SPOTS Overall Program Protocol (Annual Schedule & Leader’s Job Duties) 

Saint Louis University School of Medicine
I. Annual Schedule

Late Spring (April, before program start-up in Fall)
· Late March-Early April:  Choose new coordinators for the following year. This is the job of the current leaders and should be open to all students, not just those that were in the student group or elective. The amount of work a student put in the year before should be considered when choosing new leaders.
· April: Combined meeting with the WashU SPOTS leaders with the incoming and outgoing coordinators should be scheduled and should include:
           ○  Introductions and creation of a master contact list.


     ○  Review of problems encountered the previous year and suggestions of solutions.


     ○  Review the main protocol and the protocols for individual positions.


     ○  Creation of a timeline for the coming year.


     ○  Jobs between the coordinators should be divided and recorded.


     ○ Review the budget submitted for the previous year and compare it to actual 

        expenditures.


     ○ Update website with new leader’s names and contact information


     ○ Scheduling will also need to be done in tandem, and the training sessions should be 
        open to both schools.  It is also less expensive to have the t-shirts printed in lots of 
        100 and the handouts printed in volume.   

Summer (July/Aug)
· A meeting should be scheduled to plan the activities for the beginning of the school year and leaders should discuss their assigned duties and allocate responsibilities for events during the Fall.

· Fall Events:


     ○  Ten min introductory lunch talk to first-year students:
▪  A paragraph about the group should be created and submitted, and a 5-7 

min Powerpoint (3-5 slides) should be created to give to the new first years.


     ○  Activities Fair:
▪  Poster, candy, manual, develop a two sentence sales pitch to concisely describe the group and responsibilities of joining. 

▪  Skin analyzer machine there for use.  Have product demo box and accordion folder there for exploring.

▪  Have a sign-up sheet for interested students (name and email address).

     ○  One Hour Recruitment lunch:


▪  SPOTS student leaders from the previous year will give a 30 min talk about 
the program.  Interested students can ask them questions. Schedule the meeting 
room early as dates are filled quickly.
▪  Have a sign-up sheet for interested students (name and email address).  A list of students and emails should be collected to make a final list for the student group. 



▪  Mass email entire 1st and 2nd yr class regarding the SPOTS program and the 

recruitment lunch.



▪ Contact person for scheduling LRC rooms:  Nanette Parris, Facilities 


Coordinator, parrisn@slu.edu


▪Pass out a handout with the information about the training sessions and a brief 

synopsis of the program.


      ○  Update website with dates, times and locations of Activities Fair, Recruitment 

lunch and Training Sessions
Fall (program start-up)
· First 2 weeks of class for first years: 10 min intro talk at lunches for first years

· Activities Fair: Second Week of August on Friday morning/afternoon.
· Recruitment lunch: End of October; Week after anatomy ends
· Email names on sign-up lists from the Activities Fair and Recruitment lunch with the date, time and location of the training sessions.

· Training sessions (two evenings, 2-2.5 hrs each) – Check with SPOTS faculty regarding dates first.
Winter

· Teaching – both through selective and student groups in coordination with WashU Teaching in local 8-12th grades.  SPOTS teachers are both 4th year elective students and student group volunteer teachers.
· Send Denise Townsend, Program Director, Clinical Skills Lab L004, (townsedp@slu.edu) a copy of the SPOTS teachers.  She uses this as a sign-out list for the SPOTS equipment.

March

· Repeat cycle; select new leaders

April

· Pass the torch

II. Job Duties of SPOTS Leaders

1) Overall Leader
· Responsible for all communications with SPOTS leaders, SPOTS teachers, Saint Louis University (SLU) SPOTS teachers, and SPOTS faculty.

· Should know what is going on in all facets of the program including the scheduling.

· Sets up meeting rooms, dates, and food.

· Schedules other SPOTS leaders to work the Activities Fair, Intro Talk, etc.

· Works with SPOTS faculty in setting up training sessions for September.

· Communicates with SLU SPOTS Overall leader about training session dates and times to allow their students to attend WashU sessions, especially fourth years.  Likewise, WashU students who are unable to attend the September training sessions can attend the November training sessions at SLU.

· Coordinates and sets up any other meetings, conferences, health fairs or whatever is needed.

· Assists Scheduling leader.

· Reviews the budget with the coordinators to ensure each knows the amount they will be allowed to spend and on what. 



○ Create a travel budget that includes the number of students wishing to attend a 

conference, as well as, the location and cost of attending the conference.  


Attempts to find grant money
should begin immediately – contact the treasurer 

from the previous year for information.
2) Scheduling Leader

· Primary responsibility is to set up the teaching schedule for Jan-March with the SPOTS Scheduling Leader from Saint Louis University. 

· First, develop a list of all the SPOTS teachers trained at both WashU and SLU with the SLU Scheduling Leader.  Figure out how many classes you can cover together.  Remember we teach in pairs.  Selective students at WashU are required to teach at least 3 times.  Volunteer students at both schools are required to teach twice. SLU fourth year elective students are required to teach four times to receive one week of credit, and eight times to receive two weeks of credit.

· Second, develop a monthly calendar with a list of black-out dates (exams, etc for each year level and both WashU and SLU).

· Create a contact list with each SPOTS teacher’s name, postal address, email address and cell phone number.

· Schedule a meeting with the Rockwood Partners in Education facilitators along with the SLU Scheduling Leader to schedule Rockwood middle schools.

· Rockwood middle schools should be scheduled first.  Followed by the other St. Louis area schools (Parkway, Saint Joseph’s Academy, MICDS, etc.) that can be contacted via email.

· Creates a master schedule of dates, class times and PE teacher’s name for each school with school’s scheduling coordinator.

· Emails list to SPOTS student teachers and each school’s coordinator.

· Compiles final list of student teachers, gives to school’s scheduling coordinator.

· Coordinate the number of SAM’s and demo boxes in use for each teaching period.

· See Scheduling Protocol for further details and contacts.

3) Equipment Leader (check in early August)

· Check all skin analyzer machines for working light bulbs early in August.  See SAM Protocol for maintenance contacts and costs.

· Ensure the demo kits are stocked and up to date with the newest sun protection products and are available for each teaching session.  Sunscreen products tend to get scarce by late September in St. Louis. Hats and UPF shirts can be ordered online.

· Inventory SPOTS uniform t-shirts for count and sizes. Email students who signed up for the training sessions for their shirt size. Order new shirts if necessary in a variety of sizes for all teachers in early September after recruitment lunch.  See T-Shirt Protocol for contacts and details.

· Printing: make sure the handouts are printed in the quantity needed for the number of classes to be taught.  See Printing Protocol for more information.

· Sunscreen samples: order from Don Lueders (Schering-Plough) through Diane Smith.  Order early in August as this may take a few weeks for delivery.  The order has to be placed by a faculty member as Schering cannot ship to medical students (this is their policy). 
· See Sunscreen Protocol for more information.

4) Website Leader

· Learn how to navigate website in April.  Previous website leader should turn over protocols, passwords, user names, all files and do a cursory run-through of how to work the software and access the website.  This can be schedule at a time convenient to both the new and old leader but should occur in April.

· Learn how to operate content manager web system over the summer. Kirsten Ellis

· Update website in early August with new leaders’ names and contact information.

· Update website in early September with location, dates and times of training sessions.

· Update website as needed regarding new pictures, publications, meetings, etc.

· See Website Protocol for further information.
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