (changed) by saying “I move to amend by….” 

2. The Chair asks for a second

3. First and second degree amendments are acceptable, but NO third degree; there is no limit to the number of amendments to a motion as long as there is only one amendment of the same rank on the floor at a time.

4. Three ways to amend: 

· Add or insert consecutive words

· Strike consecutive words

· Strike and add words

5. Amendment can be hostile to specific intent of the motion as long as it’s germane to the general intent of the motion

Step 4—How to Close Debate or Call for the Previous Question

1. “To Close Debate” is more understandable than the motion to “Call for the Previous Question,” although it means the same thing: to end debate.

2. “Those in favor of closing debate” or use the unanimous consent short-cut “If there is no objection, we will close debate.”

3. Debate is also closed when no one else wishes to speak on a motion; The Chair says, “Seeing no one else wishing to speak, debate is now closed.”

Step 5—How to Take the Vote

1. Main motions require a majority to pass.

2. “Those in favor of Main Motion #1, say ‘aye’.  Those opposed to Main Motion #1 say ‘no’.”

3. Tie Vote: There is no such thing as a tie vote! Majority Vote: More than half the votes cast. The Chair votes on when the chair’s vote will affect the outcome. 

LEADERSHIP RESOURCES

ROLES OF TEAM MEMBERS IN MEETINGS

Members.  Everyone is responsible for the success of meetings.  Members are chosen because they work in, own, supply, have knowledge of, or receive a benefit from the process that is the focus of the team.  Members share information, participate in making decisions, and develop plans.

Leader.  The leader is responsible for guiding the team through the meeting process to achieve its objective.  The leader provides direction, initiates activities, encourages members and manages the meeting process.  The leader is also a member of the team and participates with other members in making decisions.

Recorder.  A special meeting role assigned to help the team maintain a record of its work.  Recorder is responsible for significant content.  Members should verify that content is recorded exactly as the team has decided.

Timekeeper.  A special meeting role assigned to help the team manage time.  

Advisor/Coach.  The advisor and/or coach is NOT a member of the team.  They use their wisdom and experience to link the team to the overall organization.  They work with the team and team leader to prepare and evaluate meetings, improve the team process and help secure resources.

Keys to Holding Successful Meetings

· Have a clear objective(s)

· Prepare an agenda

· Set regular days and times for meetings

· Ensure member participation

· Develop a balance between business and social activities

· Prepare any motions in advance 

· Distribute agenda and minutes in advance for the team to review

· Incorporate activities that links to goals of the organization or project

Sample Agenda

I. Call to Order 

II. Opening Ceremony (optional)

a) Flag ceremony and/or pledge

b) Greeting and statement of mission and meeting objective

III. Roll Call of Members

IV. Approval of Previous Meeting’s Minutes

V. Officer’s Reports

VI. Committee Reports

VII. Unfinished Business and General Orders

a) Pending questions from the last meeting

b) Questions postponed to this meeting

VIII. New Business

IX. Announcements

X. Adjournment

LEADERSHIP RESOURCES

MEETING TIPS & TRICKS

· Meetings should always start with the mission of the organization.  The purpose of the meeting and objectives should also be clearly stated.

· Member roles should be reviewed so that everyone remembers their responsibility and expected contributions.

· Always assign a time limit to each area of discussion before beginning discussion.

· Identify and review meeting ground rules (e.g. one person speaks at a time, no side conversations)

· Take quick unscheduled breaks.  A general rule is a quick 5-minute break for every 45-60 minutes of meeting time.

· If a meeting is not effective focus back on ground rules, timekeeping, or other meeting process.  Forging ahead only wastes time and energy.

· Meetings should never end without reviewing the meeting summary, previewing the next meeting agenda, and evaluating the team’s process and meeting effectiveness.

· Use body language as a gauge of how the meeting is progressing.  Involve quiet members.  Remind outspoken members of the time limit.

· Disagreement is a sign of a good meeting.  Conflict breeds’ creative thought and opens the door to innovative plans and group ownership.  Disagreement should always be professional, not personal!

PROFESSIONALISM

Leaders represent the finest an organization has to offer!  They serve as an example of your family, school, state, and more.  Leaders are always “ON”, so always be ready to make a positive and professional impact. 

PRIOR PROPER PLANNING PROMOTES PERFECT PROESSIONALISM

· Relax and smile—no matter how nervous or tired you are!

· Adopt a positive attitude and be sincere.

· Plan self-introduction and be energetic and informative.

· Remember the 3 C’s: charm, charisma and class.

· Keep business cards handy.

· Prepare small talk—be ready with 3 topics ready to discuss.

· Always extend a nice, firm handshake.

· Stand if seated and greet new people

· Be on leader time—at least 5 minutes early.

· A good opening line is “Hi” or “Hello”

· Always present a neat, well groomed, and professional appearance.

· Focus on remembering names.

· Get business card or contact information and follow-up.

· Talk to strangers!

· Wear nametags on your right side.

· Ask open-end questions and don’t pseudo-listen.

· HAVE FUN! (
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