CAL 2015 Staff Application

The Leadership Team for CAL Conference 2015 is selected from a pool of applicants who are considered on the basis of a written application, a letter of recommendation from a 4-H leader, and the completion of a formal interview.

Members of the CAL Conference Leadership Team meet regularly during the year, even in the summer, to prepare for the Conference. Please realize the commitment you make when you apply to be part of this dynamic team. 
Completed application is DUE (not postmarked) by February 22nd, 2014.

A complete application includes:

· This form

· Your responses to the questions below, on a separate piece of paper

· A sealed letter of recommendation from a 4-H leader in your county

Please send your complete application packet to:

Vivian Skinner
1427 Northside Avenue

Berkeley Ca, 94702
510-525-4156

Vivian_skinner@yahoo.com
If you have any questions you can contact Vivian as well.
Interviews will be held on March 29 – 9:00 – 12:00, during the North Central Section Presentation Day event at UC Davis. We will not interrupt your participation in this event.
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Please use a separate piece of paper to respond to the statements/ questions below.

1. Describe your vision for CAL 2015.

2. What positive traits will you bring to the CAL 2015 Leadership Team?

3. List your qualifications that would help you in the position for which you are applying.

4. Share your overall evaluation of CAL 2014. What went well? What changes would you make?

CAL 2015 Staff Expectations

People who serve on the CAL Conference Leadership Team will:

· Commit to the ‘team’ aspect of being on CAL staff

· Be in at least 8th grade or 13 years old in 2014/15 school year

· Have attended CAL Conference at least once

· Have shown a willingness to assume assigned tasks

· Be extremely flexible, friendly and open-minded

· Possess the ability to work as a member of a dynamic team

· Be able to make the time commitment needed to plan and implement the Conference

· Be self motivated to accomplish tasks

· Have access to emails and be willing to respond to notes and questions

Time Commitment: please insert these on your calendar (Please let us know if others responsibilities conflict, we will try our best to work with you.)
· Sectional Meetings; May 17, Sept. 20, Nov.15 committee meetings will be held during these meetings.

· Committee meetings: 1 @ 6 hours- January 3 (and possibly 1 in Oct./ to be determined.)

· Mandatory Overnight Retreat: September 20/21 following the Sectional Meeting
· Sub Committee Meetings as needed

· Extensive email communication

· Time needed to complete assigned duties – at least 5 hours, but may be more depending on job
Those candidates who are not able to commit to the total time needed to be on the Leadership Team may choose to serve on one of the committees that are organized on an as needed basis during the planning process for CAL 2015.

Positions Available on the CAL Leadership Team- each position responsibilities are subject to change during planning.
Co-chair(s) - Works with Conference Leadership Team to plan and implement CAL Conference. Each of you will oversee your appointed team. Make a contact list of all staff members, make a calendar and set deadlines, write up a letter to Co. officers, delegates and chaperones with directions to conference and what they need to bring. Hold chaperone orientation within hours of the start of conference. Purchase thank you for advisers. Work on budget. Makes staff application for next year; holds interview for next year, and inform team of their responsibilities. Maintain the website, FaceBook Group for staff, and email groups. Make conference/ skype calls as needed.
Education Workshop Coordinator- Works with CAL staff to determine focus of the workshops. Help find appropriate materials, secure materials, provide copies to workshops. Develop if needed a workday for CAL staff for writing sessions to be done by Oct. Help train presenters in workshop material in early January. Provide presenters support, snacks, gifts, or thank you treat (Sat. Night). Copy handouts for delegates' folders give to Check In to be stuffed into folders or can be passed out at the end of workshops. Work on budget and make workshop room assignments based on need.
Name tags- Purchases lanyards, badges, and labels. Uses delegate list from registrar using name and county, work with workshop assignments and cabin assignments, and get a copy of their list to prepare name tags with proper assignments. Make labels for water bottles, folders or as needed. Helps distribute name tags a check-in.

Workshop assignments- Uses delegate list from registrar to assign workshop rotation. Send list to name tags.

Registrar (strong computer skills vital) - Sends out registration packet to counties (chaperone expectation, registration forms, NSC code of conduct, youth and adult medical forms). Receives copy of registration and checks from adviser, organizes into a binder per county, prepares lists as needed for; cabin assignments, name tags, workshop assignments, t-shirts, chaperones, cabin leaders, county contacts, presenters and other areas of CAL as needed. At Jan. meeting- stuffs, label and mails letters from Co Chair(s) to delegates and chaperones. As well as working on the budget.

Cabin Leaders’ Liaison- Sends out an information flyer for cabin leaders to apply to all counties. Determine cabin leaders, hold training in early Nov. and a second training in Jan. if needed. Hold a make- up training as well on the day of conference. Work with cabin leaders to help them understand their duties and how to assist the delegates with needs. If CAL team has decided to do skits at CAL give them the list of words to be used for cabin skits, and help any problems that originate from the cabins.
Cabin Assignments- Uses delegate list from registrar to assign sleeping quarters (best to break up boys into age groups). Send list to name tags and cabin leader liaison.  
T-Shirt- Works with CAL team to determine logo/color of CAL shirts, contact shirt printing companies for price, and use list from registrar to order and purchase shirts. Be sure to receive t-shirts before the conference. Place names on the shirts and organize them into counties, deliver to conference and help distribute them at the conference.
Water Bottles- Works with CAL team to determine logo/color of water bottles contact companies for price, and use total amount of attendees from registrar to order and purchase bottles. Be sure to receive water bottles before the conference. Bring water bottles and help distribute them at the conference.
Recreation Coordinator- Works with, plan, coordinate, oversee, and assist Recreation team. Run the team meetings, work on Budget.

Saturday midday Rec- Decides on Saturday afternoon activity ex. - games, treasure hunt, hike. Give list of snack foods needed from the counties to Hospitality.

Saturday Night Rec. - Works with team to plan and conduct Sat. night activities. Recruit other staff to help, must have music approved, get a DJ or be the DJ, bring fans, decorations, work on budget. Bring items for game room or movie room, have a list for staff to sign up on for work times.
Friday Night Rec. - Decides with CAL staff what the activities will be and for how long, ex- cabin activity during assemblies time, talent show or campfire. Have all skits and songs approved. Have cabin game time or pre-conf. rec. determined- assign staff as a cabin buddy if doing cabin game time. Bring all needed material. 
Impromptu Rec- Plans games, songs and fun for the delegates during assemblies and free time.  Have games to keep delegates occupied after check-in and before the first assembly starts.

Hospitality- Gives the County Contact Liaison the list of requests: snacks and drinks for recreation, mainly Saturday night. Receive refreshments at check-in and take them to the teacher's lounge. Organize contributions to serve delegates. Bring table cloth, napkins, cups, gloves, Ziploc bags, etc. for food. Help organize staff retreat and cabin leader/ presenter/ county contact appreciation. Coordinate igloos for water: find people that can bring them and keep them filled throughout the conference.

Assemblies- Work with committee to; organize assemblies, develop agendas and time frame, invite speakers, purchase speaker gifts, and write thank you notes after the conference. Work with Impromptu Rec. to make sure there are no dead times during the assemblies. Give county contact a list of what is expected of counties i.e. posters, skits, cheers, etc.  As well as working on the budget.

County Contact Liaison- Sends the date of the conference to county office reps, receives list of county contacts from registrar, Trains county contacts within each county via email, Fields calls and requests from counties and works with county contacts prior to CAL; sending them the CAL orientation meeting document as well as informing the counties as to what is requested by Assemblies, Hospitality, and the rest of CAL staff. Ex- posters, skit, songs, cheers, refreshments, etc.
Check In/Out- Stuffs folders with necessary supplies and place labels on the folders that you receive from Name tags. Sets up check in area; being sure to provide space for t-shirts and water bottles. Check in delegates; pass out name tags and folders at check in.  Recruit staff to help delegates find their cabin.   
Afterglow- Take pictures at all staff meetings. Take pictures through-out the conference, mostly of the delegates with not more than one to two picture of each staff. Put the afterglow together with music that has been approved by your advisor and show the afterglow during the Sunday morning assembly. Making and printing the program may be an option as well.
Spirit Point Commissioner- Pass out points to CAL delegates that you notice are exceptional leaders during the conference. Figure out how to distribute points and keep track.
                                                              Assorted other duties as needed
· Decorations

· Make and copy program for the conference[image: image1.png]



