GUIDELINES FOR GRADE LEVEL EVENTS


Each grade has been given a $200 allocation in the PTO budget to coordinate a grade level social activity.  These events will be planned and executed by the grade level coordinators.

When coordinating a grade level function:

· Meet with all room parents in your grade level and form a committee that will plan and implement a fun family activity for the grade (e.g., ice cream social, sing-along, skating party).

· Remember that any new ideas for grade level activities or events need to be reviewed by the room parent program coordinators and/or the PTO president before they are scheduled.

· Set a tentative date for the function, then check all relevant calendars:

· Oak Knoll – Check with Barb Snow and/or go to http://www.oakknollpto.org/calendar.html
· Hillview – Go to http://www.hillviewpto.org/monthly.html
· Encinal – Go to http://www.encinalpto.com/calendar.htm
· Reserve on-campus facilities with Barb Snow.

· Invite teacher’s to participate (provide advanced notice). 
· Note: We strongly recommend that you consider scheduling your grade level events for January, February, or March when the calendar is less busy.

· Send home flyers/invitation – consider phone calls, emails, and/or an evite to encourage participation.  Depending on the Otter Weekly to generate participation can be risky (and also has led to a rush of last minute RSVPs which can be difficult to manage).
· Oversee the execution of the event.

· Request reimbursement for up to $200 in expenses using the PTO reimbursement from available on the Oak Knoll web site or from the office.

Examples of grade level parties and how they were managed:

In a previous year, the 4th grade team planned a roller skating party.  The GLCs reserved the roller rink (located in Redwood City).  The rink waived the $200 reservation fee, but required them to spend $150 on catering.  The other $50 in the budget was used to purchase waters and drinks.  To inform families, they advertised in Otter Weekly, and sent a flyer home to 4th graders.  They asked families to bring snacks, but discovered at the event that no one brought anything (however, they had purchased enough other stuff that it turned out OK).  Overall, they found the event to be very social and interactive for the 4th graders (even more so than a bowling party) and they said they would highly recommend this for other grades in the future.

The 2nd graders also had a skating party.  While the event seemed to go well, some families indicated that two hours of skating was perhaps more time than was needed, at least for the 2nd grade age group. 
The 3rd grade team chose bowling for their grade level party.  They negotiated a discounted rate with Mel’s Bowl in Redwood City that enabled them to bring in their own snacks.  The bowling alley initially wanted $15 per child for 2 games and shoes, but eventually brought the price down to $8 per person.  Rather than using the $200 allocation to help underwrite the cost, they charged $10 per student.  The additional $2 per child was used to purchase simple snacks (Gatorade, fruit gummies, chips) from Costco.  Special arrangements were made with the bowling alley to allow the group to bring in food and the snacks were set out on a table for easy access.  In addition to the snacks and bowling, each student received Tootsie Rolls as a thanks-for-coming gift.  The GLCs said that everyone seemed to love the event and suggested that this party could be easily repeated.  

Note: for bowling parties, it can save time and make the event run more smoothly if you organize groups of students to bowl together in advance of the function. 

The 3rd grade team noted that they forgot to take pictures at their function and strongly suggested that this should be done for every grade level event.  Some grades even posted their photos in the display case outside the office last year, which is a great way to give all students the chance to see them and build enthusiasm around the grade level activities.
One word of caution: At a recent 5th grade event, most parents dropped off their children, leaving the two GLCs with dozens of kids to supervise.  It is important to be clear with parents about the need for them to stay and supervise their children OR put together a team of parent volunteers to help chaperone the event.
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