SQUADS ACTION PLAN

Lead: Jennifer Wilson

Lite refreshments paid by OSDH

Purpose: To provide SQUADS (Study Question Understand Act Debrief Success) community assessment training to SWAT staff, Adult Partners and Community Coordinators (optional).  Consultation to SWAT Regional Coordinators will also be offered on the second day.

Training date and time: Saturday December 4, 2004  10:00am-7:00pm

Attendees: SWAT staff, Adult Partners, Community Coordinators (optional)

I anticipate no more than 30 in attendance but probably more like 26-27.

Consultation date and time: Sunday December 5, 2004    9:00am-12noon

Attendees: SWAT staff only

Location for both dates:  Last Frontier Boy Scouts: 3031 NW 64th   (840-1114), Facility offered at no charge.

Training facilitator and consultant: Judy Sopenski (PO#.....)

Lodging: All lodging will be paid from the SWAT Regional budgets.  Only SRC’s are encouraged to lodge overnight, unless there is an Adult Partner that has an extensive distance to drive.  OSDH will have no expenses for lodging.

Lite Refreshments: OSDH will purchase lite refreshments for Saturday only. (See selection below)

	Task
	Lead
	Deadline

	Secure contract for training services
	Jennifer/Sally
	Completed

	Secure location for training
	Jennifer
	Completed

	Confirm headcount with Judy
	Jennifer
	Completed

	Send Judy Activity Guide OK youth tobacco statistics

Sample Brag Sheet
	Jennifer
	Completed

	Inventory SQUADS manuals down in the hole (including the shipment brought back from Tulsa)
	Ron
	Nov 30

	Order refreshments from Java Dave’s
	Pam
	Nov 30

	Assist on lunch and dinner menu selections and ordering (participants pay for their own meals)
	Linda
	Nov 30

	Compile registration responses and make name tags
	Linda
	Dec 2

	Prepare blue table-top display to go (just make sure it’s brought up from the hole is all)
	Ron
	Dec 2

	Select clearinghouse materials to distribute (Judy will discuss rodeo and youth…sucked in possibly)
	Jennifer
	Dec 1

	Copy agenda and other hand out materials
	(not sure who to ask)
	Dec 1

	Prepare packets (about 30)

Will need the silver OSDH folders
	(not sure who to ask)
	Dec 1

	Send out notice of “community brag board” and ask everyone to bring news clippings or something about their SWAT team to display
	Jennifer
	Nov 29

	Supply box with masking tape, scissors, medium sized post-it notes, at least 30 markers, one flip chart
	(not sure who to ask)
	Dec 2

	Check out overhead projector
	Pam
	Dec 2

	Cut strips of paper for activity (need about 50 medium strips of paper-cut lengthwise-use blend of colored paper)
	(not sure who to ask)
	Dec 2

	Evaluation-Will send to Jennifer for review
	Judy
	Nov 23

	Send handout materials to OSDH for copying
	Judy
	Nov 23-24

	Digital Camera-Jennifer will use her own
	Jennifer
	Completed

	Friday night-Pick up and transport Judy from airport to Hotel
	Jennifer
	Dec 3

(Delta #5877 in at 2:53pm, pick up in baggage claim)

	Saturday morning-Pick up Judy from hotel and transport her to Boy Scouts to set up.  Transport her back to hotel at end of evening.
	Jennifer
	Dec 4

	Sunday morning-recommend staff consultation at the Marriott?
	Jennifer
	Dec 5

	Monday morning-transport Judy from hotel to airport by 9:00-9:15
	Jennifer
	Dec 6

(Departs 10:43am)

	Return key to Boy Scouts
	Jennifer
	Dec 6

	
	
	


Menu Selection for Lite Refreshments

Lead: Pam

Maximum 30 people

Delivery Time: 9:15 or 9:30 at the latest

Note: I will order several trays of finger foods but won’t put all trays out at the same time.  I’ll save some fruit to put out in the afternoon as a refresher.  

Beverages with quantity:  Coffee for all day (2 reg, 1 decaf), orange juice (quantity for morning only), water for all day

2 Fruit Trays

1 Fruit Bread/Cin Roll Tray

1 Veggie Tray

1 Cookie Tray

