Job Description

Board Position: Eighth Grade Celebration Coordinators
Brief Summary of Job: To assist the students on the Eighth Grade Celebration committee with the planning and executing of their Eighth Grade Celebration.  The Celebration involves a dinner (set outside in a tent), and a dance following in the Doyle Gym.
Specific Responsibilities: (If there are specific timeframes and contacts for an activity, please include them)

· Meet with faculty advisor for Celebration and establish meeting dates.

· Check budget for event. 

· Plan to meet with students beginning in about November, to get them thinking about theme.

· Book caterer, tent and DJ.
· Organize parent volunteers into committees for set-up, clean-up, decorating (tent and Gym), food and chaperones.  Also at least one parent will need to keep track of permission slips and payments.

Key Individuals You Have To Work With:

· Middle School Principal

· Faculty Advisor for Eighth Grade Celebration

· Supervisor of Buildings and Grounds
Learnings to Pass On: (This could include what went well, what you would do differently, things to watch out for, etc.)

· The more students to help out, the better.

· Be aware of any allergies!

· Celebration should be latex free!
· Our Biggest problem was blowing a fuse during dinner.  Be sure to work with buildings and Grounds to distribute electrical load.

· The final mandatory DC meeting is a great opportunity to catch the majority of parents for last-minute reminders.

· *I coordinated this event in 2004, so some of this information may be irrelevant.*

Documentation Attached: (Copies of flyers, forms, articles, etc)

Homeroom List 

Personnel List

Copy of Teacher Invitation

Parent Volunteer Letter

Permission Slip

Reminder Slip

DC Meeting Notes

Class Song Nomination Page

Notes on Food

Budget

Note to Buildings and Grounds

Additional Notes

Completed by:  Jennifer Blake
Date: February 2, 2007
Documentation Attached: (Copies of flyers, forms, articles, etc)
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Date: 

