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Welcome 
 
Greetings LHS – IBPA members! 
 
The Lakewood International Baccalaureate Parents Association (LHS - IBPA) is a proud 
supporter of our Lakewood family: school, students, parents, administrators, support staff, and 
teachers. 
 
We’re a great communication resource for students and families to access current information 
and updates regarding the highly-regarded International Baccalaureate and IB Prep program at 
Lakewood High School. 
 
The LHS - IPBA is a positive, energetic and interactive forum for sharing information and ideas 
about the International Baccalaureate program and its amazing students. 
 
We plan, fund, and coordinate academic and social opportunities for students, parents, and 
teachers to interact and share their valuable experiences in pursuit of the high academic 
excellence that is the cornerstone of the IB program.  
 
Following are organizational information, notes, and recommendations for your reference.  The 
compilation is based on input from current and past volunteer members of the LHS – IBPA 
board of directors, committee chairs, and membership. 
 
Many thanks and best wishes to you as you support the ongoing mission of the LHS – IBPA: 
 
 

Empower Students, Support Faculty, 
Promote Academic Excellence.
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Overview 
 
In 1933, Lakewood High School opened at the current site of the JEFFCO Open School at 10th 
and Wadsworth.  The inaugural graduating class was 25 students.   
 
In 1958, Lakewood High School moved to its current address at 9700 W. 8th Avenue, Lakewood, 
CO, 80215.   
 
The Lakewood High School IB Program was authorized by the International Baccalaureate 
Organization on July 5, 1996.  It is one of the longest established IB programs in Colorado, 
second only to the George Washington High School program which was established on April 1, 
1984.     
 
On April 28, 1999, the International Baccalaureate Parents Association was established via 
ratification of initial bylaws.  The bylaws were subsequently revised and adopted in 2004.  A 
copy of the LHS – IBPA bylaws is provided in Appendix A. 
 
In May 2009, the Lakewood High School IB Parents Association awarded the first IB 
scholarships. 
 
On October 12, 2012, the LHS – IBPA was awarded Public Charity Status and exempted from 
federal income tax  under section 501(c3) corporation of the Internal Revenue Code, tax ID 
number 46-1450238.  It was subsequently registered as a Colorado Nonprofit Corporation on 
the same date. 
 
On February 7, 2019, the LHS – IBPA received approval to mail at the Nonprofit Standard Mail 
prices by the United States Postal Service, authorization number 1827222. 
 
Organizational membership is open to any parent(s) or guardian(s) who have a student enrolled 
in the International Baccalaureate Program at Lakewood High School. 
 
The mailing address is:  

LHS - IBPA 
9700 W. 8th Ave. 
Lakewood, CO 80215 
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Structure and Duties 
 
The LHS – IBPA is governed by a Board of Directors, consisting of the following elected officers: 
 

• Chair 

• Chair Elect 

• Secretary 

• Treasurer 

• Fund Raising Chair 
 
Duties are outlined in the bylaws and responsibilities are summarized, below.  Officers perform 
their duties for a one-year team, typically from July 1st to June 30th of the following year. 
 
Chair  
Prepares agendas and presides at all meetings of the members and the Board of Directors; calls 
all special meetings and appoint chairs of standing and ad-hoc committees; is an ex-officio 
member of all committees and approves all communications of a general nature sent out in the 
name of the LHS - IBPA; performs such other duties as directed by the Board. 
 
Chair Elect 
Performs the duties of the Chair if the Chair is absent or unable to perform the same; succeeds 
to the office of the Chair at the end of the term of office and shall perform other duties as 
directed by the Board. 
 
Secretary 
Keeps an accurate record of the proceedings of the members meetings and of the Board; 
conducts the correspondence of the LHS - IBPA and Board; collects and records all amendments 
to the bylaws and standing rules of the LHS - IBPA; responsible for giving notice of the date and 
time of all special Board meetings; oversees the annual board and committee chair succession 
process. 
 
Treasurer 
Accounts for all funds of the LHS - IBPA; reports to the Board and membership at each meeting 
or when requested by the Board; utilizes QuickBooks software to keep an accurate record of 
deposits and expenditures; prepares a budget for Board approval; keeps an accurate record of 
membership for voting purposes, shall make the same available upon request to the Board 
and/or nominating committees; maintains contact with the LHS Financial Secretary and works 
with that person to provide accurate reports for the organization; acknowledges tax deductible 
monetary donations to the LHS – IBPA scholarship drive via individual email letters to the 
donors. 
 
Fund Raising Chair 
Coordinates, facilitates, and oversees fundraising activities of the organization. 
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Committees and Leadership Positions 
The Board may create committees as needed for the work of the Association.  Current 
committees are summarized, below. 
 
Treasurer Oversight 
Provides financial oversight to the treasurer, has access to the LHS – IBPA First Bank account for 
financial review purposes. 
 
Fundraising Marketing/Corporate Sponsors 
Produces LHS - IBPA marketing materials, identifies potential corporate donors, interfaces with 
businesses to solicit and secure donations. 
 

Short Term Fundraisers 
Planning and oversight of short fundraisers, typically with restaurants such as iPie, STACK Subs, 
Chipotle, Jamba Juice, Noodles & Company, Chick-Fil-A, Buffalo Wild Wings, etc. 
 
King Soopers Card Donation Program Administrator 
Maintains and tracks the King Soopers donation card program, produces monthly and/or 
quarterly reports, interfaces with the RaiseRight donation program administrator and the LHS-
IBPA treasurer. NOTE: Advanced knowledge and experience with Excel/Google spreadsheets 
and formulas is required. 
 
RaiseRight Donation Program Administrator 
Maintains and tracks the RaiseRight donation program, produces monthly and/or quarterly 
reports, interfaces with the King Soopers donation card administrator and the LHS-IBPA 
treasurer. 
 
After School Library Program 
Organizes, recruits, and directs the LHS Library Program after hours volunteers. 
 
Membership 
Communicates membership benefits, recruits new members, interfaces with the LHS - IBPA 
treasurer. 
 
Newsletter 
Produces the LHS - IBPA newsletter four times per school year (generally September, 
December, March, and May). 
 
Social and Special Events 
Develops and coordinates LHS - IBPA social events. 
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Hospitality/Staff Appreciation  
Organizes and directs LHS Staff Appreciation and provides refreshments for Diploma Night; is 
typically co-chaired. 
 
LHS - IBPA Website 
Maintains and updates the LHS - IBPA website (Weebly), interfaces with LHS web master. 
 
Social Media 
Maintains and updates the LHS -  IBPA Facebook and Instagram pages. 
 
Exam Proctor Coordination 
Organizes, recruits, and directs the volunteer exam proctors for spring IB and AP testing; utilizes 
SignUpGenius (February - April time frame). 
 
Scholarship 
Maintains and updates the requirements for the annual LHS - IBPA scholarship application, 
recruits qualified reviewers, directs the review and selection process (February – April 
timeframe). 
 
NOTE: The Scholarship chair may not be the parent of a LHS senior. 
 
Scholarship Elect 
Succeeds to the position of the Scholarship Committee chair at the beginning of the following 
school year. 
 
Senior Banquet 
Organizes, communicates, and directs the annual LHS - IBPA hosted senior banquet for 
graduating IB seniors; is typically co-chaired (February - May time frame). 
 
Nominating 
Organizes and directs the process of filling board and committee chair member positions, as 
well as oversees the board election process (February - April time frame).   
 
NOTE: Over the past few years, the volume of volunteers for board member (and committee 
chair) positions has not required a board election.  Rather, the LHS – IBPA secretary starts a 
succession process in February by asking existing board and committee chairs to volunteer for 
positions for the next school year.  Remaining openings are then advertised to IB families, 
starting with incoming freshman families, then to current freshman, sophomore, and junior 
families via School Messenger email. 
 
Class Advocates 
Advocates for and interfaces with LHS IB families and students, by specified class year - Senior, 
Junior, Sophomore, and Freshman. 
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LHS IB Secretary 
Consultant to the LHS – IBPA, attends board meetings, interfaces with LHS faculty and staff and 
IB families on behalf of the LHS - IBPA. 
 
LHS IB Coordinator 
Consultant to the LHS – IBPA, attends board meetings, interfaces with LHS faculty and staff and 
IB families on behalf of the LHS - IBPA.
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Planning and Scheduling the LHS – IBPA Calendar 
 
Financial and Academic Year 
The LHS – IBPA financial and academic year starts on July 1st and ends on June 30th of the 
following year.   
 
Administrative Planning with LHS IB Staff - July 
An administrative planning meeting to review and reserve important LHS – IBPA board and 
general meeting dates and events on the Lakewood High School calendar is conducted  
between a board officer (typically the chair) and the LHS IB coordinator and IB secretary in the 
July timeframe (when LHS staff return to school).   
 
This is an important meeting because it provides the opportunity to discuss the upcoming year 
and schedule LHS – IBPA activities to avoid conflicting with other LHS activities and events.  
Equally important is awareness of traditional LHS week-long dedicated events which include 
ROAR week/Homecoming (September), Prom (April), and Teacher Appreciation/Graduation 
(May).  Scheduling LHS – IBPA social events or fundraisers during these weeks is not 
recommended.  
 
An example of a LHS – IBPA calendar is provided in Appendix B. 
 
Planning Meeting with LHS – IBPA Board and Committee Chairs – July/Early August 
At least one planning meeting with board members, committee chairs, and LHS IB staff should 
be conducted by an IBPA board member shortly after meeting with LHS IB Staff (July/early 
August).  This meeting serves to make introductions, review the upcoming year’s base calendar 
of events as discussed with the LHS IB Staff, and make plans for additional events, such as social 
and staff appreciation events.   
 
Subsequent to this meeting, the Social/Special Events and Staff Appreciation committee chairs 
may actively recruit volunteers via communication via LHS – IBPA Facebook and Instagram 
accounts and through School Messenger email to IB families and conduct a separate planning 
session in the August/September timeframe. 
 
Awareness of Other Organizations/Holidays 
It is important to be aware of other support organizations (sports and band booster clubs,  
PTSA, etc.) which may be conducting individual fundraising activities.  For example, avoid 
scheduling a LHS – IBPA fundraising event on the same day as a volleyball team fundraiser.  To 
become aware, check the LHS calendar, which is found on the LHS homepage, reach out to 
other organizations, check with LHS - IBPA members or IB families who have an involved 
student, or check with the LHS assistant principal responsible for Activities. 
 
Similarly, prior to scheduling events it is important to check for any major or religious holidays 
that fall within the dates you are considering.  For example, when scheduling a Staff 
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Appreciation event which would provide lunch or treats, it would be advisable and considerate 
to avoid religious holidays that require fasting. 
 
Process for Scheduling Events 
The process for scheduling a LHS – IBPA event (including off-site events such as restaurant 
fundraisers)  requires a proactive formal written request to the LHS assistant principal 
responsible for Activities.  The form may be found in the assistant principal’s office.  The 
assistant principal will review the request and approve or deny it.  If approved, the assistant 
principal will post the activity on the LHS general calendar and reserve space/designate LHS 
resources for support, as needed.  Approval also includes permission to post flyers in the 
school.  This process applies to all organizations associated with LHS. 
 
Board Meetings 
LHS – IBPA board meetings are held on the first Wednesday of each month (August through 
May) from 5:30 – 7:00 pm.  For the past several years the meetings have been conducted online 
via Zoom, which has taken the place of in-person meetings.  
 
Examples of a LHS – IBPA board meeting agenda and meeting note format are provided in 
Appendices C and D. 
 
General Meetings 
LHS – IBPA general membership meetings are held on the second Wednesday of the month, 
either online via Zoom or in-person in the LHS Lecture Center.  General meetings are held in 
September, October, January, February, March, and April. 
 
Topics are educational and focus on aspects of the IB Prep (freshmen and sophomores) and IB 
Program (juniors and seniors) and/or health and welfare of the IB student and community. 
Examples are: 

• IB Best Practices (panel of IB students and a parent) 

• Stress Management (external speaker) 

• Mental Health and Wellness (external speaker) 

• First Year College Experience (IB graduates) 

• Extended Essays (IB coordinator and senior IB students) 

• IB Impact on College (LHS counselors) 
 

Notes, presentations, and selected recorded sessions (posted on You Tube) of past events may 
be found on the LHS – IBPA website under “Notes and Newsletters”. 
 
Social Events 
Getting to know each other and making friends is important, especially for freshman students 
and families.  The idea of social events is popular and consistently requested via LHS - IBPA 
surveys.   
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The LHS - IBPA has sponsored both in-person and online social events, including LHS – IBPA 
booths at Back to School Night and the Tiger Prowl 5K run, LHS Chalk Festival, Chili Cookoff, Ice 
Skating at Belmar, and Online Bingo.  It has supported the LHS Film Festival via advertising and 
gift cards for prizes.   Other activities such as a group hike, roller skating, and study sessions 
have been discussed.   
 
Sponsoring social events is an area of opportunity and development that take a fair amount of 
planning and work.  Success is contingent on volunteers to support the Social Events chair.  
 
A process description of the LHS Chalk Festival is provided in Appendix E. 
 
Hospitality/Staff Appreciation 
Staff appreciation events are held at LHS three to four times during the school year and 
typically involve treats or lunches for the faculty and staff (approximately 130 people).  Post 
COVID, smaller more contained food offerings have taken the place of large potluck layouts.  
This adjustment is appreciated by the staff and reflects the shift to post pandemic operations. 
 
Fundraising to IB families, specifically for staff appreciation, via SignUpGenius has been 
successful in the past, and donations have been sufficient to support the events. Sign-ups may 
be created via the LHS – IBPA SignUpGenius account. 
 
The Hospitality Committee also provides refreshments to IB graduates and families on IB 
Diploma Night (January). 
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Communications 

 
Lakewood High School IB Secretary 
The IB secretary is a member of LHS’ administrative team.  In addition to other duties, the IB 
secretary works closely with the IB coordinator and LHS faculty/staff and supports daily IB 
program operations.  The majority of LHS – IBPA marketing materials, documentation, banners, 
stickers, and other assorted support materials are stored in the IB secretary’s desk area.  The 
LHS – IBPA works directly with/through the IB secretary to coordinate, consult, and 
communicate LHS – IBPA activities.   
   
School Messenger and Tiger TV 
The LHS – IBPA works with the LHS IB secretary who distributes information, announcements, 
and news to IB families via the School Messenger email system.  The same process is followed 
for communication via the LHS in house Tiger TV system. 
 
Gmail 
The Google mail addresses for the LHS – IBPA are:  
Main contact: lakewoodibpa@gmail.com  
Finance: IBPAFinance@gmail.com 
King Soopers Community Rewards: ibpa.ks.giftcard@gmail.com 
RaiseRight: ibpa.ks.giftcard@gmail.com 
Scholarships: ibpascholarships@gmail.com 
 
NOTE: In order to monitor and respond to emails sent to the main contact email address 
(lakewoodibpa@gmail.com) the account is set up to forward all emails to the chair.  The chair 
then responds or forwards the emails to the applicable board or committee chair for review 
and response. 
 
Zoom 
Board and some general meetings are conducted online via the Zoom platform.  The LHS – IBPA 
does not have an account, rather, the platform is provided as a courtesy by a current  board 
member.   
 
Social Media 
The LHS – IBPA Social Media chair maintains social media accounts with LinkedIn, Facebook, 
and Instagram.  Lakewood IB graduates are encouraged to stay in touch with the LHS – IBPA 
through these accounts.  A tutorial on creating a LinkedIn account is provided in Appendix F. 
 
YouTube 
The LHS – IBPA posts recorded general meetings via its YouTube account. 
 
Newsletter 
The LHS – IBPA Newsletter chair produces an electronic newsletter, typically in September, 
December, March, and May.  It is distributed via links in School Messenger email and social 

mailto:lakewoodibpa@gmail.com
mailto:IBPAFinance@gmail.com
mailto:ibpa.ks.giftcard@gmail.com
mailto:ibpa.ks.giftcard@gmail.com
mailto:ibpascholarships@gmail.com
mailto:lakewoodibpa@gmail.com
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media accounts.  It is also accessible via the LHS – IBPA website in the “Notes and Newsletter” 
page.   
 
An example of a LHS – IBPA newsletter is provided in Appendix G. 
 
LHS – IBPA Website 
The LHS – IBPA website is provided via the Weebly platform and is managed by the Website 
committee chair.  The Website committee chair provides updates on a monthly basis or as 
needed. The website may be accessed at https://lakewoodibpa.wixsite.com/lakewoodibpa  
 

A process document is provided in Appendix H. 
 
SignUpGenius 
The LHS – IBPA maintains a SignUpGenius account which is used for fundraising and volunteer 
sign ups.  
 
LHS – IBPA Survey 
The LHS – IBPA is interested in feedback and input from IB prep and IB program families.  Since 
2019 an annual survey has been administered by the LHS - IBPA chair via the Survey Monkey 
platform.  Survey results are shared via links in School Messenger email, social media, and on 
the LHS – IBPA website under “More”, “Survey”.   
 
An example of a survey is provided in Appendix I. 
 
Account Access Credentials 
The list of all account access credentials is maintained by the LHS – IBPA board chair, secretary, 
and treasurer. 
  

https://lakewoodibpa.wixsite.com/lakewoodibpa
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Financials and Membership 

 
Financial Year 
The LHS – IBPA financial  and academic year starts on July 1st and ends on June 30th of the 
following year.   
 
Banking and Financial Oversight 
The LHS – IBPA maintains a checking account through FirstBank.  The treasurer and treasurer 
oversight are named parties on the account.  In the absence of a treasurer oversight volunteer, 
the chair will fill this position. 
 
Budget and Reporting 
The LHS – IBPA treasurer prepares a budget in July which is reviewed and approved at the first 
board meeting of the year.  The budget contains standard line items which reflect the activities 
of the LHS – IBPA.  The King Soopers Community Rewards program provides the majority of the 
funds used to defray IB and AP test fees and supports the annual LHS – IBPA scholarships.  
Subsequently, the treasurer produces and presents a financial summary at each monthly board 
meeting.  QuickBooks software is used to track and manage all LHS – IBPA financial activities.    
 
An example of a budget and process description are provided in Appendix J. 
 
Methods of Payment 
Current forms of payment to the LHS – IBPA First Bank account are via check, PayPal, credit 
card, SignUpGenius, and GoFundMe.  The LHS – IBPA typically makes payments via check, Zelle, 
or Venmo. 
 
Jeffco Schools 1024  Account 
The LHS – IBPA has a dedicated account within the Jeffco Schools financial system.  The account 
number is 1024 and is used to process payments that are received via the Jeffco Student Fee 
Payment account.  Payments include the $20 annual LHS – IBPA membership fee (to be 
included as an optional fee in the 2022-2023 Jeffco Student Fees) and tickets to the IB Senior 
Banquet.   
 
The 1024 account is also used to pay authorized vendors to the LHS – IBPA.  For example, IB 
senior families pay for their tickets to the IB Senior Banquet via their Jeffco School Student Fee 
account.  The payments are kept within the 1024 account.  The LHS financial secretary then 
disburses payment to the venue providing the banquet (a vendor previously authorized by the 
LHS financial secretary) from the 1024 account. 
 
Federal and State Filings 
The LHS – IBPA treasurer is responsible for filing the IRS 990-N annual postcard on-line (tax 
exempt organization, less than $50,000 receipts annually) prior to May 15th and the Colorado 
Secretary of State period report annual filing ($10 fee) prior to July 31st of each year.   
A process description is provided in Appendix K. 
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LHS – IBPA Scholarship Award Payments 
LHS – IBPA scholarships award payments are made directly to the university or college that the 
recipient is attending.  The recipient is responsible for submitting a Scholarship Release Form to 
the LHS – IBPA treasurer, who will then submit the scholarship payment to the recipient’s 
university or college.  The form is available through the LHS IB secretary. 
 
Membership Tracking 
The LHS – IBPA treasurer tracks membership manually via receipt of checks and through a 
report that is generated by Paypal when membership is paid electronically.  The treasurer 
reports total memberships at the monthly board meetings.   
 
A process description is provided in Appendix L. 
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Fundraising 

 
Tiger Prowl 
The Tiger Prowl is a 5K race at Lakewood High School that is sponsored by the Lakewood 
Foundation at the beginning of the school year (September).  Participants are allowed to 
designate the LHS – IBPA as the recipient of their race fees.  Proceeds are sent by the Lakewood 
Foundation to the LHS – IBPA via the LHS IB secretary in the form of a check in the 
October/November time frame. 
 
Amazon Smile 
The LHS – IBPA is an authorized charity for the Amazon Smile program (account name: Lhs-
Ibpa).  Amazon donates a percentage of purchases to the LHS – IBPA and sends proceeds in the 
form of a check to Lakewood High School on a quarterly basis.  The IB secretary will send the 
check to the treasurer for deposit.   
 
Anyone who has an Amazon account is eligible to designate the LHS – IBPA as their recipient. 
 
More information may be found on the LHS – IBPA website homepage. 
 
Corporate Sponsorship for IB Scholarships 
The LHS – IBPA is open to corporate sponsorship for IB scholarships at the $1K and above level.  
Volunteers are needed to work with the LHS – IBPA Marketing/Corporate Sponsors chair.  A 
process document may be found in Appendix M. 
 
Short Term Fundraisers 
The LHS – IBPA has successfully raised funds via single events sponsored by local restaurants.  
Eligibility requirements are typically shown on a restaurant’s website.  LHS – IBPA volunteers 
work with the LHS – IBPA Short Term Fundraiser chair to apply and obtain approval from a 
particular restaurant, create electronic and printed flyers, and interface with the LHS IB 
secretary and LHS – IBPA Social media chair for advertising.   
 
Proceeds from the fundraiser are typically sent in the form a check to Lakewood High School.  
The LHS IB secretary will send the check to the LHS – IBPA treasurer for deposit.  
 
Information on prior restaurant fundraisers is found in the 2018-2022 LHS – IBPA documents 
under “Fundraisers” which is stored in the LHS – IBPA Google drive. The LHS – IBPA secretary 
may be contacted for access. 
 
NOTE: Please see “Awareness of Other Organizations” and “Process for Scheduling Events”  
under “Planning and Scheduling the LHS – IBPA Calendar” in this document for reference when 
planning short term fundraisers. 
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LHS – IBPA Scholarship Drive 
The LHS – IBPA conducts an annual scholarship drive from December through April.  The drive is 
advertised via the LHS – IBPA website, December and March LHS – IBPA newsletters, School 
Messenger emails, and on LHS – IBPA social media accounts.  Donations are accepted via check, 
PayPal, and credit card.  Additionally, the crowdsourcing platform GoFundMe has successfully 
been used.  The LHS – IBPA maintains a GoFundMe account for this purpose.  Named and 
corporate sponsored scholarships are available at the $1K and above level. 
 
Scholarship information may be found on the LHS – IBPA website under “More”, “Scholarship”. 
 

Fundraising for IB and AP Test Fees 
 
King Soopers Community Rewards 
The LHS – IBPA is an authorized charity for the King Soopers Community Rewards Program 
(NPO number: PY624).  King Soopers donates a percentage of purchases to the LHS – IBPA  and 
sends proceeds in the form of a check to Lakewood High School on a quarterly basis.  The IB 
secretary will send the check to the treasurer for deposit. 
 
Proceeds from the King Soopers Community Rewards are used to pay for the cost of IB and AP 
tests.   
 
A LHS IB family must be a member of the LHS – IBPA to be eligible to participate in the King 
Soopers Community Rewards program.  Participants must claim their portion of the quarterly 
donation within three months of a particular quarter.  After establishing accounts with King 
Soopers Community Rewards and the LHS - IBPA , they do this by accessing their King Soopers 
account to view the donation credit they have received.  They then submit a claim electronically 
to the LHS – IBPA King Soopers Community Rewards Donation Program administrator.  Upon 
receipt, the administrator moves their credit to their LHS – IBPA account.  Funds are then 
transferred to the LHS financial secretary when IB test fees are due.   
 
IB families must submit a payment request for AP test fees to the LHS – IBPA treasurer, who will 
then transfer their funds to the LHS financial secretary when AP test fees are due. 
 
Unclaimed and excess funds above total AP and IB test fees are transferred to  the LHS – IBPA 
general fund. 
 
Information, including individual account balances,  may be found on the LHS – IBPA website 
under “More”, “King Soopers Community Rewards”.   
 
A process description is provided in Appendix N. 
 
RaiseRight 
The LHS – IBPA is an authorized charity for the RaiseRight (formerly ShopWithScrip) Donation 
Program.  RaiseRight pays a rebate on gift cards used to purchase items at retail stores.  
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Rebates are electronically reported, by participant, by RaiseRight and reconciled by the LHS – 
IBPA RaiseRight Program administrator in conjunction with the LHS – IBPA treasurer. 
 
Proceeds from the RaiseRight program are used to pay for the cost of IB and AP test fees. 
A LHS IB family must be a member of the LHS – IBPA to be eligible to participate in the 
RaiseRight donation program. 
 
Funds are then transferred to the LHS financial secretary when IB test fees are due.  IB families 
must submit a payment request for AP test fees to the LHS – IBPA treasurer. 
 
Excess funds above total AP and IB test fees are transferred to  the LHS – IBPA general fund. 
 
Information, including individual account balances,  may be found on the LHS – IBPA website 
under “More”, “RaiseRight”.   
 
A process description is provided in Appendix O. 
 
Branded T-Shirts and Stickers, etc. 
Selling branded items, such as t-shirts and stickers, has been discussed and debated on 
numerous occasions.  IB student feedback overwhelmingly indicates that students are not 
interested in purchasing IB or IBPA branded clothing.  Stickers have been produced and sold 
successfully, although revenue is small. 
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After School Library Program 
 
LHS -  IBPA volunteers staff the After School Library program, which allows Lakewood High 
School to keep the library open for ALL students until 5:00 p.m., Monday through Thursday. 
This program provides a safe place for students to go after school until they can catch a ride 
home, if they have no computer access at home and need to use a computer, or if they just 
need a quiet place to study.  One parent volunteer will staff the library from 3:10 until 5:00 
each day and can easily read or do other work during that time.  Volunteers can sign up for 
whatever day(s) work for them. Some volunteers work only 2 or 3 shifts during the entire 
school year, and some like to volunteer several times a month.   
 

Angel Fund 
 
The LHS – IBPA provides financial assistance for AP and IB test fees to IB students who might 
not otherwise afford them.  The IB coordinator communicates the opportunity to IB students 
and presents any requests to the LHS – IBPA during a monthly board meeting.  The requests are 
discussed and approved or denied at a LHS – IBPA board meeting. 
 

Teacher Wish List 

 
LHS IB faculty is encouraged to present requests for financial assistance about their IB class 
needs to the LHS – IBPA.  Past purchases have included renewal of IB licenses for IB classes, Co2 
meters for Biology, and scientific calculators. 
 

LHS – IBPA Scholarship 

 
The LHS – IBPA awarded the first IB scholarships in May 2009 and have done so annually since.  
The LHS -  IBPA scholarships are determined each year by the members of the LHS - IBPA 
Scholarship Selection Committee and are awarded/announced at the IB Senior Banquet in 
May.  
 
Scholarships are determined based on merit, although other criteria such as financial need is 
considered. The Scholarship Committee selects the highest caliber IB students who 
demonstrate the ethos of IB. 
 
Scholarship Timeline 
The scholarship timeline is January through May.  Fundraising begins in December; the 
scholarship application is refined in February; the online application link is released to IB seniors 
in March via advertisement on the LHS – IBPA website, School Messenger email to IB families, 
and posts on LHS – IBPA social media; applications are due at the beginning of April; the 
Scholarship Selection Committee reviews applications and meets to assess, deliberate, and 
determine award recipients, as well as the monetary value of each scholarship; scholarships are 
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awarded at the IB Senior Banquet in May.  Recipients then complete a form with their 
university or college name, address, and student ID and the scholarship award is sent directly to 
the school. 
 
Scholarship Selection Committee Qualifications 
 
The qualifications and commitments required for a selection committee: 

• Willingness to spend time individually to review the application materials provided to 
you in advance of the review meeting (estimated 4-10 hours depending on the number 
of applicants over a month-long period) 

• Willingness to utilize our selection criteria, rubric, and numeric rating and share 
personal notes to document the process and decisions made in determining the award 
winners 

• Being available for the final review and deliberation meeting in late April or early May, 
via Zoom for 2021 (typically 2-3 hours) 

• Ability to work with others respectfully in a team environment 

• Openness to revealing any conflict of interest with potential scholarship applicants 

• Understanding the need for strict confidentiality, fairness, objectivity, and 
nondiscrimination within the scholarship selection process 

• Acknowledge this double-blind review process where neither the identity of the 
applicants nor the selection committee are identified during the review process to each 
other 

 
Ideally, a diverse group of 5-7 selection committee members is desired, who may include: 

• Current LHS Staff or Counselor 

• LHS Pre-IB Freshman or Sophomore Parent 

• LHS IB Alumni or Alumni Parent 

• Lakewood Community Member familiar with the LHS IB Program 

• LHS - IBPA Parent Member  

• LHS - IBPA Scholarship Committee Chair or Co-Chairs 
 
A process description and scholarship application instructions are provided in Appendix P. 
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IB Senior Banquet 

 
The IB Senior Banquet, hosted by the LHS – IBPA, is a celebratory event to honor graduating IB 
program seniors.  It is traditionally held at a hotel or banquet hall and features a formal dinner, 
entertainment by IB seniors, tributes to LHS IB graduating seniors, faculty and staff, speakers, 
academic cord awards, and presentation of LHS – IBPA scholarships.   
 
The event is funded primarily through ticket sales to graduating IB seniors and their families 
and any donations that are received specific to the banquet.  LHS IB faculty/staff and two IB 
student ambassadors are invited to attend at no cost.  Their ticket costs are traditionally 
covered by the monies generated by ticket sales to IB families. Historically, attendance is 
around 300.  One important function of the Senior Banquet Committee is to ensure that the 
ticket price covers the overall cost of the venue/dinner and faculty attendance while staying 
affordable for the IB graduates and families.  The 2022 ticket price was $38 (which was possible 
due to a large donation). 
 
NOTE: In accordance with COVID-19 safety protocols, the Banquet was held on-line in 2020 and 
as a graduate-only, in-person event in the LHS auditorium in 2021.  It was livestreamed to 
families.  For the 2021 Banquet, the potential to hold it outside in the LHS parking lot was 
discussed and, ultimately, rejected.  Unpredictable Colorado weather was the main reason.  
Infrastructure rental costs (large tent to cover the stage) and seating logistics were also 
contributing reasons.  
 
General Timeline – Senior Banquet Committee 
The  Banquet timeline is February through May. The Senior Banquet Committee begins 
planning activities in February, which includes a call for volunteers, and initiates discussions 
with the venue about space, table and stage layout, potential IB Art displays, food and beverage 
options and cost, audio visual infrastructure and cost, parking availability, and anticipated taxes 
and service charge(s).  The venue then provides a quote with options and pricing.  The Banquet 
Committee also communicates with the LHS financial secretary to confirm that the venue is an 
authorized vendor.   
 
NOTE: The contract is between Lakewood High School and the venue. Taxes are paid.  Tickets 
are not tax deductible. 
 
In March, the Banquet Committee reviews the venue’s quote, and determines the ticket price 
and the total tickets allocated per family and presents this information to the LHS – IBPA for 
discussion and approval at the April board meeting.  Upon approval, the Banquet Committee 
negotiates a contract with the venue, which is then sent to the LHS financial secretary for 
approval, authorization, and subsequent submission of a down payment, via check, to the 
venue.   
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Additionally, the Banquet Committee conducts a walkthrough of the venue with the LHS IB 
coordinator and the IB senior student ambassadors.  They also design the invitations and RSVP 
form, and work with the LHS IB secretary, who distributes the invitations to the IB senior 
families. 
In 2022, the invitation and RSVP form was created and distributed electronically, which 
eliminated the cost of printing and postage.  IB senior families submitted their RSVP/number 
attending and individual entrée selections via Google form and then purchased the tickets via 
their senior’s Jeffco student fee page within the Infinite Campus system (a two-step process).  
 
Questions from IB families were submitted via email to the main LHS – IBPA email 
(lakewoodibpa@gmail.com) and forwarded to the Banquet Committee for review and response 
back to the IB family.  For the future, creating a dedicated IBPA Banquet email (gmail) for IB 
family questions would streamline this process. 
 
Note: Ticket allocation is generally five tickets per family, including the IB senior.  Historical data 
reveals that some IB families purchase less than five tickets while other families request more 
than 5 tickets.  Families requesting tickets above the limit of 5 are placed on a waiting list for 
the additional tickets. The Banquet Committee then advises these families on availability and 
purchase instructions in the week or few days prior to the banquet.   
 
In May, the Banquet Committee provides a progress report at the LHS – IBPA board meeting.  
One to two weeks prior to the banquet, the Banquet Committee works with the LHS IB 
secretary and financial secretary to create the banquet program (hard copy), reconcile RSVPs 
and payments, communicate the final call for tickets to IB senior families, finalize a seating 
chart, and meet to create table centerpieces for the venue, if necessary.  They also manage the 
“day of” activities, which includes overseeing the set-up, check in and confirmation of 
previously designated dinner selections, and directions to table assignments. 
 
The banquet is held in mid-May, prior to Lakewood High School graduation. 
 
General Timeline – Senior Banquet Program 
The Senior Banquet Program timeline is January through May.  The Program consists of the 
evening’s events and a printed program and is developed by two LHS IB senior student 
ambassadors and the LHS IB coordinator.  Student ambassadors are selected in their junior year 
and traditionally attend the senior banquet that year (at no cost).  In their senior year, they 
meet monthly with the LHS IB coordinator from January through March to discuss and plan the 
Program’s events, recruit IB graduating senior speakers and performers, and communicate with 
the Senior Banquet committee. 
 
In April, the student ambassadors meet to finalize the evening’s events and request college or 
university selection/after graduation plans, such as internship or gap year information from 
graduating IB seniors.  This information is included in an insert in the printed program.   
 

mailto:lakewoodibpa@gmail.com
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In May, the student ambassadors, in conjunction with the LHS IB coordinator, submit a soft 
copy of the printed program to the Jeffco Print Shop via the LHS IB secretary and conduct one 
rehearsal with all program participants prior to the banquet. 
 
The student ambassadors serve as emcees during the banquet. 
 
Process and informational descriptions and a program example are provided in Appendix Q. 



22 

LHS – IBPA Attrition and Recognition 

 
The LHS – IBPA is fortunate to have the support of LHS IB families, who regularly volunteer to 
fulfill leadership positions with the organization.  Ultimately, most board members, committee 
chairs, and volunteers attrit out of the organization upon the graduation of their students, i.e.,  
“graduating with your senior”.  Some IB parents and guardians continue to serve after their 
student(s) graduate, much to the gratitude of the LHS – IBPA.   
 
It is customary to recognize departing volunteers with a verbal thank you at the conclusion of 
the final board meeting and at the senior banquet, and in written form in the final School 
Messenger email, social media posts and May LHS – IBPA newsletter. No other form of 
recognition is necessary. 
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Appendix A -  
Bylaws 

 
 
  



24 

  



25 

  



26 

Appendix B -  
Calendar 

 
  LHS – IBPA 2021-2022 

Year at a Glance 
 

**All Board and some General Meetings will be facilitated  via Zoom **
 

 
 
AUGUST 
17 – Freshmen Orientation 
18 – First Day of School 
 

SEPTEMBER 
1 – Board Meeting; 5:30-6:30 pm 
8 – General Meeting; LHS Lecture Center, “5 Best IB 
Practices/Meet the Board”; 6:30-8:00 pm  
15 – Staff Appreciation; LHS 
29 – Social Event:  LHS Chalk Festival, LHS West Patio; 3:45-5:30 
 

OCTOBER 
6 – Board Meeting; 5:30-6:30 pm 
13 – General Meeting; “IB – What to Expect, A Parents 
Perspective/Q & A with Ms. Kramer”; 6:30-8pm 
18/19 or 25/26 – IB Information Night; 6:30-8:00 pm 
 

NOVEMBER 
3 – Board Meeting; 5:30-6:30 pm 
10 – General Meeting; “Mental Health and Fitness for Teens and 
Parents with Culum Walsh”,  6:30-8:00   
16 – Staff Appreciation 
22 to 26 - Fall Break 
30 – Online Bingo; Zoom; 7-8 pm  

DECEMBER 
1 – Board Meeting; 5:30-7 pm 
4 – IB Application Day; LHS, IBPA Panel 
20 – iPie Pizza; All Day; 5807 W 38th Ave, Wheat Ridge  

23 to 1-4-2022 - Winter Break 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
JANUARY 
5 – IB Diploma Ceremony; LHS Auditorium; 7-8 pm 
6 – Board Meeting; 5:30-6:30 pm 
12 – General Meeting; “Grads Tell All”; 6:30 – 8 pm 
FEBRUARY 
2 – Board Meeting;5:30-6:30pm 
9 - General Meeting; “Extended Essays”, LHS Lecture Center,  6:30-
8 pm 
16 – Staff Appreciation 
23/TBD by Volunteer Response – Social Event: Chili Cookoff; LHS 
West Atrium, 6-7 pm 
 

MARCH 
1 – LHS - IBPA Scholarship Application Process Open to IB Seniors 
2 – Board Meeting; 5:30 – 6:30 pm 
9 – General Meeting;  “IB and College”; 6:30-8 pm – Ms. K to talk 
to LHS counselors 
21 to 25 -  Spring Break 
 

APRIL 
1 – LHS - IBPA Scholarship Applications Due; 5:00 pm 
6 – Board Meeting; 5:30-6:30 pm 
7/TBD – General Meeting; 6:30- 8:00 pm,  
13 - Staff Appreciation 
11 or 13 – Incoming Freshman Class of 2025 IB Meeting; 6:30-8 pm 
TBD – Social Event: LHS Film Festival, 7-9 pm, Alamo Draft House, 
4255 W. Colfax 
 

MAY  ALL MONTH  - IB & AP EXAMS – PROCTORS NEEDED 
4 – Board Meeting; 5:30-6:30 pm 
17 – Senior Banquet; Denver West Marriott, 5-9 pm 
21 – LHS Graduation, North Area Athletic Complex (Arvada), 2 pm 
27 – Last Day of School 
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Appendix C -  
Board Meeting Agenda  

 
LHS – IBPA Board Meeting   

May 4, 2022 
5:30 - 7 pm 

Zoom Meeting ID = xxx 
Agenda 

Timeframe: 30 Minutes 
 

Recognition/Thank You!! 

• LHS – IBPA – $100 in gift cards in support of the LHS Film Festival (IB Film) 

• 2022 IB Senior Banquet Organization 
 

Approve 4-6-2022 Meeting Minutes   All 
 

Treasurer/Membership Report    Name 

• Scholarship Drive Update 
 

King Soopers and RaiseRight    Name 
 

Social Media      Name 
 

Staff Appreciation/Hospitality    Name 
 

Timeframe: 60 Minutes 
 

Senior Banquet      Name 
 

2022-2023 Succession      Name 
 

2022 LHS – IBPA Survey Update    Name 
 

Scholarship Committee Update    Name 

• Confirm total award amount for 2022 scholarships    
 

Upcoming Events 

• 5-17 Senior Banquet, Marriott Denver West 
 

Roundtable      All 
 

This has been a great year!   
MANY THANKS TO ALL! 
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Action Items 
 

Task Who Due 

Provide response to the LHS Senate and 
sponsor regarding their request for support 
of Teacher Appreciation week 

 4-7-2022 

Reach out to parent volunteer for 2022-
2023 IBPA treasurer position and provide 
update on his interest. 

 4-15-2022 

Send email communications to all parents 
about: 

- IB/AP Test proctor volunteering 
needs 

- IBPA succession 

 4-15-2022 

Send an email to parents of IB sophomores 
about volunteer positions for IBPA  4-15-2022 

Complete IB Banquet timeline 
- “Save the Date” for IB Banquet on 

4/11 
- Invitations for IB Banquet on 4/20 
- 1 week left for RSVP reminder on 

5/4 
- Final reminder to RSVP on 5/9 
- Final RSVP date is 5/11 

Provide final numbers to Marriott 5/14 

 4-11 to 5-14-2022 

Confirm total award amount for IB Senior 
Scholarships 

 5-4-2022 

Create centerpieces and seating 
arrangements for IB Banquet 

 5-16-2022 

Create IB Banquet program  5-17-2022 

Social hour to celebrate the end of the year 
and thank the LHS – IBPA board and 
committee members 

 May/June 2022 

Plan a fall meeting for IB juniors and parents 
to refresh them on what expect in the IB 
program and explain IA, CAS, Extended 
Essays as well as remind them of the 
benefits of RaiseRight and King Soopers. 

 9-1-2022 
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Appendix D -  
Meeting Minutes Format Process Document 

 
LHS IBPA Board Meeting Minutes 

October 3, 2018 
 

Meeting was called to order at 5:40 p.m. 
 
Guidelines: 

• Alert a co-chair if you need to leave early so we can discuss your subjects first. 

• Duration 1 hour. Extended discussions curtailed. 

• Please print the follow-up chart (end of document), circle your tasks, and bring notes to 

the next meeting.  

 

Attendance: 

 

 

 

 

 

 

 

 

 

TOPIC: Approve Minutes (Chair) 

Notes . . . 

TOPIC: Recognition and Chair Report (Chair) 

Notes . . . . 

TOPIC: Treasurer’s Report (Treasurer) 

Notes . . . 

TOPIC: Calendar Review (Chair) 

 

TOPIC: King Sooper’s Cards (Name) 

 

TOPIC: Website (Name) 

Present CC 

  

 



30 

 

TOPIC: Amazon Smile (Name) 

 

TOPIC: Short-term Fundraising (Name) 

 

TOPIC: Long-term Fundraising (Name) 

 

TOPIC: Staff Appreciation (Name) 

 

TOPIC: Miscellaneous (Name) 

Next Board Meeting:  

Follow-Up Items: 

Task Who Due 

   

 
Meeting was adjourned at 7 p.m. 
 
Respectfully submitted, 
xxxxxx 
IBPA Secretary
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Appendix E -  
Chalk Festival Process Document 

 

Topic 
Chalk Festival at LHS 

Social event for all LHS students and families, sponsored by the LHS - IBPA 

 Author Name, contact email, and number 

Ann Fletcher  720-371-6924 

wheatridge1@msn.com 

Timing  Frequency of occurrence (monthly, quarterly, annually). If an event, in which month, day, and 

time? 

September/early October, Friday, 4:00-6:00 pm 

West Patio 

 

 
Communication  Email, FB, IG, Sign Up Genius, URLs, Posters, etc. Do not include usernames 

or passwords. 

Email from IB Office, Sign Up Genius, Facebook, Instagram, Posters at school 

 
Estimated Budget  Overall and cost breakout 

$350 

- $200 chalk 

- $150 awards 

 

 

 

 

LHS Staff Contacts  For coordination, authorization. Use titles rather than names. 

Vice Principal – Activities   Janitorial Staff  

IB Secretary and Coordinator  Music Department  

Art Department – Drawing/Painting  

 

 

 

 

LHS – IBPA Volunteer Requirements  For planning, staffing, and support 

1 - 3 volunteers to manage student check-in, chalk distribution, awards, and clean up. 

 

Special Requirements  Skills, training, tools, supplies  

Sound Machine from Music Department 

Musical playlist via iPhone or Android 

LHS- IBPA banner 

 

 

 

 

 

Detailed Description/Timeline  Deliverables/sequence of activities. Include tips or ”do” or 

“don’t” advice. 

3 weeks prior to event: 

- Submit event request to LHS Vice Principal – Activities 

- Work with Drawing/Painting Art Department teacher to create an event poster 

using student artwork and to assemble the judging panel (Art teacher head judge 

+ 1-2 LHS teachers/staff) 

- Purchase 50 Crayola sidewalk chalk sets @ $2.50 - $3.00 each (Walmart, 

Target, etc.) 

- Purchase materials and create awards for the categories of School Spirit, 
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Originality, Creativity, Best in Show 

 

2 weeks prior to event: 

- Meet with IB Secretary and Janitorial staff to confirm table/sound machine set up 

- Create Sign Up Genius sign up page for LHS students 

- Advertise via email, Facebook, Instagram and event poster 

- LHS students sign up via Sign Up Genius – individual and team entries allowed 

- Create musical playlist 

 

Day of Event: 

- Produce Sign Up Genius sign up list and assign square numbers. If less than 50 

students/teams assigned, allow for walk-ins when event starts 

- Set up check in/chalk distribution table with LHS – IBPA banner 

 

Schedule: 

- 2:30 pm: Janitorial staff will set up two tables for check in/chalk distribution and 
awards display. Tape the IBPA banner to one table. 

- 2:30 pm: Draw 3’ x 3’ squares on the West patio, number each square 1-50 

- 3:45 pm: Festival begins, start music, student check in/chalk distribution 

- 4:00 – 5:00 pm: Student drawing time, Judges review artwork 

- 5:00 – 5:15 pm: Judges compile results with LHS – IBPA volunteers 

- 5:10 pm: LHS – IBPA thank you/remarks and head judge announces winners 

- 5:15- 5:30 pm: Clean-up/donate leftover chalk to the Art Department 

 

Tips: 

- In addition to music, the sound machine will be used for remarks and announcing 
award results 

- Be prepared for walk-in student artists 
- Students will come to the festival as their after-school activities end (sports) 
- See the Vice Principal – Activities if you plan to include food trucks. She has a 

number of contacts. 
- Take pictures of the students working on their squares, the completed squares, 

and award recipients for publication in FB, IG, and the LHS – IBPA newsletter. 
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Appendix F -  
LinkedIn Tutorial 
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Appendix G -  
Example Newsletter 
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Appendix H -  
Website Process Document 

Topic 
Lakewood IBPA website maintenance 

Author Name, contact email, and number 

Amy Swanson 

amymswanson@hotmail.com 303-915-7886 

Timing  Frequency of occurrence (monthly, quarterly, annually). If an event, in which month, day, and 

time? 

Usually monthly, plus occasional other posts.  Heavier at start of school year 

 
Communication  Email, FB, IG, Sign Up Genius, URLs, Posters, etc. Do not include usernames 

or passwords. 

Website: https://lakewoodibpa.weebly.com/ 

Maintenance: https://www.weebly.com/login  

 
Estimated Budget  Overall and cost breakout 

$0 

 

LHS Staff Contacts  For coordination, authorization. Use titles rather than names. 

IBPA Secretary, IBPA Coordinator 

 

LHS – IBPA Volunteer Requirements  For planning, staffing, and support 

Update existing content with new dates, include new posts for new information 

 

Special Requirements  Skills, training, tools, supplies  

Should be computer literate.  No special programming skills are needed but you must 

be comfortable working in a browser and following directions and help text.  If you are 

comfortable formatting a word document with pictures and text you can do this. 

 

 

 

 

Detailed Description/Timeline  Deliverables/sequence of activities. Include tips or ”do” or 

“don’t” advice. 

Update website with new dates and chair people at the beginning of each year.  Post 

general  meeting presentations or links and events monthly. 

 

 

mailto:amymswanson@hotmail.com
https://lakewoodibpa.weebly.com/
https://www.weebly.com/login
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Appendix I -  
Example Survey 
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73 

Appendix J -  
Example Budget and Process Document 
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Topic 
Financial reports 

Author Name, contact email, and number 

Carolyn Last, cislast@comcast.net, 303-956-4289  

Timing  Frequency of occurrence (monthly, quarterly, annually). If an event, in which month, day, and 

time? 

monthly 

 Communication  Email, FB, IG, Sign Up Genius, URLs, Posters, etc. Do not include usernames 

or passwords. 

Click or tap here to enter text. 

 
Estimated Budget  Overall and cost breakout 

Click or tap here to enter text. 

 

 

 LHS Staff Contacts  For coordination, authorization. Use titles rather than names. 

Click or tap here to enter text. 

 

 

 LHS – IBPA Volunteer Requirements  For planning, staffing, and support 

Click or tap here to enter text. 

 

Special Requirements  Skills, training, tools, supplies  

Click or tap here to enter text. 

 

 

 

 
Detailed Description/Timeline  Deliverables/sequence of activities. Include tips or ”do” or 

“don’t” advice. 

The P&L and Balance Sheet reports from QuickBooks are used to update the monthly 

reports (using the template in the Excel file).  The King Soopers and RaiseRight 

spreadsheets (shared with the ibpafinance@gmail.com account) are also used for 

monthly updates. 

 

 

 

 

 

 

  

mailto:cislast@comcast.net
mailto:ibpafinance@gmail.com


 

75 

Appendix K -  
IRS and CO Secretary of State Filing Process Document 

Topic 
IRS 990-N annual filing (tax exempt organization, less than $50,000 receipts annually) 

Colorado Secretary of State period report annual filing  

Author Name, contact email, and number 

Carolyn Last, cislast@comcast.net, 303-956-4289 

Timing  Frequency of occurrence (monthly, quarterly, annually). If an event, in which month, day, and 

time? 

IRS – May 15 

CO Sec. of State – before July 31 

 
Communication  Email, FB, IG, Sign Up Genius, URLs, Posters, etc. Do not include usernames 

or passwords. 

IRS – need to set a reminder since the IRS does not send one 

CO Sec. of State - sends reminder email to ibpafinance@gmail.com 

 
Estimated Budget  Overall and cost breakout 

Click or tap here to enter text. 

 

LHS Staff Contacts  For coordination, authorization. Use titles rather than names. 

Click or tap here to enter text. 

 

LHS – IBPA Volunteer Requirements  For planning, staffing, and support 

Click or tap here to enter text. 

 

Special Requirements  Skills, training, tools, supplies  

LHS-IBPA can lose IRS tax exempt status if 990-N is filed late 3 years in a row. 

 

mailto:cislast@comcast.net
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Detailed Description/Timeline  Deliverables/sequence of activities. Include tips or ”do” or 

“don’t” advice. 

IRS: 

fiscal year: January through December 

https://sa.www4.irgov/eauth/pub/login 

 

Colorado Sec. of State: 

File periodic report for LHS- IBPA 20121567761 

File form to change registered agent 

 

 
 

 

  

https://sa.www4.irgov/eauth/pub/login
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Appendix L - 
Membership Tracking Process Document 

Topic 
Tracking membership through dues paid 

Author Name, contact email, and number 

Carolyn Last, cislast@comcast.net, 303-956-4289 

Timing  Frequency of occurrence (monthly, quarterly, annually). If an event, in which month, day, and 

time? 

Monthly 

 Communication  Email, FB, IG, Sign Up Genius, URLs, Posters, etc. Do not include usernames 

or passwords. 

Email 

 
Estimated Budget  Overall and cost breakout 

Click or tap here to enter text. 

 

LHS Staff Contacts  For coordination, authorization. Use titles rather than names. 

IB LHS Secretary helps connect student names with parents when there are questions. 

 

LHS – IBPA Volunteer Requirements  For planning, staffing, and support 

Click or tap here to enter text. 

 

Special Requirements  Skills, training, tools, supplies  

Attention to detail 

 

Detailed Description/Timeline  Deliverables/sequence of activities. Include tips or ”do” or 

“don’t” advice. 

Paypal & IBPAfinance emails are sources of information. 

 

Emails from membership information entered on the IBPA-LHS website and emails from 

Paypal are sent to ibpafinance@gmail.com.  Enter contact and dues information from 

both emails into QuickBooks.  Then file emails in gmail folders (“labels”): Membership 

and Paypal. 

 

Periodically publish a membership list to the LHS – IBPA board and the LHS IB 

secretary. 

  

mailto:cislast@comcast.net
mailto:ibpafinance@gmail.com
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(Excel file copied into this document as an example.) 

Membership Tracking 

Parent_Last Parent_First Student_Last Student_First Graduation Year 
Leave student last 

name blank if same as 
parents. 

Doe John  Jane 2022  
Smith Mary  John 2025  
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Appendix M - 
Corporate Sponsorship for Scholarships Process Document 

 
Topic 
Corporate Donations 

Author Name, contact email, and number 

Judi Gee  720-289-6034 

milehijudi@gmail.com 

 
Timing  Frequency of occurrence (monthly, quarterly, annually). If an event, in which month, day, and 

time? 

Year round – planning in the fall, outreach starts in fall and all year long 

 
Communication  Email, FB, IG, Sign Up Genius, URLs, Posters, etc. Do not include usernames 

or passwords. 

Email, video, conversations, social media – linkedin, facebook as applicable 

 
Estimated Budget  Overall and cost breakout 

Click or tap here to enter text. 

 

LHS Staff Contacts  For coordination, authorization. Use titles rather than names. 

Principal, IB Coordinator, Leader Video Production, others as needed for outreach to 

corporations 

 

LHS – IBPA Volunteer Requirements  For planning, staffing, and support 

1-2 volunteers to create a business plan – target companies or groups for donations 

IBPA Board Members – input on target audience and introduction 

 

Special Requirements  Skills, training, tools, supplies  

Click or tap here to enter text. 

 

mailto:milehijudi@gmail.com
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Detailed Description/Timeline  Deliverables/sequence of activities. Include tips or ”do” or 

“don’t” advice. 

 

Mid Aug – Mid Oct  

-research and choose local companies to target 

-IBPA Board meeting agenda - scholarship $, sources from last year  

-determine $ goals 

-develop a plan for corporate donations 

-develop a plan for individual contributions 

- explore matching contributions 

-discuss Fish Bowl draws at fundraisers to obtain parent information 

-revisit the promotional video   

 

Mid Oct – Feb 

-define outreach campaign and letters, follow up materials 

- send out email / letters in the mail 

- make calls, network with other Lakewood IB Families,  

 

Mar – May 

 -assess goals vs actual 

 -revise plan as needed   

 
 

 



 

81 

Appendix N - 
King Soopers Program Process Document 

 

Topic 
King Soopers Community Rewards Program Management 

Author Name, contact email, and number 

Amy Swanson 

amymswanson@hotmail.com  

Timing  Frequency of occurrence (monthly, quarterly, annually). If an event, in which month, day, and 

time? 

Monthly, Quarterly, and Annually 

 Communication  Email, FB, IG, Sign Up Genius, URLs, Posters, etc. Do not include usernames 

or passwords. 

Email 

 
Estimated Budget  Overall and cost breakout 

$0 

 

LHS Staff Contacts  For coordination, authorization. Use titles rather than names. 

None 

 

LHS – IBPA Volunteer Requirements  For planning, staffing, and support 

Program Coordinator 

 

Special Requirements  Skills, training, tools, supplies  

Intermediate/advanced Microsoft Excel experience 
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Detailed Description/Timeline  Deliverables/sequence of activities. Include tips or ”do” or 

“don’t” advice. 

Here is a basic schedule: 

Quarterly: 

Around the 10th of the month after quarter end (January, April, July, October) King Soopers will send an 

email with our earnings.  Forward this to the president and treasurer. This is your prompt to send out a 

reminder email for people to submit their claims.  Then, of course, people do submit them, and they 

have to be validated.  I try to do this once a week at the beginning of the quarter and then once a month 

afterwards. 

 

At the end of the calendar year the IB test fees are due.  Get a list from the IB Coordinator of all the 

students testing.  Compare this to the list of balances for juniors and seniors.  Deduct the IBPA 

membership fees for any family that has not joined in the year. Send the list of credits to the financial 

secretary at the high school and to the LHS – IBPA treasurer.  Make sure to deduct the credits from the 

student balances in the report that is accessible to the participating families. 

 
At the end of the school year review the list of graduating seniors with excess balances.  Send them a 

quick email and confirm there are no younger siblings to transfer the balance to. Deduct any excess 

balances from the account of the senior and notify the LHS – IBPA treasurer of the total amount that can 

be transferred to IBPA funds. (This may disappear since the KS program is so much less rewarding than it 

used to be.  You will probably still have a few students that participate in their earlier years but then do 

not continue in IB.  Any excess funds from them get transferred back to LHS - IBPA as well.)  If this 

doesn’t happen right at the end of the school year that is fine. 
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Check your King Soopers Card Balance 
You should receive a family number when you submit your earnings from King Soopers.  Look in 
the list below and find the balance next to your family number.  This balance will include rewards 
earned on all of your cards and expenses from all of your students. Use the scroll bar on the right 
side of the frame below to scroll down. 

 

Family 
Number 

Starting 
balance 

June 2018 

Rewards 
Earned by gift 
card (ended 

3/31/19) 

KS Community 
Rewards earned 

since 4/1/19 
RaiseRight 
Earnings  

Reimbursements 
since June 2018 Balance 

        

16 $358.88 $495.00 $376.87 $0.00 $1,012.00 $218.75  

22 $53.00 $292.75 $156.07 $0.00 $450.98 $50.84  

26 $61.25 $102.50 $0.00 $0.00 $163.75 $0.00  

32 $88.50 $30.25 $0.00 $0.00 $118.75 $0.00  

33 $301.00 $232.50 $0.00 $0.00 $533.50 $0.00  

34 $125.50 $75.00 $170.56 $0.00 $266.87 $104.19  

36 $215.50 $223.50 $0.00 $0.00 $439.00 $0.00  

38 $122.00 $382.25 $0.00 $0.00 $504.25 $0.00  

40 $40.50 $180.00 $87.24 $0.00 $223.10 $84.64  

43 $50.00 $90.00 $46.03 $0.00 $119.00 $67.03  

54 $621.80 $298.00 $0.00 $0.00 $919.80 $0.00  

66 $221.25 $215.00 $98.63 $0.00 $534.88 $0.00  

95 $225.00 $300.00 $136.29 $29.25 $690.54 $0.00  

102 $0.50 $0.00 $0.00 $0.00 $0.00 $0.50  

105 $0.00 $30.10 $65.79 $0.00 $74.75 $21.14  

106 $0.00 $175.00 $45.80 $0.00 $205.47 $15.33  

108 $0.00 $50.00 $14.90 $0.00 $64.90 $0.00  

111 $0.00 $161.75 $0.00 $0.00 $161.75 $0.00  

112 $0.00 $75.75 $140.53 $0.00 $216.28 $0.00  

114 $0.00 $450.50 $265.55 $0.00 $716.05 $0.00  

115 $0.00 $118.50 $66.72 $0.00 $185.22 $0.00  

116 $0.00 $226.50 $266.85 $0.00 $493.35 $0.00  

117 $0.00 $126.22 $202.11 $788.53 $743.95 $372.90  
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Appendix O - 
RaiseRight Program Process Document 

 

Topic 
RaiseRight fundraising program 

Author Name, contact email, and number 

RaiseRight customer service.  www.raiseright.com 

Timing  Frequency of occurrence (monthly, quarterly, annually). If an event, in which month, day, and 

time? 

Ongoing…on the first of the month 

Run reports monthly 

 
Communication  Email, FB, IG, Sign Up Genius, URLs, Posters, etc. Do not include usernames 

or passwords. 

Market via IBPA Facebook and Instagram and monthly emails from IBPA to 

membership 

 Estimated Budget  Overall and cost breakout 

$0 

 

LHS Staff Contacts  For coordination, authorization. Use titles rather than names. 

none 

 

LHS – IBPA Volunteer Requirements  For planning, staffing, and support 

Run reports monthly, work with King Soopers coordinator so all fundraising money is 

accounted for together.  And also work with IBPA Treasurer to confirm auto-deposits 

 

Special Requirements  Skills, training, tools, supplies  

Need to be able to work with google docs and online forms 
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Detailed Description/Timeline  Deliverables/sequence of activities. Include tips or ”do” or 

“don’t” advice. 

The LHS-IBPA RaiseRight account is already set up and deposits are done 

automatically monthly.   

Need to run reports: 

 Login to RaiseRight account 

 Go to Coordinator Functions, then Reports 

 Run Report – Rebate Summary by Family 

  Put in the current month date 

  Run in Excel 

  Copy and paste in the google form for RaiseRight 

  The google form is currently managed by the King Soopers coordinator 
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Check your King Soopers Card Balance 
You should receive a family number when you submit your earnings from King Soopers.  Look in 
the list below and find the balance next to your family number.  This balance will include rewards 
earned on all of your cards and expenses from all of your students. Use the scroll bar on the right 
side of the frame below to scroll down. 

 

Family 
Number 

Starting 
balance 

June 2018 

Rewards 
Earned by gift 
card (ended 

3/31/19) 

KS Community 
Rewards earned 

since 4/1/19 
RaiseRight 
Earnings  

Reimbursements 
since June 2018 Balance 

        

16 $358.88 $495.00 $376.87 $0.00 $1,012.00 $218.75  

22 $53.00 $292.75 $156.07 $0.00 $450.98 $50.84  

26 $61.25 $102.50 $0.00 $0.00 $163.75 $0.00  

32 $88.50 $30.25 $0.00 $0.00 $118.75 $0.00  

33 $301.00 $232.50 $0.00 $0.00 $533.50 $0.00  

34 $125.50 $75.00 $170.56 $0.00 $266.87 $104.19  

36 $215.50 $223.50 $0.00 $0.00 $439.00 $0.00  

38 $122.00 $382.25 $0.00 $0.00 $504.25 $0.00  

40 $40.50 $180.00 $87.24 $0.00 $223.10 $84.64  

43 $50.00 $90.00 $46.03 $0.00 $119.00 $67.03  

54 $621.80 $298.00 $0.00 $0.00 $919.80 $0.00  

66 $221.25 $215.00 $98.63 $0.00 $534.88 $0.00  

95 $225.00 $300.00 $136.29 $29.25 $690.54 $0.00  

102 $0.50 $0.00 $0.00 $0.00 $0.00 $0.50  

105 $0.00 $30.10 $65.79 $0.00 $74.75 $21.14  

106 $0.00 $175.00 $45.80 $0.00 $205.47 $15.33  

108 $0.00 $50.00 $14.90 $0.00 $64.90 $0.00  

111 $0.00 $161.75 $0.00 $0.00 $161.75 $0.00  

112 $0.00 $75.75 $140.53 $0.00 $216.28 $0.00  

114 $0.00 $450.50 $265.55 $0.00 $716.05 $0.00  

115 $0.00 $118.50 $66.72 $0.00 $185.22 $0.00  

116 $0.00 $226.50 $266.85 $0.00 $493.35 $0.00  

117 $0.00 $126.22 $202.11 $788.53 $743.95 $372.90  
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Appendix P - 
Scholarship Process Document 

Topic 
IBPA SCHOLARSHIP COMMITTEE  

Author Name, contact email, and number 

2021-2022: Nancy Dempsey, 303.619.4087, ndempsey@comcast.net 

2020-2021: Ann Koerner, 303.501.9722, annkoerner@gmail.com 

Timing  Frequency of occurrence (monthly, quarterly, annually). If an event, in which month, day, and 

time? 

January – May. Annually. Drive begins December. Scholarship opens March 1ish and 

closes April 1ish. Review and deliberation during mid-April to mid-May. Winners 

announced at IB Banquet. 

Communication  Email, FB, IG, Sign Up Genius, URLs, Posters, etc. Do not include usernames 

or passwords. 

IB Website and Mailings, IBPA Facebook and Instagram, GoFundMe 

 

Estimated Budget  Overall and cost breakout 

IB usually contributes an amount to the funds available for award. $10,000 awarded in 

2021.  $150 +/- for food for deliberation meeting. 

 

 

 
LHS Staff Contacts  For coordination, authorization. Use titles rather than names. 

IBPA Coordinator and Secretary 

LHS Counselor for Committee Questions 

 

 

 
LHS – IBPA Volunteer Requirements  For planning, staffing, and support 

Committee Chair – 20 - 25 hours with application preparation, intake, redacting, rubric 

development, reviewing applications and leading deliberation meeting and post-award 

follow up and attending banquet 

 

Committee Members – 5 – 7 hours with scholarship application  review and deliberation 

 

Committee Members 

 

Special Requirements  Skills, training, tools, supplies  

Scanning, Adobe Acrobat, EXCEL, Google Drive and Forms 

 

 

mailto:annkoerner@gmail.com
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Detailed Description/Timeline  Deliverables/sequence of activities. Include tips or ”do” or 

“don’t” advice. 

December – May.  Fundraising for scholarship begins in December, scholarship 

application is refined in February, application is released to IBPA seniors in March; 

applications are due after Spring Break; Scholarship Committee reviews applications 

and meets to assess, deliberate and award funds; applicants are notified of award at 

IBPA banquet in May. Students then complete a form with their college name, address 

and student ID so the scholarship awards are sent directly to the school. 

 

We also moved the student application online in 2021 on a Google Form: 

https://forms.gle/F7iLx8ErwKdHNERJ8.  We also created ibpascholarships@gmail.com 

to communicate with students and to receive letters of recommendation.  

 

We also created a description of the IBPA Scholarship Committee for the committee 

members.  This document outlines the roles, responsibilities, potential committee 

member profiles, conflict of interest and confidentiality agreement.  

https://docs.google.com/document/d/1pKeWCiJlzCh_2x2EzlP8X9VheYDNAP2ZqhUiwlk

3VXw/edit?usp=sharing 

 

GoFundMe: There are 3 steps to setting up a GoFundMe and you have to complete it 

each year. 

1. Create the GoFundMe page to collect donations. This includes a picture and 
description, and you’ll get a URL to share. 

2. Confirm our charity status by submitting a copy of our bank statement (that 
includes the name of the authorized signer) and a copy of that person’s drivers 
license.  https://support.gofundme.com/hc/en-
us/requests/new?ticket_form_id=360001350511 

3. Sign-up for WePay (2020) or PayPal Giving (2021) to actually collect and transfer 
the funds to our bank account.  You’ll need help from our treasurer for this step. 

 
 

 

  

https://forms.gle/F7iLx8ErwKdHNERJ8
mailto:ibpascholarships@gmail.com
https://docs.google.com/document/d/1pKeWCiJlzCh_2x2EzlP8X9VheYDNAP2ZqhUiwlk3VXw/edit?usp=sharing
https://docs.google.com/document/d/1pKeWCiJlzCh_2x2EzlP8X9VheYDNAP2ZqhUiwlk3VXw/edit?usp=sharing
https://support.gofundme.com/hc/en-us/requests/new?ticket_form_id=360001350511
https://support.gofundme.com/hc/en-us/requests/new?ticket_form_id=360001350511
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IBPA Scholarship Committee Roles & Responsibilities 
 
The IBPA Scholarships are determined each year by the members of the IBPA Scholarship 
Selection Committee and are awarded/announced at the IB Senior Banquet in May.  
 
Scholarships are determined based on merit, although other criteria such as financial need is 
considered. The Scholarship Committee selects the highest caliber IB students who 
demonstrate the ethos of IB. 
 
We appreciate your time and energy to support our Lakewood IB Senior Scholarship program. 
 
Below are the qualifications and commitments needed to be a part of the selection committee: 
 

• Willingness to spend time individually to review the application materials provided to you 
in advance of the review meeting (estimated 4-10 hours depending on the number of 
applicants over a month-long period) 

• Willingness to utilize our selection criteria, rubric, and numeric rating and share personal 
notes to document the process and decisions made in determining the award winners 

• Being available for the final review and deliberation meeting in late April or early May, via 
Zoom for 2021 (typically 2-3 hours) 

• Ability to work with others respectfully in a team environment 
• Openness to revealing any conflict of interest with potential scholarship applicants 
• Understanding the need for strict confidentiality, fairness, objectivity, and 

nondiscrimination within the scholarship selection process 
• Acknowledge this double-blind review process where neither the identity of the 

applicants nor the selection committee are identified during the review process to each 
other 

 
Ideally, we’d like a diverse group of 5-7 selection committee members who may include: 
 

1. Current LHS Staff or Counselor 
2. LHS Pre-IB Freshman or Sophomore Parent 
3. LHS IB Alumni or Alumni Parent 
4. Lakewood Community Member familiar with the LHS IB Program 
5. IBPA Parent Member  
6. IBPA Scholarship Co-Chairs 

 
We hope you understand the seriousness and confidentiality needed for the task of selecting 
award winners. Your objectivity ensures that recipients are selected in a fair and consistent way. 
Scholarship committee members bring the benefits of their life experiences, diverse outlooks, 
knowledge of extra-curricular activities, and human touch.  We hope you will find this experience 
rewarding and inspiring as you see a glimpse of our talented future generation and know you 
are helping these IB students reach their educational goals. 
 
Confidentiality Agreement  
 
By agreeing to be a member of the IBPA Scholarship Selection Committee, I agree to keep 
confidential all information that pertains to the applications, to carefully guard scholarship 
applications and to protect the privacy of all scholarship applicants and recipients.  All 
application documents will be deleted and destroyed after the review and deliberation meeting. 
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I agree to treat the committee’s deliberations and recommendations as confidential and will not 
disclose information to anyone outside the committee at any time, before, during or after my 
service on the committee.   
 

• By checking this box, I agree to the IBPA Scholarship Selection Committee 
Confidentiality Agreement. 

 
Conflict of Interest 
 
By agreeing to be a member of the IBPA Scholarship Selection Committee, I agree that I do not 
have a conflict of interest with any of the scholarship applicants.  A conflict of interest may occur 
if a committee member exerts influence to select a relative or family friend without considering 
objective criteria for the scholarship. All awards must be objectively based on stated criteria 
without regard to other factors not contained in the application.  In case of a potential conflict of 
interest, I will immediately notify the Chair of the Scholarship Committee and refrain from 
influencing the discussion and decision-making process. 
 

 
• By checking this box, I agree to the IBPA Scholarship Selection Committee Conflict of 

Interest policy. 
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Appendix Q - 
Senior Banquet Process Document 

 

Topic 
IB Banquet student program 

Author Name, contact email, and number 

Joellen Kramer/j303-982-7121/jmkramer@jeffco.k12.co.us 

Timing  Frequency of occurrence (monthly, quarterly, annually). If an event, in which month, day, and 

time? 

We determine Jr. banquet ambassadors the year before.  I contact them around Jan. of 

their Senior year to start planning the banquet program. 

 
Communication  Email, FB, IG, Sign Up Genius, URLs, Posters, etc. Do not include usernames 

or passwords. 

Email and in person with ambassadors and student participants.  The Jr. ambassadors 

are also in touch with the IBPA member in charge of the banquet 

 
Estimated Budget  Overall and cost breakout 

0 

 

LHS Staff Contacts  For coordination, authorization. Use titles rather than names. 

Joellen Kramer- see above 

 

LHS – IBPA Volunteer Requirements  For planning, staffing, and support 

None- other than working with the IPBA parent in charge of the banquet. 

 

Special Requirements  Skills, training, tools, supplies  

None 
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Detailed Description/Timeline  Deliverables/sequence of activities. Include tips or ”do” or 

“don’t” advice. 

Jr. ambassadors meet with Mrs. Kramer in Jan. to discuss planning.  Mrs. Kramer puts 

them in touch with the IBPA parent in charge of the banquet. 

 

Meet again around Spring Break – mid March to discuss program and recruiting 

volunteers. 

 

Mid April- meeting with student volunteers to go over program requirements. 

 

Meetings as needed with students, ambassadors, IBPA parent to secure program  

 

At least 1 rehearsal before the banquet. 

 

**Need to choose 2 juniors who will serve as ambassadors for the next year and make 

sure to invite them to the banquet so they can see how the program runs. 
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Example Checklist (created in Excel): 
Senior Banquet Details Owner Due  Status 

Venue 
Booked and confirmed via signed contract 
that is sent to LHS IB Finance Secretary for 
approval 

   

Deposit Paid LHS Financial Secretary     

Food Planned - buffet set-up    

Headcount 

Final count to venue 3-5 days before 
banquet - don't forget to add IBPA 
volunteers, 2 Jr Ambassadors and pianist, if 
needed to head count.   

   

A/V Equip 
TV, Projector, Microphones, piano, podium, 
stage 

   

Invitations 

Create and send to Graduate's families, 
teachers/administrators/counselors122 
graduates + 65 teachers/admin/counselors 
- Send 4 weeks prior and ask for RSVP 1 
week prior to banquet 

   

RSVPs 
Senior Banquet Committee and IB 
Secretary track responses, send reminders 
to families 

   

Banquet Program 
Committee 

IB coordinator to meet with this group, will 
have program completed and ready to go to 
the printers by mid April 
 
Will plan thank you speeches for teachers 
 
Will plan the program details, select talent 
who will speak etc. 
 
Video slide show freshman pic and senior 
pic  

   

Program and attending 
college inserts 

Jeff Co Print Shop 303-982-2228     

Honor Cords IB Coordinator     

Decorations 

Need a committee, if necessary -  Need to 
put center pieces on the tables, decorate 
the check in table, the honors cord table 
and the teachers tables. Venue provides 
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Senior Banquet Details Owner Due  Status 

linens  

Volunteers Day of Event 
Set up:  2-4, Check-in: 2-4 adults across 2 
tables w/lists 

   

Seating Arrangements 

Will be determined when final or almost 
final RSVPs come in. Presenters, IB board 
members, teachers in the front.  Seating 
chart created by Banquet Committee and 
IB Secretary week prior to banquet. 

   

Art Display Coordinate with LHS IB Art teacher    

IB Senior Class Gift   Ask seniors    

Flowers As necessary    

Scholarships 
Presented by the IB Scholarship Committee 
Chair 

   

Programs 
Printed one week before banquet; include 
attending college insert - info provided by 
IB Coordinator 

   

Reserve Next Year 
Reserve a date for next year's banquet with 
the venue 
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Example Costing Worksheet - (created in Excel) 

Costs Numbers Notes 
Venue Charge  Room, food & beverage, centerpieces, etc. 

AV    
Taxes & Service Charges   

Jeffco Print Shop  Banquet programs and insert 

Total per person   

   
# attendees=300  Contract minimum 

Senior Banquet Donations   

  Taxed because the event charged for tickets 

Total venue Costs   
 

Ticket Price Determination   
Paying Attendees   
# grads   
# attendees/grad (family members and friends)  Typically limited to 4 in addition to the grad 

   
Total paying attendees   

   
Comped Faculty/Staff and Junior Ambassadors  **Needs to be covered by ticket price 

Faculty/Staff   

Junior Ambassadors   
   

Total non-paying attendees   
   

Cost per attendee  To cover all costs (including non-paying attendees) 

   

Suggested ticket price   
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