Grade Level Coordinator
Responsibilities:

Each grade level will have a volunteer coordinator.  The grade level coordinator is responsible for planning and executing four lunches per year for the teachers in their grade.  If the grade goes on a field trip or if the team teachers have additional needs for volunteers, they may contact the coordinators for help with organizing.  In addition, the grade level coordinator will also assist with finding volunteers to help with after school clubs.  A list of “who eats when” that includes music, PE, ancillary staff, etc. will be provided each year by the assistant principal.  This changes from year to year but typically includes approximately 35 people at each lunch.  

The four lunches are provided during the last week of each six weeks grading period.  The date can be flexible depending on timing for the teachers and volunteers but the week needs to stay somewhat consistent.  Grade level coordinators do not provide lunch for the staff in December or May.  The grading periods are listed on the PISD website and will change slightly depending on the school calendar but typically are October, November, February and April.  The times of the luncheons are always during the lunch time that the grade level eats.  Sixth grade is from 11:15-11:45, Seventh grade is from 12:15-12:45 and Eighth grade is from 1:15-1:45.  All times are approximate.  Check with the school to be sure as it can occasionally change.  
The process for scheduling these luncheons is as follows:  Grade level coordinators will contact the team leader teacher to schedule a day to hold the lunch.  The venue is usually in one of the teacher’s classrooms and the teacher is responsible for providing this.  It is usually in someone’s room who might have a planning period before lunch so things can be set up ahead of time.  Once the date/venue has been secured, the coordinator will need to submit a POW to the executive board with information on catering, donations, etc.  This can be in email form either to the volunteer VP or to the President.  Once the POW has been approved, the coordinator will then let everyone that eats during that lunch (from the “who eats when” list) know that PTA will be providing lunch that particular day.  Invitations in staff boxes or emails have been done in the past and are fine.  The volunteer VP will provide a list of general volunteers that the coordinators can contact to help set up, serve, and/or provide donations not covered within the PTA budget.  
IDEAS for lunches:  The teachers do not need anything too fancy.  They only have 30 minutes to eat and are always grateful to have a meal.  Major decorations, centerpieces, etc. are not necessary as the room hosting the lunch will no doubt be flooded with students within seconds of the end lunch bell ringing.  Most chain restaurants will offer deals on bulk service, including Pei Wei, Tin Star, Olive Garden, Maggianos, Pot Belly, etc.  In years past the bulk of the food was purchased with PTA money and additional items like salads, desserts, drinks, etc were provided by volunteers.  This is totally at the discretion of the coordinator as to how this is handled.  
Grade Level Team Leaders:
6th – Phyllis Johnson

7th – Joan Roberts

8th - TBD

Additional notes and FYI:

· If you host a lunch in any room that is NOT a teacher’s room, Chris Glasscock needs to know ahead of time.  Many times if there is an available room during any given lunch time, it has already been reserved for administration or a meeting.  IF it is available, then he will put in on the Site calendar and reserve it for you.  

· The budget will change from year to year, but for the 2009/2010 school year, coordinators have $800 to use for the year.  

· Paper products will be purchased by the hospitality coordinator with the tax-free Sam’s Club card. These products are stored in the PTA closet and can be used by any of our coordinators.  Do not assume that there will be supplies without first checking.  Serving utensils and other supplies are also in the PTA closet.  

· The cafeteria has ice that we are able to use.  The cafeteria manager’s name is Margaret and she has always been very helpful.

· In December the hospitality coordinator will provide a staff-wide luncheon in the library.  This is typically a very nice event that all the staff looks forward to each year.  In years past, some of the grade level coordinators have provided an additional lunch for their teachers (this may or may not include the ancillary staff) as a perk during finals or upon returning after Winter Break.  This is not necessary and is not included in the $800 budget for the year but IF grade levels want to do this, parents may contribute additional money.  Please be sure funds are not solicited on behalf of the PTA, but as grade level parents.
· All beverages, including water, are supposed to be Dr. Pepper products.

