project leader guide




project guide overview

The purpose of this packet is to assist students in their planning, overseeing, and follow through with
service projects at the flood and school chapter level. This guide is complete with the information and
tools that one needs in order to plan, execute, follow-through, and evaluate the numerous local
service projects that take place with flood, both at the corporate and school chapter level.

As Project leader, it is a student’s responsibility to make sure that the projects take place and that
they are as successful as they can be. Parents, teachers, and flood staff are there to support
students in their project planning but not take on the full responsibility of overseeing the project.
Students have many roles, responsibilities, and expectations while serving as Project Leader. The
tone of the project is dictated by the Project Leader, their excitement, and commitment to the project.
At the school chapter level, many of the responsibilities for the project may be divided up into the key
areas that have been identified: Public Relations, Project Management, Volunteer Management.

Roles of Project Leader

Planner/Organizer- plan the project in a timely and effective manner.

Delegater- pass on responsibilities to other students wanting to assist with the project.

Communicator- ensure that details about the project have been addressed with all those involved.

Vision Caster- cast the vision and tone of how the project will take place

Recruiter- assist in recruiting students to participate in the project by inviting friends to participate and
encourage other flood students to do the same.

Welcomer- greet all students at the site when they arrive and continue “getting” to know them during
the project checking in frequently (this is what will get students to come back).

Follow-througher- make sure all that is required from flood in following up after the project is
complete.




project checklist

Project Planning

Complete Project Planning Worksheet

Contact flood office to confirm the project

Ensure that the project is publicize — email, facebook, website, posters, announcements, flyers
Update website with current information

Adult chaperones confirmed (make sure teachers are aware of project)

Students confirmed and reminded

Transportation confirmed ( if necessary

Meeting location and time confirmed with students

Project Day

Volunteer Sign-in sheets

Volunteer Guideline cards

Name tags

Multiple Event Release forms up to date. Make sure you bring all forms with you to each event
in case of an emergency.

Directions to the site printed if needed

New Student information cards

Camera for someone to take pictures

Project Assesment

Follow-up with Community Partner

Make copy of volunteer hour sign in sheet and turn into flood office

Send welcome cards to all new students

Make copies of all new student information cards and send originals to the flood office
Send any pictures taken to the flood office
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. PRAY! This is the key to everything working out!

Don’t have your own expectations- let God have them for you. He usually does it his way
anyway!

Complete the Project Planning worksheet to help you in planning out the project you are
responsible for.

. Always use your project checklist to help you make sure you have everything done that you

need to have.

Make sure you have publicized the event in plenty of time. A monthly calendar or even one
several months in advance is a great way for everyone to know what is going on. Determine
the best way to do that for your school chapter and be creative in ways to get the word out.
Posters, announcements, etc. Remember, a one-on-one invite is the best way to go.

Make sure you have a good count of how many students are coming. This number will always
change up until the very last minute.

Make sure you have communicated where students are to meet, the time, and what they need
to bring or wear. This may be at the school or at the site itself. Give out printed directions if
needed. The flood office will send out a reminder to all students signed up several days prior
to the event.

We suggest that you do the following at the project site.

On the project day, always be the first one there. Allow yourself time to get there early. This is
either at school before you leave or at the site, whichever your chapter has decided to do.
Make sure you wear your flood t-shirt.

10. Always be familiar with the safety guidelines and take an AMY kit with you.
11. Start off by greeting everyone when they get there and make sure they sign in on the volunteer

sign in sheet.

12.Make sure that all new students have signed in, turned in a Multiple Event Release form, filled

out a new student information form, and are given a volunteer guideline card.

13.When you get to the site spend a few minutes doing the following after everyone is signed in:

Welcome everyone and thank them for coming. Allow everyone to introduce themselves and
recognize the new students. Give them up to date information about what is going on with
flood, inc and direct them to the website. Encourage them to invite a friend next time.
Introduce the Volunteer Coordinator for the Community Partner (if applicable) and let them say
anything they need to cover. Go over the volunteer guidelines on the card, and an overview of
the project that day. Give everyone one their assignments and get to work (the Volunteer
Coordinator at the site may do this as well). Always encourage them to have FUN!

14.Take pictures for flood inc. and for you to update on the website
15. At the conclusion of the project, always make sure that you thank those at the site.
16.Make sure you have cleaned up any mess that you may have made. If you need to stay a few

minutes late to do so, then please take the time to do that.

17.Follow up after the project with your Community Partner and make sure that they thought

everything went okay and get any suggestions or ideas for upcoming projects. Make sure you
confirm with them the next time you plan to come. Always let them know of any school
holidays that might affect you not being there at some point.

18.Send new students a “thanks for serving” card right after the event.



Project Planning

Project Leader

Community Partner

Date of Event Contact Information
Name/Type of Event
# of volunteers needed # of Drivers needed

Supplies needed:

Project Description

Project Timeline and Agenda




