Miller-Driscoll PTA Job Description

Women in History Day

Overview: Women in History day at Miller Driscoll is a wonderful hour long event that honors famous women in history (past or present) who have had an impact on culture or society. Volunteers visit 2-3 classrooms dressed as a famous woman from history, give a brief presentation and answer questions. The event is traditionally held on the 3rd Tuesday of March  - which is during Women in History Month. Typically there are 1-2 coordinators per grade and tasks are delegated as a group.

Time Line: 
In the fall:

· Confirm a coordinator or two per grade. A good idea is to confirm their participation from the previous year.  Kindergarten volunteers for this job can come from a MD Facebook page request, MD volunteer form or a room rep email. Many of these volunteers continue as a coordinator throughout their child (s) career at MD.

· Request the date for the event from the PTA and school.

· Coordinate with the librarians to confirm use of their space OR ask to use the multipurpose room for volunteers to dress, go over room assignments, etc. 

In February:

· Send the School House Scoop the confirmed date for the event with a small description and notice that volunteers will be needed.

· Send a room rep flyer about WIH day with description of the event, request for volunteers and email addresses (grade specific) of the coordinators collecting names.

· Each grade coordinator is responsible for saving and organizing the list of volunteers that respond and confirming their character and class teacher. There is often overlap of volunteers who have children in multiple grades so care is taken to ensure that a parent can visit both classrooms. 
· The goal is to have one character (not 2 Jane Goodalls in second grade for example) per grade so it is easier to divide up the class visits.  Some years there will be duplicates however.

In March:

· Further push for volunteers via room rep email and Miller Driscoll FB page. 
· One coordinator requests class schedule for each grade from front office (You only need the Tuesday schedule if that is the day you have selected for the event)

· Review the schedule for your grade, understand conflicts with specials. Email teachers who have a special to see if a visit from a WIH volunteer would be permitted. Some specials teachers do not permit these visits.

· Establish with other grade coordinators how to stack visits for parents of multiple children. It has been solved in years past by having all kindergarten visits in the beginning of the hour.

· Email teachers the list of characters who will visit their classroom

· Bring coffee and light snack for morning of event for volunteers

· Send photo of volunteers to Bulletin, Villager and GMW

Ongoing: As needed to provide event updates, attend PTA meetings and/or submit written report to be read into PTA minutes. Attendance at PTA meetings outside of providing event updates is always encouraged, however not required. 

*All Committee Chairs must be members of the PTA per our By-Laws.
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