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The RFP requires that young people:

power, calls for responsibility in carry-through, and celebrates achievement, while applying

Celebrafe Success RFP Project gets kids engaged and learning. It gives them decision-making

math and language arts skills to a project of their own design.

® Reflect on and explain ‘achievement’ in the afterschool program

® Propose a feasible project that fits with the budget and time frame

e Estimate likely attendance, which is the basis for their budget

e Calculate average daily aftendance
e Cadlculate budgets

® Prepare a clearly written proposal

e Follow rules and meet deadlines

e Plan and carry out an event

Powerful projects for this age group deliberately

incorporate social and developmental components along

with the academics. In the process of the RFP Project,

young people:

e Sef and meet goals and deadlines

® Develop and manage different relationships with

peers and adults

* Participate as a member of a group working

toward a shared goal

e Share ideas and opinions, listen to others, and

reach agreements

e Exercise leadership

In the context of the project, students apply critical thinking,

and work with core standards-based content.
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RFP FOR REAL

STUDENTS WRITE...
TO PERSUADE

We think our plan 15 & g00d one
becouse 14 will give oll of us & sense
of sccomplichment. Stoying after

school has not been eosy, but we con
see how the Afterschool Progrem hes
ke(red «S. Our teachers gee thet we
have done o great job and that we
%r«l»( mode tmprovements. ﬂ“f jccl
thot our 1des 1€ o’y‘w& one ond
that we deserve recognition

dor ol of our hard work.




ENGLISH LANGUAGE ARTS

e Collect and report information
® Read and write for a practical purpose
e Wirite persuasively

® Summarize main points, present facts,
and opinions

MATHEMATICS

e Collect, analyze, and present data
e Use calculators or computers to solve complex problems
*  Make reasonable predictions

*  Explain mathematical processes and findings

WHAT YOU NEED

® Funds available for the grants. This Guide is based on using an allocation from the
program of $10 per student

e Copy of the RFP Guidelines (provided in Part Il for each individual or group
e Caleulators, dictionaries, writing guides, computers if possible, paper
e Adult volunteers to read and respond fo proposals

o Award lefters

AMOUNT OF PROJECT TIME

The RFP Project is laid out as 19 sessions of about

Early To-Do
CAN IT FLY?

25 minutes each. You may find that more or less time is
needed for different sessions.

Make sure you have:

money in your budget
buy-in from administration

a plan to get students
excited about the project
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Over 1,100 9th graders struggling with English
and math across 25 of Philadelphia’s lowest-
performing schools simultaneously participated in
a Celebrate Success RFP Project during a spring
semester. They formed groups, developed ideas,
prepared budgets, followed the RFP writing
guidelines, and got their applications in on time.
Proposals came info the Foundations, Inc.* office,
and personalized grant award letters were sent
fo each afterschool class. Students were so proud
of the grant award, feachers made copies of the
letters to take home.

Groups proposed everything from pizza parties, to
bowling frips, movies, and college campus visits,
fo sfaging a celebration with parents. One group
split their award between a charitable donation
and a party. Another decided fo divide up the
grant money proportionally based on attendance,
complete with explanatory Excel® spreadsheet
calculations. And one group awarded themselves
trophies, writing that they'd never get an academic
frophy for anything else.

Submissions were powerful, providing an
inspiring view info the hopes of students who
are failing their courses but wanting so eamnestly
fo succeed.

LEADER’S GUIDE
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RFP FOR REAL

STUDENTS WRITE ON...
DESERVING A CELEBRATION

You didn 4 heve 4o set up this progrom
ond we A1dn € have 4o attend. We decided
65 individusls 4o get our priorities
<«€M’(3H ond do wia»f wes needed 4o be
Aone 1n order 4o Succeed 1n our Jour»cr 4o
gmdua»{'e k'ly\ school..

Many of us believe we have earned Hhis
cellebration because we have turned owr
lives around. We were failing 9H grade
and now will pass owr major subjects.. We
decided to succeed rather Hhan to fail.

The students 2hat come 2o 2he

pregram care aboud their education..
the teachers support 2his idea 100%
because of the students’ passion
and dedication to rove forward in life
and in school... They also believe we

shou/d 3ei out of ocur neig/?éor/?ood
and becore more social. I hope that
you are generous and understand us,
and 2his is coming from a concerned
Student who works hard and cares
and respects /s teachers and fellow
classmates, so you tell me if ee
deserve this Crip or not.

Quotes throughout this Guide are drawn from
student proposals in Philadelphia.




ADVANCE PLANNING

Be sure you understand the key points about an RFP, or Request for Proposals, so you'll be able to explain it. Plan
ahead for (1) the amount of money you have fo spend, (2) timeline, and (3] lining up proposal Reviewers.

What is an RFP?

RFP stands for “Request for Proposals”. An RFP lays out the funder’s rules, guidelines, and what kinds of
projects will be funded.

+ In this project, your afterschool program is the
“funder” calling for students to submit a proposal
for an end-of-year achievement event.

CLEAR PURPOSE

Rules and guidelines

The first rule is—follow the rules spelled out in the document! A good project starts with
a clear sense of purpose,
= The student RFP document (found in Part I} lays out the or what participants will
rules for length, what should be in each section, the get out of it.

budget, and the deadline. You may need to adjust the
rules fo fit your program. Make sufficient copies of the What are the main
student RFP document to distribute to small groups. objectives for

your group?

Award amount

9 The RFP project ties the amount of money directly to
student attendance in the afferschool program, using
the average daily aftendance of the class, times a number of dollars. In Philadelphia, we used
average daily attendance times $10. That is, if the average daily attendance was 18, the group
could apply for $180. This creates a mutually-reinforcing attendance incentive. It also calls for
immediately applied math skills to estimate probable attendance, calculate the likely amount of
money, and budget accordingly.

The total amount you can make available depends on your program resources and needs to
be determined in advance. The program budget may be able to cover it. For schoolbased
programs, the principal may be able to contribute from the school.
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Deadlines for submission and awards

2 Deadlines are reall Establish realistic deadlines in advance, then stick to the due dates. Decide
in advance who will review the proposals, who will write the award letter [see sample in Part lll),
and how the money will get to the students. Submissions take time to review, but aim to respond
as quickly as possible.

Quality

Maintain reasonable standards for the submissions, and decide in advance what you will do if a proposal
is unsatisfactory. You may choose fo give it back fo the students with guidance and a deadline for
revisions. Use the criteria given to the students and in the assessment rubric.

Schedule

Allow 10 to 20 sessions for the project, depending upon frequency of meeting and committee time.
Records of average daily attendance should be kept for a minimum of 8 weeks.

GROUP WORK

Young people learn best by doing. Your goal is to help them learn and do their best while supporting their
group work, independence, and social development. Your project role, then, is more as facilitator than

director. The following pointers can help with the facilitator role.

Be clear about expectations. Make sure the group understands what is involved in committing o
the project.

Ask groups fo sef guidelines for working together (see page 14 for typical agreements|.
Circulate, watch, and listen for dynamics.

Listen actively and ask open-ended questions to stimulate thinking.

Encourage students fo clarify and expand on their contributions.

Restate and summarize fo show you are listening and understand. Summarizing helps groups stay
on track.

Promote an inclusive, respectful environment. Observe groups and invite full participation, with
students contributing in different ways.

Remain neutral. Avoid inserting your opinions or suggestions to encourage the group's own free-

flowing discussion. If you are asked for guidance, try to provide it along with questions back to
the group, such as, "What do you think of...." or “"Has anyone ever tried something like...”

LEADER’S GUIDE —6-



WHEN A GROUP MEMBER ...GOOD FACILITATORS...

OR MEMBERS...

...do not contribute or are hesitant to ...don't put people on the spot or ‘force’
contribute to the discussion participation. Suggest or provide opportunities
for talking in pairs, threes, or small groups for

periods of fime.

...dominate the conversation ...ask the rest of the group for ideas
or comments. Acknowledge the person’s
contributions and invite others to respond.

...make vague statements ...ask for clarification, examples, or illustrations
of points. Encourage rephrasing and summarizing,
asking “ls this an example of what you mean?”

or similar questions.

...become tense, repetitive ...reframe the point the person is making to be
sure they feel heard. If needed, acknowledge
strong feelings, and revisit the group agreements
about how fo discuss through disagreement.

...seem to have said all they have to say ...ask for group consensus. If none, summarize
what has been said and encourage the group to
narrow their choices.

...go off topic ...ask for summaries of what's been said so
far and ask what more needs to be discussed.

...goof around ...call for a stretch break; move on.

...are not participating ...break into small groups, pairs, etc.,
with clear discussion questions.

=7 LEADER’S GUIDE



WRITING

Remember: More writing leads to better writing!
Understand that the first goal in the project is to
get students to submit proposals.

Many people, especially students struggling

in English classes, feel a lot of anxiety around
writing. Sometimes it stems from having ideas
rejected or unheard because they were poorly
written. Be sure to encourage expression first,
then layer in correction (see Steps in the VWriting
Process). Sometimes it's fear of ridicule. Do all
you can fo create a safe environment. Sometimes
it's just a question of getting started. Getting from
a blank page to a finished document can seem
huge and become paralyzing. Help by breaking

the task info manageable steps.

The RFP sessions are organized fo lead through
the writing process. Use these pointers to help
along the way.

e Talk it out first. Encourage students to
explain their ideas first, then summarize,
then write without worrying about form.

® Break it up. Break the task info
manageable chunks. Start with
discussions and ideas. Suggest
a beginning step.

e Ask if students want help. Suggest
that they work with each other, point
out resources, and offer what you think

STEPS IN THE
WRITING PROCESS

(See Academic Content, Afterschool Style for
more tips on helping with writing and reading.)

Briefly summarize the task or goal
Brainstorm; generate ideas
Think about the audience

Find information; go into deeper
detail on ideas

Organize the main points

Write a first draft

Read it aloud and get feedback

Revise it, read it aloud, and get
feedback

Write final draft
Proofread

Finalize

appropriate. You can listen and help with
the organization or sequence of thoughts,
or ask for clarification if the writing is unclear.

-8 -
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* Help review drafts. Be a good listener and
offer constructive feedback.

1. Read first for meaning and clarity, not
spelling or grammar. Summarize it back
fo the student, and ask if they've written
what they infended. If not, ask for more
explanation, and send them back to
make the edits.

2. Encourage peer reading and editing.

3. Ask if they want you fo check for
spelling and grammar.

4. Show where there are errors and ask
how they might fix them rather than
providing all the corrections. Point out
references and resources they can use
on their own.

WRITING RESOURCES

11 Rules of Writing

www.junketstudies.com/rulesofw

Dictionary
www.dictionary.com

The Blue Book of Grammar and Punctuation
www.grammarbook.com

Merriam Webster Online Dictionary
and Thesaurus
WWwWw.m-w.com

Thesaurus.com
www.thesaurus.com

School Grants—Grant Writing Tips

www.schoolgrants.org/tips.htm

Writing Tips

www. betterwritingskills.com /writing-tips.html

LEADER’S GUIDE
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Introduction: Celebrate Success! Introduce project concept.

Understand the RFP Read RFP in detail in small groups. Clarify vocabulary and meanings.
Attendance Matters! Connect budget amount to attendance in the program. Talk about setting
the dollar amount based on average daily attendance and how fo frack weighted average
daily attendance. Start tracking.

How Many and How Much? Average Daily Attendance Explain attendance averaging.
Students take and calculate attendance each session to keep running average. Discuss how
students can work on the proposal (for example, divide into committees for budget and writing).
Decide whether to continue with project.

Fairness and Achievement Calculate attendance each session. Discuss faimess, achievement,
and parficipation. Attendance and budget committee should project budget amounts; groups

can brainstorm ideas.

What To Do? Project ldeas Calculate atiendance and estimate budgets. Revisit ideas in confext
of budget projections.

Make It Real: Responsibilities and Feasibility Calculate and update attendance. Finalize
ideas. Plan the work, review RFP judgment criteria, evaluate feasibility.

Put It In Writing Calculate attendance. Draft proposal following RFP guidelines. Develop
preliminary budgets based on current projections.

What Did We Get To? Final budget Finalize budget based on actual attendance over course
of period. Begin to finalize document. Check that all points and questions in RFP are covered.

Polish and Finish Finalize document and prepare final copy.

Due Date! Submit proposal to Reviewers.

Wait and Reflect Discuss process.

Congratulations and Launch Review returned proposal and begin implementation.

Go! Do it and follow-up.

" LEADER’S GUIDE - 10~



SESSION 1

INTRODUCTION: CELEBRATE SUCCESS!

OBJECTIVE: Students understand they are being offered an opportunity for an independent group project.

Students understand the basic concept of the project.

PRESENT OVERVIEW

(This is the time to show it as challenging and fun!)
This is the chance for students to take charge! Students can come up with an end-ofprogram celebration
and recognition event, get the money to do it, and carry it out. To get the money, they write a proposal

explaining what they want to do, with a budget, then submit the proposa the aeadline tor approval.
plaining what they d h a budget, th bmit the proposal by the deadline for approval

Discuss different awards or recognitions that students (or people they know| have received, such as frophies,
prizes, honorary lunches, and so on.

ASK FOR IDEAS AND DISCUSS POSSIBILITIES for different kinds of events to celebrate end-of-year

achievement in the program. Students will come up with all kinds of ideas that may be realistic, or not.

Don't worry about whether it's realistic yet, but if ideas aren't flowing, mention things like frips, parties,
calculators, books, gift cards to video or book stores, food, movies, bowling, or donations.

EXPLAIN “RFP” (Request for Proposals)

An RFP is a competition for a money award, with rules for submission. RFPs are judged to see if the money
will be given. Usually many apply, few receive.

Explain that community organizations submit proposals to get money for their projects. Give local examples,
if possible, and explain that responding to RFPs is a basic skill for fund raising.

Ask if anyone has experience with this. Whate

EXPLAIN PROCESS

The RFP is a group project. Students will have time over the next few days to look over the project and
decide if they want fo go ahead and go for the grant.

B g

)
¢
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SESSION T CONTINUED

The leader/teacher’s role is to help students think through their ideas, but the proposal MUST be produced
and written by students only.

OFFER CHOICE, AS POSSIBLE, ABOUT PARTICIPATION

If only some members of the group want to do the project, explain that you can go ahead only if:
* A majority participates in the committees
*  Non-parficipants agree to accept whatever the committee plans
*  Non-participants do other work (such as homework)
during RFP time

All 04 the students
rw%‘w‘tra%ea( Th mehy
MAKE IT CLEAR that this is real work, and that it has to be

ways, but we are the three
good to get the grant award. !

who sty untl 4he very end

mak‘mg Sure 4 was as gooa(

I students don't focus during project time and stay on frack, they
o5 14 could be.

won't meet the deadline or the quality standards.

—RF?P group

ASK if they want a sneak preview of the RFP document before
talking about it next session.

If so, form small groups, hand out the RFP, and give them time to glance through it.



SESSION 2

UNDERSTANDING THE RFP

OBJECTIVE: Students understand the scope of the project, and decide approaches to the work.

Distribute the Student Guide, with the RFP document found in Part Il. Provide at least one
per three students.

REVIEW RFP PROJECT IDEA

Ask someone to explain what an RFP is [Answer: An announcement from a funder that they will give out
money to individuals or organizations who submit proposals and whose proposals are approved.)

Ask if someone would explain the project for anyone who
missed the day before. Ask for quesfions.
We think owr plan
Re-state the need to follow the guidelines in the document in i5 & Good idea because &
order fo get the award money. In this proposal, the guidelines
say that groups need fo have an idea, then explain why it's a
good idea and why they deserve the money. accorplishiment. Saving afte-
school has ot been easy, bud

e can see hoeos Hhe program

READ AND DIGEST | e o
Give out the RFP to groups of threes or fours. Allow fime

for group reading and discussion within the group. Circulate

and make sure everyone sees all the parts, including rules, —RFP growg

willl give all of us & sense of

budget, and deadlines. Help as needed with vocabulary or conceps.

Students may feel overwhelmed. Organization is key. Explain fo students that committees can be formed,
fo limit an individual student’s responsibility.

When reviewing the handout "Parts of the Proposal,” suggest that a commitiee may create a template fo
ensure a complete proposal.

DISCUSS

Talk about the overall idea. Give students time fo talk about the advantages and disadvantages of
submitting a proposal.

Point out that the amount they can apply for to use for the event will be based on their average daily
affendance between the period of fo (select dates that work for your program).

,
Explain that the class will keep track of its attendance to calculate the final budget amount. Tracking ' . 4 g,
will begin the next session. ’

- 13- LEADER’S GUIDE



SESSION 2 CONTINUED

DISCUSS HOW THE GROUP CAN WORK ON THE RFP.

Suggest committees, for example:

e Attendance Committee —takes, calculates, and COMMITTEES

reports on affendance; provides the information

for the RFP that asks to explain the budget Give young people as much
amount requested. independence and decision-making
control as possible. Support their
o Budget Committee—estimates budget and costs independent work!

of different proposal ideas.

o Writing Committee —drafts the sections in the proposal that need to be written
(this can be divided up).

 Deadlines and Finishing Committee—keeps all on track, prepares cover page, makes the
proposal look neat and readable, gefs it in on time.

All of the studerts helped
with this proposal. we divided ourselves
inlo comrntldees acc:ardifg Zo the proposal.
One group worked on Byping the cover page. One
Group worked on the proposal introduction. Other

Groups worked on the detals, action plan, Auo’jez‘,
reasons, and food. We all came back Z‘ogel‘/?er and
reported to each other. Brittany and Shareef
volesteered to put it af/ z'ojez‘/ler

—RFP Group

LEADER’S GUIDE -14-



SESSION 3

ATTENDANCE MATTERS!

OBJECTIVE: Students understand and practice attendance averaging as the basics for the budget.

EXPLAIN THAT BETTER ATTENDANCE GETS A BIGGER BUDGET!

The budget will be based on the average daily attendance of the class times $10 (or whatever amount

your budget allows). For example, if the average daily attendance is 25, then the fofal the group can
apply foris 25 x $10, or $250.

®  The budget will be based on attendance between and

®  The proposal will then be due

® Just before the proposal is due, you and the group will finalize the award budget amount.
Until then, students calculate and work with an estimate.

PRACTICE SOME ESTIMATES PRACTICE ESTIMATES

Ask what the maximum possible average daily
attendance is. Ask how they arrived af the number.

What would the budget be?

Ask what they think attendance will be. VWhy2 What
would the budget be if they're right?

Examples:
If the enrollment is 15 and everyone attends every

single day—no one ever misses—the budget would
be 15x $10, or $150.

How much will it be if only half the class shows up
most of the time2 (Answer: $75) Try variations.

FORM A COMMITTEE to keep track of attendance,

calculate the average, and report it to the group,
starting today.

- 15- LEADER’S GUIDE



SESSION 4

HOW MANY AND HOW MUCH?

OBJECTIVE: Students develop a sense of neutral motivation for atiendance as they defermine averages.

AVERAGE DAILY ATTENDANCE

We could be plavjing video

garnes, basketball, or just hanging
out with friends instead of getting
Attendance from the last session—for example, 15 swmarter Most of us are here because
Today's attendance—for example, 12 we've failing English...obviously we care
Average: 15 + 12 = 27 divided by 2 days = 13.5 ahout our Grades and our fubure or we
wouddnt be here.

Practice calculating average daily attendance.
Use the last two days.

Or it can be written: (15 +12) / 2 =13.5

Budget as of today: 13.5x $10 = $135 —RFP group

See if students can show how varying attendance over time affects the budget.

For example: ~ On days 1 through 4, 12 sfudents attend each day.
The average daily attendance is 12. The budget is $120.
On day 5, 14 students attend. The average of days 1 through 5 is a weighted
average that reflects that on most days, only 12 students aftended.

You can show  Total attendance each day
this different ways: 12+ 12+ 12+ 12+ 14 =062
62/ 5days=12.4
Budget $124

Use a weighted (12 x 4 days) + (14 x 1 day] = 48 + 14 = 62
average 62 / 5days=12.4
Budget $124

See if anyone can explain why you can't use the average so far (12) plus today’s attendance (14)
and divide by 2. What would this give?

Answer: 13, which doesn't reflect the fact that four out of the five days attendance was
only 12, and on only one day it was 14.

‘ Add another day. ~ On day 6, 15 students attend. The average over

6 days can be shown several different ways:

A
) 4

Use a weighted  (12.4 x 5 days) + (15 x 1 day) =62 + 15=77
average /7 / 6days=12.8
Budget $128

LEADER’S GUIDE -l6-



SESSION 4 CONTINUED

Total attendance 12412412+ 12+14+15=77
eachday 77/ 6days=12.8
Budget $128

Total attendance 5 days (62) + today's attendance (15) = 77

over past 5days 77 / 6days=12.8
Budget $128

Again, it is not accurate to add the 5-day average to day 6 attendance and divide by 2

124 +15=274
274 /2=137

This doesn't reflect that attendance was 12.4 over 5 days and was 15 only once. This shows that you
need to keep up attendance to bring up the amount!

Keep going.  On day 7, 15 students attend again.
(12.8 x 6 days) + (15x 1 day) =768 + 15=91.8

Q1.8 /7 days=13.11
Budget will be $131

YES NO

Did everyone understand how to calculate average daily attendance? O |

How do you know?

-17- LEADER’S GUIDE



SESSION 5

FAIRNESS AND ACHIEVEMENT

OBJECTIVE: Students practice developing explanations, and expressing opinions, and rationale. Students
reflect on the meaning of achievement and fairess in this context.

Discuss fairness in terms of who should be able to
participate in the event. RFP FOR REAL
Fairmess and achievement are important subjects for STUDENTS SPEAK ON...
young people fo think about in ferms of their own GIVING THEMSELVES AWARDS
values and growth. There is no one right answer. The
learning is in the thinking and putting out ideas Each student mominated
for discussion! himself or herself for
what they did. Some of the
Raise questions like: categories were:

100% attend
®  What is the event celebrating? Should e

it be about some kind of achievement, Good attendance
whether attendance, work, or other Most improved

achievement?

Puwo‘u&lﬂ'q

A""&wd&we& a-v\-J

* |f attendance in afterschool is important,
best behavior

should there be a minimum attendance

level for participating in the event?

®  Should the recognition for achievement be equal for everyone, regardless of level of
participation, or should it be adjusted depending on some criteria?

IN ONE PROPOSAL, students decided to divide the award
amount as cash to each participant based on the number of
days of attendance. Students with 100% attendance received
more than students who attended only one or two days. Other
classes planned parties for all who attended, with special
extras for those who achieved 100% attendance.

LEADER’S GUIDE - 18-



SESSION 5 CONTINUED

Discuss achievement and fairness together.

QUICK PREP AND CHECK

Raise questions like:

*  Who has achieved more, someone who puts Questions to ask:

in only a litfle effort but gets good grades, or
someone who has worked hard and improves
but still doesn't get a good grade?

e Are effort and improvement importante How do
you reward efforfe

®  Should anyone be excluded from this event or

jecte Wh hy not? . T .
projes yorwhyne Wide participation in discussion?

e Should achievement be looked at as individual,
or is it a class achievement, or both2 Why?2

Meet in groups to start brainstorming ideas.

Attendance and budget committee: Start projecting

ible budgets.
possible budgets Expression of ideas?

We would like to give awards to the

also want to honor Hhe kids cho came
most of the days. We also want to give
awards to the kids who worked really

hard.. We want to invite owr parends.
Some of them cwont be able to come

Explanations?

—RFP group
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SESSION 5 CONTINUED

RFP FOR REAL

STUDENTS SPEAK ON...
SETTING STANDARDS

Every ctudent thot sttended ot leact half of the cecsions will be sble
{0 attend the event.

..o attended Four or more classes since the beainnina...
—Students with bo% aHendance and higher..

-PATICIpS have come Lo the conclusion that if you have
riSSed three or more da/s and they are wunexcused absences then
you eill not be able o paticipate in this pariy.

.40 sward students who have attended 15 % 04 the 4ime.
Tle B«nﬁ'uen‘ will be an cPPor-Fvnh‘y +o award those

students wiho Lave not been absent niore Haan 3 fines and
who Lave done their best woork in the Proac-am(eveﬁ,om).

T i5 unforbunale Hhat not evervone il be able to participate in the parhy,
because one of the requiremends cas that evervone cas to complete at Least
Bﬁ%af“\l.mm

All students who attended the program on a reqular basis and
Served on a commitiee will pardicipate.

All students who have pttended more than 4wice will participote snd we
exre(/{- that this decision will be CK{!’w‘uM ond r(ca(’tug 4o oll.

LEADER’S GUIDE -20-



SESSION 6

WHAT TO DO? PROJECT IDEAS

OBJECTIVE: Students build skills in group work by

generating and discussing ideas together.

Attendance committee: report average daily attendance

Meet in groups, brainstorm ideas.

Toward the end of the session, discuss:

basic ideas
current budget estimate
how ideas fit with the budget estimates

whether group needs to refine ideas in confext of
budget estimates

RFP FOR REAL

STUDENTS WRITE ON...
DECISION-MAKING

Ablter discussion and vo*ﬁina, tle
grov decided with - Majori-fy vote
wi icL\ ac+iv;+\7 +L\e7 wer-e éoin +o
Par‘l"icipafe n.

We have 4ried 4o come 4o an @éreemeh% about
on octividy to do with our money, but we could
not decide. So we Jugf decided 4o gef our
money. Therefore everyohe will participote.

The cwhole class S“PPD"‘LS &... Most of He
lass is alesars hungry and thinking
about food. We had wany different
ideas like atending a sporting event, &
movie, & Pc’zza, Far(w,, or & P&S"‘Mﬁwl'
buffet. Hocoever: coe chose the one
tat coas cheapest, in order to

stretchn Hhe budget:

RFP FOR REAL

STUDENTS WRITE ON...
AWARDS

We r(om 4o give ourselves swards on
sttendonce, behavior, and Improved
aredes. Mang of us hove never received
on swerd or o trophy. Some of us are
not athletes so we moy( not ever win o
trophy. [ we get... the trophies we will
be Na"a( hoppys becouse we deserve 14
Jor what we hove sccompliched.

We would like to have a Teoilight

e will have an awards ceremony.
All parerts are welconte.

We oll Lcrf on disoqreeing on whot we
wonted 4o do. We oll wanted different
{:k’ug{, Some wanted 4o <rh£ the money,
hove o pizze pordy or Chinese porty ond
other pordies. We went 40 other clacses
ond Sow whot they decided on. So we ell
mode up our minds thet we pre going +o
hove ¢ different kind of Jood pordy.

A soecial P¢r+ of our plan is
+o m a nice walk Vv(—;fﬂ «
lovoln, of te Um'vor'si'fy of
Pennsylvania is located. We want
fo + - Wc.”m'vg tour of te
collese camn and observe a bit

of col lge lice.
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SESSIONS 7-9

MAKE IT REAL: RESPONSIBILITIES AND FEASIBILITY

OBJECTIVE: Students practice moving from ideas fo RFP FOR REAL

implementation as a team.

Attendance committee: report average daily attendance STUDENTS SPEAK ON...
...GROUP DISCUSSIONS

Review where everyone is with the idea, the budget, and
the practicality or feasibility. The discussions were 4iring ond 1t wes hord

to get everyone o aqree.
e Does it work with the projected budgete

Certain individuals were gven Specific

e Will the group have too litle or too much Wfo’ﬁ;ﬁﬁ’f- Twzoi‘t_‘/ade/:}‘/s
. researched various g S
money? What will they do about thate el brouigft information ‘Z : Z
. the group. Ancther person idestified
e How long will it take to put together the event? SCafF members who could help.
Do they have the people-power? Ancther set of studerts idestifled
which studert's would bring ethnic
Make sure everyone is clear on tasks and timetables. dishes to the evert. And each group

riade recommenddadions before Ana/

Allow time to collect information and work on decisions were made.

developing proposal components.

...TEAMWORK

Eadugwup"cc&ﬁ-sediw\-b

in groups of oo - Hhree to

& disk and Hhe final group pud &
fogi

We f""‘ on dotng +his with ¢ horrendous
omount of team work and 14 will take some
Sertous thinking snd {a‘k’tug 1 through with
CVC"YO”C C'(G.

s Leard to agree whien so Many
peoplo are involved. We fried +o
take the ideas of Many.

LEADER’S GUIDE -22-



SESSIONS 10-12

PUT IT IN WRITING: DRAFTING THE PROPOSAL

OBJECTIVE: Students gain experience in steps in the writing process and gathering information and draffing.
Students understand how proposals will be judged.

Attendance committee: report average daily attendance

REMEMBER THE

Focus time on collecting information and drafting the WRITING PROCESS
proposal and budget.

Encourage writing first to
Remind everyone to look back at the RFP document to be get ideas down in draft form,
sure all points and questions are covered. then to revise.
Provide the handouts with the scoring rubrics (Part Ill) o Encourage reading aloud
show how the proposals will be judged. to each other.

Encourage revision and self
correction.

We conducted & studend swrvey
to determine cohat kinds of
food and drinks to include in

Be a good listener and helper!

tne buffet

—RFP group

-23- LEADER’S GUIDE



SESSION 13

WHAT DID WE GET TO? FINAL BUDGET

OBJECTIVE: Students understand applying math skills for real, practical purposes.

Finalize the average daily attendance figure for the time period. Remind the group they will need
fo show how they arrived af their budget figures.

Give time to preparing the final budget. Help student be sure it is clear and follows the guidelines.

SESSIONS 14-15

POLISH AND FINISH

OBJECTIVE: Students learn to improve their work by revising and checking against guidelines and expectations.

Support students in finalizing the proposal according to the guidelines and in preparing the final copy fo be
submitted fo the Reviewers. Be sure the RFP scoring rubric is available and referred fo.
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SESSION 16

OBJECTIVE: Students practice adhering fo due dates.

Help students submit the proposal to arrive by the due date.

We hope that all of Hhe Hiings ce needed to
do we did. We had & 4ood time doing Hais.
We hope we did & right.

—RFP group

SESSION 17

WAIT AND REFLECT

OBJECTIVE: Students articulate some of their leaming.
Reflect on the project. Help participants think back on the process.
Ask questions like:
*  Was the project harder or easier than you thought it would be?
*  What was harder? What was easier?
®  What might you do differently next time?
*  What did you learn most about?

Use assessment and reflection tools as appropriate (see Part lll).

- 25—

We rea“T had

o Jun £ime while
(wrnin; moth

ond Improving our
rew('mg.

—&F?P group

LEADER’S GUIDE



SESSION 18

CONGRATULATIONS AND LAUNCH

OBJECTIVE: Students see connections between effort and results.

Award letters inl Share the award letters with students and congratulate everyonel Make copies, if possible, for
students to take home. Encourage writing thank-you notes to the Reviewers.

Needs work? If the proposal was returned for revision (it happens!), help everyone get to work right away fo
make the changes. Get it back in by the deadline given.

Thank (ou Jor a([ow'lhg us the
o[\ror%uv\llﬂ to earn extra credit. |
think 145 & wahﬂ(ev‘ju( progrom ahd
thot every student chould have +he
opportuntty 4o be a port of .

—RF?P C-,rour

Help students get ready to carry out the event. Again,
give them as much leadership opportunity as possible.
They earned ifl

SESSION 19

OBJECTIVE: Students translate plans into a great activity.

Help students launch the event, and have a great timel

Receipts. Encourage budget responsibility and management by seeing that students keep receipts and turn them
in fo show expenditures.

Document! If possible, document the event. This will help motivate the next group who does the project.
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AWARD LETTER

Address of Reviewers
Date

Address of applicant

Dear [applicant group name]:

Congratulations. We are pleased to inform you that your application for Celebrate Success
funding has been approved. You will be awarded a grant in the amount of $

The funds will be given to

The competition for funding was strong, but your proposal was complete, thoughtful, and
showed effort and skill.

The terms of the award are as follows:
1. You must use the funding for the activities presented in the proposal.

2. You must keep an accurate accounting of funds spent. Any leftover funds must be used for
school, other educational, or charitable purposes.

3. Abrief report noting the completion of the event must be submitted to the program leader
for the records.

We are very glad to see young people showing that they can take responsibility, develop
good ideas, express themselves well, prepare budgets, and follow through. We hope you
enjoy celebrating your successes in the afterschool program, and your success with this
proposall

Sincerely,

[Review Committee)




PROJECTILETTERITO
PARENTS //CUARDIANS

Dear Parent:

Your child has been invited fo join in a special project in afferschool. In this project, students
will be writing a proposal for an end-ofyear recognition event to celebrate success in the
program. Funding will be provided by the program, but the amount of funding available for the
event will be based on attendance. Groups with better attendance will have more money to
work with for their event. Children will be tracking the groups’ affendance daily.

Your child will be receiving/has received a copy of the guidelines for the proposal. Please let
us know if you would like one as well. We encourage you to ask your child about what the
group is doing. Ask about their ideas, what they are doing for the proposal and what they think
of the project. By asking them these questions, you will help them sharpen their thinking and
improve their confribution to the work.

We look forward fo leffing you know the results of the project. If you have any questions or
would like more information, please feel free to confact us at

Sincerely,

(Staff Member)




CoNGRATULATIONS
LETTERTTO

TEACHERS //PARENTS //CUARDIANS

Dear Teacher/Parent:

(Child’s name) has made us proud! It gives us great pleasure to tell you that (child's name) has
worked extremely hard with his/her peers to put fogether a thoughtful and wellwritten proposal
for the program’s end-of-year celebration event.

Because of his/her efforts, young people in the program will be enjoying [end-of-year award).
Please join us in congratulating him/her!

Sincerely,

(Staff member)




