
Site Maintenance/Work Party Coordinator                         DRAFT
Responsibilities
Maintain a routine do-list (repetitive chores)

Maintain a do-list of improvements and repairs (as needed)

Act as the initial point of contact /advisor when teachers have site issues 

Create and maintain a storage area for supplies and tools

Organize 3 work parties per year

Keep PAC appraised of issues and accomplishments

Pass the information along to the next person who assumes this role for the community

Work Party Pre/Post Organization

	1 month/3 weeks prior:  
	Prioritize goals for the coming event with teachers

	
	Coordinate with key individuals in the parent community especially for skilled work - delegate responsibilities

	
	Email first reminder of the date to CCLC listserve

	2 weeks prior:
	Assemble any additional supplies/materials needed and/or check in with delegates

	
	Email second reminder of the date to CCL listserve - include list of priority jobs and possible sign-up mechanism. Print for cubbies or give printed copy to teachers to include in printed newsletter. 

	1 week prior
	Email final reminder with list of respondents and non-respondents to the CCLC listserve

	Day of work party:
	Post list of chores. Highlight and delegate priorities.

	
	Set out tools, materials, supplies, rags 

	
	Confer with delegates

	
	Set out trash and recycling receptacles and buckets for dishwashing and rinsing

	
	Check off items accomplished and create list of participants

	Day after
	Email thank you to listserve with accomplishments, and a reminder to families that committed to jobs on their own time with a list of what still needs doing.


Notes

The work party day has traditionally included a parent meeting, and all notices regarding the work party should include information about the importance of and time of the parent meeting. We haven’t found a perfect formula for this, but the most successful events have been: 

1. A midday potluck followed by a meeting, in between AM & PM work party shifts
2. A work party followed by an afternoon meeting and potluck
3. Scrap the potluck and delegate 3-4 individuals to prepare a meal for the group
Mechanisms for responding to the work party invitation (by email or sign-up sheet), for selecting specific jobs in advance, and for taking responsibility for a job even if a family can’t come to the work party will help to reinforce the communication and assure that all the priority jobs get done.  There has been no formula established for this.

There are a number of highly skilled tradespeople within our community including an electrician, a diesel mechanic, a couple of general contractors, etc.  PAC can provide you with a list of these so you know who to call on for what.


