Metcalf 8th Grade Graduation – 2007
Graduation Chairperson 
Responsible for:
· Assuming overall coordination of the graduation events
· Securing individual Chairs for the following graduation roles:

· Reception Decorations/Set up Committee Chair
· Reception Food Committee Chair
· 7th Grade Parent Volunteer Committee Chair

· DVD Photo Chair

· Dance Committee Chair

· Memory Board Chair

· Graduation Communications Chair 

· Providing information and training to the Committee Chairs regarding Chair responsibilities & budget information

· Communicating information and volunteer opportunities to 8th grade parents

· Communicating information and volunteer needs to the 7th grade parent Volunteer Committee chair

· Communicating with Graduation Committee Chairs to keep updated on planning progress

· Serving as liaison to the Metcalf administration regarding graduation plans and communications including details such as availability of gym for set up & decorating. (In 2006 set up began at 3 pm on the previous afternoon & continued at 8 am on graduation day.)
· Ask office to print 4 copies of mailing labels for the 8th grade class (ask for “To the Parents of” labels)

Reception Decorations/Set up Committee

Metcalf 8th Grade Graduation - 2007

Responsible for planning decorations of the large gym for the after graduation reception (traditional color scheme is red and white for Metcalf). This includes:

· Creating a plan for setting up the large gym & communicating table, chair & trash can needs to Graduation Committee Chairpersons (plan should include: tables for food/beverage serving, tables/chairs for guests, tables for picture sales/DVD pick up, area for photographs, also include 4 tables for dance in order)

· Determining decoration plans (including table linens) and arranging for pick-up/delivery and or rental/purchase of items. Some decorations from previous years may be in Metcalf storage.

· Arranging for a photography area for graduates & families (securing a backdrop, determining “props” for use – past have used benches & plants from teachers lounge & auditorium hallway)

· Organizing a set up team for the large gym (done the night before graduation and on the day of graduation). Get approval to use the cherry picker & obtain the key (for hanging stars).

· Coordinating with DVD Photo Committee to get baby and current photos for display at the gym (stars)

· Checking with 8th grade teachers about timeline project (2006 used timelines students created for Language Arts as additional decorations on North wall of gym)

· Coordinating with the Memory Board Committee, Food Committee,  and DVD Photo Committee to determine set-up needs & plans

· Coordinating with 7th grade Volunteer Committee for cleanup needs & directions

Reception Decorations/Set up Committee
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Reception Food Committee
Metcalf 8th Grade Graduation – 2007
Responsible for:  

· Organizing food for the reception that is held in the large gym after the graduation ceremony

· Food and beverage planning, ordering & preparation (including paper products and serving items)

· Coordinating food set-up, serving, and clean-up instructions for 7th grade parents that volunteer to assist with the reception

· Working closely with the Decorations Committee to plan reception set-up and with the Volunteers Committee to coordinate 7th grade parent volunteers

Reception Food Committee

	Name
	Phone #
	E-mail

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Dance Committee 
Metcalf 8th Grade Graduation – 2007
Responsible for organizing the after graduation dance that is held in the Fairchild Lounge from 8:30 – 10:30 pm. This involves:

· Contracting a D.J. (get approval from Metcalf administration)

· Organizing snacks and drinks for the dance

· Decorating the Fairchild Lounge on the afternoon of graduation (traditional color scheme is green and gold for U-High)

· Organizing chaperones for the dance (4 people needed)

· Organizing clean-up after the dance (4 people needed)

Dance Committee
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Memory Board Chair
Metcalf 8th Grade Graduation – 2007
Responsible for:  

· Organizing creation of memory boards by the 8th grade students

· Sending a letter to 8th grade students explaining the project

· Purchasing & distributing poster board for all 8th grade students

· Organizing a work day after school (for students to work if needed)

· Reminding students & collecting memory boards

· Working with Decorations Committee to arrange hanging memory boards in large gym night before graduation

Memory Board Co-Chairs
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7th Grade Parent Volunteer Committee

Metcalf 8th Grade Graduation – 2007
7th grade parents are asked to volunteer their time for graduation so that 8th grade parents can enjoy the program without having to worry about setting up and working during the ceremony & reception.   The Graduation Chairperson works with the 7th grade Volunteer Committee Chair to communicate volunteer needs. Suggestion for 7th grade chair to recruit volunteers at hot dog roast at 7th grade outdoor ed.

7th grade parents are responsible for working graduation night in the following areas: 

· Parking (3-4 people needed arriving at 6:15 pm)

· Setting up food for reception (2 people arriving at 7 pm, Joan Stralow arriving at 6:30)

· Serving food at the reception (4-5 people arriving at 7:45 pm)

· DVD pick up & Photo sales (2 people needed arriving at 7:45 pm)

· Clean up after reception (6-8 people needed arriving at 8:30 pm)

· Setting up Dance food (1 person at 8:30 pm)

· Assisting 8th grade parents with set up day before (optional)

7th Grade Parent Volunteer Chair
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DVD Photo Chair 
Metcalf 8th Grade Graduation – 2007
Responsible for:  

· Working with Mrs. Dee to collect and organize student photos for the DVD and for display at the graduation reception

· Organizing DVD sales & distribution

· Organizing sales of photos at the reception

Parents are asked to send in actual photos (no scanned paper photos):

For the DVD:

* 1 baby or toddler photo

* 1 current photo

* 1 photo with family, siblings or pet

* Optional:  5-10 photos of school events such as field trips, programs, circus, play, sports, etc.  Fun candid shots of in school situations

For display at the reception:

* 4x6 baby picture 
* 4x 6 current picture

· Additionally, class photos from each class for each year, including preschool also need to be located for the DVD

· Collate a list of students, the year they started at Metcalf and teacher names

· Create file labels…one for each class member

· Create an 8th grade class list/checklist for Mrs. Dee

** See sample 8th grade graduation information letter for details

** Letter should be sent out in late January or early February

DVD Photo Committee
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Graduation Communications Chair 

Metcalf 8th Grade Graduation – 2007
· Keeping parents informed with letters, emails, Web site, etc.

· Developing list of past teachers/principals, etc. that are no longer at Metcalf but were a part of the 8th graders tenure at Metcalf. 

· Sending graduation invitations to this list.

· Working with 8th grade students & Language Arts teacher to generate thank you statements for letter to teachers & staff

· Coordinating with Metcalf Web site personnel to make an 8th grade link and keeping 8th grade Graduation information updated on Web.
Graduation Communications Chair
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Metcalf 8th Grade Graduation – 
Committee Chairs List
Graduation Chairperson 

Graduation Communications Chair
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