REQUIRED ITEMS DESCRIPTION/PURPOSE

Avanti’s Sandwiches

Avanti’s is located just a block south of Metcalf on Main Street.  It is very convenient and a cost effective choice.  Order the Avanti’s sandwiches (85) one week in advance of the picnic.  The typical price per full sub sandwich (before it is cut into 3) is $3.20 (costs main change per year).  Avanti’s is generally good about cutting the sandwiches into thirds and wrapping them individually at no extra charge.  They have also been good about delivering them in the past. (La Gondola can be used)

The Sandwiches must be paid for on the day of the event.  It is easiest to pay ahead in the afternoon and turn the receipt into the PTO treasurer if possible.  If not paid ahead of time, it has to be done at the time of delivery, which can be inconvenient as setting is taking place. 

Please request Mayonnaise and Mustard packs with the sandwiches – these can be stored in the Teacher’s Lounge refrigerator until they are needed.

Any extra sandwiches should be given to the College Student Volunteer group.  


Tables and Chairs – see set up map for table/chair locations

Tables are needed as follows:

20  
Dining Tables

02
Sno-Cones

03
Chess Club

02
Spiritwear

02
Library Sale

02
Sign in / Sandwich Purchase / Raffle Table

02
CakeWalk Storage

05
Food – “Buffet” 

02
Extra

Chairs are needed as follows:

200
Dining Chairs

03
Sign in / Sandwich Purchase / Raffle Table

07
General-Use


Cakewalk – See Cakewalk – Guide to the Game
Music and Numbers are used to play the games.  Cakes and Desserts are prizes.

Nametags – Adults only
Nametags with Markers should be placed at the entry table.  A nice add is to use stickers to designate the different grade level students the parents have.  This will make it easier for new parents or parents not around the school a lot to meet other parents in their class.

Dining Items
All these items should be donated by parents.  Parents can sign up at registration or when they are RSVPing for the Picnic.  It is important to call and let the parents know how many of each item they should bring and verify they will be brining the items at least a week in advance of the event.

Decorations
Decorations should be extremely simple.  Suggest using some balloons on the fence near the entry/welcome table.  Maybe some by the cakewalk or playground.

The Tables can be covered with the rolls of bulletin board paper used by the teachers (stored in commons or copy room).  

Decorations should be easy – it’s usually dark for clean-up so nothing too complicated is suggested.

Sno-Cones
The kids love having the Sno-cones.  We found a bunch of parents also enjoyed them too!

The Sno-Cone machine can be rented from Weavers-Rent-All.  The sno-cone juice can be purchased from the Rental place or other stores in town.  This is also something that can be donated – ask for it on the registration form, maybe someone will get it for the event.

The Sno-cones cups & ice can be donated or purchased.  Coolers are borrowed from parents and used to store the ice while making sno-cones.  The electric cord is requested on the Facilities Request Form.  

Hand Cleanser
With sno-cones and cakes, it is a great idea to have wipes or hand sanitizer/cleanser on-hand.  This can be donated at registration as well.

Sign-in Sheets
Make several copies of the sign in sheets.  This sheet is just used to get an idea of how many people attend the event.  Also, they can write down their raffle ticket numbers for ease of tracking down the raffle winners during the event.  It gets spread out and is not convenient to walk around to all the little groups shouting out the numbers!  

Sanitary Gloves
Thomas Metcalf School requires anyone handling food products for sale at a school event to wear sanitary gloves for safety and cleanliness.

Garbage Cans/Bags and Recycling Cans
These should be requested on the Facilities Request Form.  It is easy enough to grab them from inside the building, but then the Maintenance crew doesn’t automatically come back to pickup the garbage.  Using the facilities form informs them to return to pick up the cans and therefore the garbage!

Start-up Money / Cash Boxes
The PTO treasurer will provide a check for start up money.  It must be requested a week in advance.  The Picnic Coordinator should cash the check and store the money in the Office Safe. The Money needs to be taken from the safe right before the picnic starts but before the office closes.  

The 5’s and 1’s are for the entry/welcome table where parents will pay for the sandwiches and chips.

The Quarters are for the Sno-cones – 50 cents each.

All money should be stored in the cash boxes – PTO owns two cash boxes and these can be requested from the president during the week of the event.  At no time should be cash boxes be left unattended.

All money should be counted in the Teacher Commons immediately following the picnic and stored in the Office Safe.  The administrative (Principal, Asst. Principal or Dean of Students) will open the safe.

Signs
A large sign should be displayed in the office two weeks before the picnic to help get  parents and kids excited about the event.  

A sign should be placed in the front circle drive, Fairchild Circle Drive and on the fence in the Pick up lot during the week of the picnic to remind everyone and increase “excitement”.

Drinks
The PTO attempts to provide healthy choices (avoid sodas if possible) at PTO sponsored events.  It is easiest to request Lemonade mixes for drink coolers and then fill a couple coolers with water.  

Donated cans of lemonade, etc can be used as well.  Try to stay away from sodas to be consistent with the State of Illinois Healthy Kids programs.
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