
ACTION CLEARANCE for TEAMS
Coaches and teams must get school approval and file this ACT report with the PA office for major actions they are planning. Actions include, but are not limited to:

	*Conducting surveys or petitions

*Field Trips

*Dances and other after school events

*Publications (paper, web, video)   Assemblies

*Announcements on PA system
	*Drives and collections

*Fundraising efforts

*Guest Speakers

*Videos 

*Putting up posters in school


Team Name/Issue: ______________________________________________________

Grade: _____________________      Coach: __________________________________
  

Briefly explain the planned action, event, or project:
 Who: 

What:

Where:  

When:  

Why:  



Other Information:

ACT  FORM

Realities
Read, check, circle, and explain those that apply. Attach additional information if needed.

o      Transportation:  Is it necessary?     Yes              No

o      If “YES,” how is it being provided?

o      Teachers Contacted:  Will the students miss class?        Yes                  No

o      Teachers must be notified. Students must get an “Advance Assignment Make-Up Form.”

o      Chaperones:  Are chaperones needed?    Yes                  No

o      If “YES,” WHO is expected to serve?  Attach a list or explain how many, mix of genders, and names, if possible.

o      Permission Slip:  Is a permission slip needed?    Yes                  No

o      Attach a copy.

o      Money‹Will money be raised?   Yes                  No

o      Who will turn in funds to PA office?  

o      Will the money be spent?             Yes                  No

       What is the source?  

Conditions (“only if”)

To be filled out by school authority. Questions remaining, people you must talk to, other information needed before action approved. 

  

  

  

Preliminary Approval                                            
“Okay” by one of these means you may proceed with planning.  However, you must get the autograph of the school authority below (please highlight which one you receive).

__________________________________________ _________________________

PA Coordinator/Mentor/Dr. Kunkel                          Date

  

School Authority Approval                                    
The autograph of ONE of the following people is required (highlight which one you receive):

__________________________________________            ______________________

7th or 8th Grade Liaison/Principal/Asst Principal                    Date


 ACT FORM 

Procedure for A.C.T. Forms

    
1. Coaches and Teams
Teams should participate in filling out the ACT form. Coach approval is automatically assumed on an A.C.T. form.  

2. Preliminary and School Authority Approval
Dr. Kunkel can only give preliminary approval. 

For final approval go to

· 7th grade  Teacher-Liaison Mr. Dean Mueller, Mahkato Trail
8 th grade  Teacher-Liaison. Erica Kennedy, Minneopa Trail

· PA Coordinator, MS. LeAnn Mages

· Principal, Mr. Shane Baier  

3. Turning in the A.C.T. form
Forms need to be turned in immediately upon school authority approval and ONLY to the Public Achievement Coordinator MS Mages.  The Coordinator will make a copy for the Public Achievement files and place the original in the team box. Teams should keep their copy of the form.   

4. Using and Improving the A.C.T. 
We invite feedback and suggestions on how to improve the forms and process; however, the current process does not guarantee there will be no mix-ups or problems. 

5. Money
Coaches and teams should not hold onto funds any longer than necessary. Any cash raised need to be turned over to the Coordinator, who record a deposit and will keep it safely in an envelope in the Public Achievement Treasury at Dakota Meadows Middle School. We may deposit larger amounts in the Public Achievement Checking Account. Coaches and teams should deal with the Coordinator for withdrawals.  If the money is needed within a certain timeframe, they must talk to the Coordinator at least one week in advance to ensure the money can be given to them.   Money not used for its purpose at the end of the academic year will become part of the Public Achievement Treasury. 


 PERMISSION SLIPS

Permission Slips
Permission slips are a VERY important must in Public Achievement. There are certain ways that things should be done, so always remember to follow these criteria, and help remind others to do so as well.  Permission slips need to be signed and on file for each student going on the field trip before any groups leave Dakota Meadows!!!!
What do you need on a permission slip?
You need the time, date, and destination of the event/field trip. Tell who will be providing transportation. (Are you renting a bus, taking your car or getting parents to drive?) Include when students will leave and return, if extra transportation needs to be arranged for sports, etc. What will your team be doing this field trip? Include the names and phone numbers of the adults and other contact people, and, only if needed and with their permission, the Public Achievement Coordinator’s name and number at school (507-387-5077). Create a place for the student's name and a place for a parent/guardian signature and date. You can add a deadline when slips are due back as well. Permission slips that are sent home with cover letters are a good idea.

**A copy of the permission slip should be included with your A.C.T. form!!**

Chaperone Policy


In P.A., we require at least two adult chaperones for any group of students. If the group of students is composed of both boys and girls you need chaperones of each gender. For large groups, our rule of thumb is one chaperone for every 6 students. 


 PERMISSION SLIPS
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       Permission Slip
Return this form no later than this date:
Date:_________________________

My student, _______________________, has my permission to attend the Public Achievement event__________________________ which will take place at ________________________ on ___________, _______________________.  The purpose of this event is to _______________________________________________.  I understand that there (circle one!) is/is not transportation to and from this event.  They will be leaving Dakota Meadows Middle School by __:__ and will be returning immediately following the completion of the activity.  

If you have any questions, please call __________ at _____________________.

If you are able to chaperone or would like to help out, please call __________ by ______________ and indicate so on this form!

________  Yes my student has my permission to attend!

________  No my student does not have my permission to attend

________  Yes I would like to chaperone.  Please contact me ASAP!

Parent/Guardian Signature:_______________________________________________

Date:______________           Phone Number:_____________________

**PLEASE NOTE:  YOUR STUDENT CANNOT PARTICIPATE IF THERE IS NO SIGNED PERMISSION SLIP ON FILE FOR THEM FOR THIS ACTIVITY!**

For P.A. Use Only:  Received by:  (1) Coach      and      (2) P.A. Coordinator


 MINI GRANTS

Procedure for Mini Grant Requests
Public Achievement teams can apply for a mini grant to help meet special expenses. This application is intended to be simple and to give young people experience in grant-writing. Coaches should help with the writing, but team members should get the experience of writing and applying for a grant.  

The funds should be spent to help PA teams engage in public work--actions projects which involve at least some activity outside of regular school hours. The application asks teams to explain how their activity will help build a more democratic and caring community.   This grant can be used as seed money or can cover all of the expenses. If this grant does not cover all the expenses for the proposal the teams must have a realistic plan for raising the remainder of the funds.

The team will need to submit a written report on how you spent the money, what you accomplished, and what you learned. We will give you a report form. 

We have money  budgeted for mini grants but not enough to fund all 30 teams. Please limit your requests to $50.00   Since not all teams request funding, you may be eligible to apply for a second grant later in the year. 

We will accept applications at any time.  The PA Mentors, Coordinator, and MSU Administration will review the grants and let your team know once a decision has been made.

 

Mini-Grant request must be attached to an ACT Form



 MINI GRANTS
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Mini-grant Application

Fill out this form to apply for your grant. You may continue on additional pages if necessary, but please be brief. 

Problem or Issue Summary

Describe your problem or issue in 50 words or less. Why is it a “public” problem or issue? Who is affected by it?

Project

Briefly describe the project you are working on and what it has to do with the problem or issue. 

Funding Request:     

How much are you requesting? What will the funds be used for?
 

How much other funding do you need and how are you trying to raise it?
(Please show budget using chart below-follow the example) Previous funding: 

 If you have already received a PA grant, please explain how you spent those funds and why you will use funds from the second round. 

Signatures

Date:_________________________________________________

Coach:________________________________________________

Team Members:

________________________________________________________________________

Deliver your proposal to the PA Coordinator at the PA Office at DMMS


 COACH CHECKLIST

PA Essentials: did we have, do or use…….



 At these meetings

	
	
	
	

	1. Mission Statement
	
	
	

	2. Team Name
	
	
	

	3. Agenda
	
	
	

	4. Record keeping
	
	
	

	5. Rules
	
	
	

	6. Discuss concepts
	
	
	

	7. Democratic meeting (seating, speaking, listening, voting)
	
	
	

	8. Evaluation
	
	
	

	9. Roles
	
	
	

	10. Democratic Skills
	
	
	

	11. Progress on Issue Development
	
	
	

	12. Research Work
	
	
	

	13. Actions taken
	
	
	

	14. Team Building Exercises
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



 OUTCOMES INVENTORY

A Mid-Year/Year-End Check-list
Public Achievement is not only about completing a project; a successful project is a powerful public work and example to others. Not every team finishes such a project, but there are other important indicators of success. Consider the following. Halfway through the year, or even at the end of the year, how many of your PA students will have done the following?







      Fall 


Spring

	-Served as a Meeting Facilitator
	
	

	-Served as a Meeting Notetaker
	
	

	-Served as a Meeting Timekeeper
	
	

	-Helped Adopt Team Mission Statement
	
	

	-Helped Adopt Team Rules/Constitution
	
	

	-Helped Set Team Goals
	
	

	-Voted on a Team Decision
	
	

	-Helped Develop and Use Team Agenda
	
	

	-Was Held Accountable/Responsible for their Actions
	
	

	-Questioned the Accountability/Responsibility of those in the Team
	
	

	-Voluntarily completed a task or homework—showed responsibility to the Team
	
	

	-Negotiated, bargained, and compromised with team members
	
	

	-Made phone calls to adults in authority
	
	

	-Interviewed/Visited with adult authority
	
	

	-Questioned a guest speaker
	
	

	-Participated in library or internet research on team topic
	
	

	-Helped design a survey and analyze the results
	
	

	-Helped write a petition and obtain signatures
	
	

	-Used a power map to identify people to contact
	
	

	-Wrote a letter to the editor or another organization and had it published
	
	

	-Wrote a letter to a public official or other decision maker
	
	

	-Wrote a press release
	
	

	-Set up and staffed an Information Table
	
	

	-Wrote and Published a Pamphlet, Brochure, or Newspaper/Newsletter
	
	

	-Published Information on a Website
	
	

	-Organized a Community Event
	
	

	-Negotiated, Bargained, and Compromised with People Outside the Team
	
	

	-Spoke in Public
	
	

	-Wrote a Grant (or Mini-Grant)
	
	

	-Organized other Fundraising Efforts
	
	

	-Developed Concepts and Ideas
	
	

	-Discussed Core Democratic Concepts in Relation to their own/the Team’s Work
	
	

	-Discussed the meaning of Citizenship and/or their role in Democracy
	
	





LETTER TO PARENTS

October 23, 2006

Dear Parents, 

Hello!  My name is ​​​​​​__________    and this year, I will be the Public Achievement coach for your son/daughter as s/he participates in the Public Achievement Program at Dakota Meadows Middle School.  Our group consists of ____  seventh/eighth-grade girls/boys, and we will be meeting each Thursday for forty minutes during the school year. The issue for our group is ______________________.

A little background at about me, I am a year in school   majoring in ​​​​_______________ at Minnesota State University.  My hometown is _________________. I am an active member of ____________________.  My interests are ______________. I have experiences working with young people through ________________________

Public Achievement is a program aimed at getting young teens involved in their community and showing them that through involvement, they can learn about democracy and make a difference in an area that matters to them.  _______________  is our group’s topic this year, and it will take a lot of work to make an impact regarding this topic. So far this year we have  ___________________________________. In the next few meetings we are hoping to  ____________________. My hope for the team is __________________________. 

This year, I will be encouraging the girls to have an open communication with me and within the group.  There may be times that they come home asking to talk to you about something for our group, or they might have a moment of frustration--as we all do when we work on something we care about! As a parent, please do not hesitate to call me if you have any questions about what we are doing; my phone number is_________ my email is _________________.  I would be more than happy to discuss with you the ideas and projects we are working on.  

Additionally, please feel free to contact LeAnn Mages, the Public Achievement Coordinator at DMMS at 387-5077 or my professor at MSU, Joe Kunkel, at 389-6930 if you have any other questions or cannot get a hold of me.

I hope that as the year progresses, your son/daughter grows in her/his  love of participatory citizenship.   Thank you again!

Sincerely, 

_______________

Public Achievement Coach

