
Unit Program Evaluation

Plum Canyon Elementary PTA

Name of Program: Grandparents Day

Date of Program: Friday September 9, 2011
Cost: $151.95

Subject: Day to Celebrate our Grandparents

Length: 7:45am to 10:30am 
Program Provider: N/A  

Company Contact: N/A

PTA Contact: Erinn Hicks and Kelly Privett


General Description of Program:


Registration/Hand out raffle tickets to Grandparents as they entered MPR


Provide Continental breakfast for grandparents in MPR to be eaten in outdoor lunch arena


Welcome by PTA, announcement by PTA Weighs and Means Chair for flat donation and PTA membership request.  Announcement by PTA Yearbook Chair for $5.00 yearbook shout outs available for purchase


Raffle off prizes.


Pass out “Farthest Traveled” Grandparent awards.


Grandparents attend 25 min. sessions in each grandchild’s class.  Teachers plan crafts, songs and other activities with the grandparents

o
Session 1 at 8:50-9:15 and session 2 at 9:20-9:45


Art Balena Photography on site to take pictures of grandchildren with grandparents. ($15.00 includes sitting fee, 2 5x7’s .Total photos were 149.

General Responses:


Approximately 500 Grandparents attended 


Event was very successful, and enjoyed by all!


Registration process/labels was tedious.  Many grandparents did not receive their nametags, even though they pre-registered.  Of those that registered late, only two came to get their nametags.

Comments:


Breakfast Items provided

o
Received coffee donated by Starbucks in Saugus - 1 large regular, 1 small decaf, then refilled one, took back to Starbucks and got two full ones.  Lots of coffee left.


Next Year need 2 large regular and 1 small decaf

o
Received Bagels donated by Western Bagels



Approximately 160 bagels (this was 3 bags and was plenty-had leftovers)

o
Received donations of 4 dozen mini muffins, 4 Bundt cake, 4 dozen donuts.  

o
Went through two 16oz containers of cream cheese (pre-whipped with milk). This is plenty.

o
Purchased at Sam’s Club 2 mini cinnamon rolls, to boxes of mini donuts (in the wrappers), two boxes mini muffins, and two boxes of sliced variety bread. (This is fine as long as we get more donated next year)

o
Purchased 6-2lb large strawberries , 4 bunches of bananas and 7 large grapes (mixture of red and green) from Sams’s – went through it all, could use more next year

o
5 cases of water donated by parents – this was plenty (water for photo line)

o
Went through 2-2.5 gal water (for carafe in MPR), had purchased two more, left over

o
Went through 6.5 gal OJ, had a few more to return

o
Went through 3 large liquid Coffee Mate creamers

o
Had Starbucks donate two boxes of hot water for tea – barely any was used.


Volunteers needed

o
3 for morning check in table (7:30am to 8:30am) (if we are doing registration/nametags)

o
4 to assist hospitality (two on each food line 7:30am to 10:00am)

o
4 at 7am to help set up outside venue (7am to 8am)

o
2 to manage front door to keep people out until 7:45am and to hand out raffle tickets once doors are open (7:30am to 8:30am)

o
4 to assist photographer from 8am through 10:30am (two inside, two monitoring line)

o
4 to assist as roving helpers to make sure grandparents know where to go and help any that need assistance (8:30am to 9:30am)

Lessons Learned – Possible Improvements (to be discussed):


Nametags seemed to be tedious.  Our suggestion is, in lieu of nametags, to have signs posted similar to (or saved from) the posting party.  The grandparents only need to go to the sign to see where their grandchild’s classroom is.  We may even have some small forms available for them to make a note of the teacher’s name and room number?


We can still do an RSVP form so that we have an idea of how many people will be coming? (And if we are doing nametags, need to add a line on the RSVP form for them to fill in the grandparents name, so they are already pre-filled out at registration)


Post signs of rom numbers at each block of classrooms to help grandparents find classrooms, and have maps available


Have volunteers stationed at strategic locations to guide grandparents to sessions


Ensure that there are enough volunteers monitoring the photo line.  We didn’t have enough people at first, and the grandparents were getting to the front of the line without having a filled out form.  Make sure the volunteers are handing out forms so that they have enough time to fill them out before they get to the front.


Have a few clipboards available for the photo line so that people have something to fill out their forms and checks on.


We technically went over budget (about $60 – we each spent around $30 of our own money).  We think we can get more donations than we had.  We had to purchase plates, ice, labels, and tea out of our own pocket.  Next year include these items in the list of donations we are asking for.

Calendar for event (as soon as date is known):

o
Contact Art Balena Photography to book them for the day

o
Contact Western Bagel and Starbucks to secure coffee and bagels and contact Edible Arrangements about either providing a display for gift cert (for raffle). 

o
About a month prior start talking to local businesses about donations for raffle

o
About 5 weeks before the event make appointment to meet with Mrs. Kelly to discuss the event and confirm areas for set up, available location for photos, etc. 

o
3 weeks prior to event have PTA contact refreshment and event volunteers to get these booked for the event.

o
3 weeks before event send home Grandparents day flier in youngest child’s purple folder (should be preapproved by PTA Pres and Mrs. Kelly)

o
2nd Wednesday before the event have Ann in the office print you 3 copies of the most recent student list in alpha order.  You will need these to check spelling for students name on the written nametags, and you will need these for the check in table on the day of the event. ***Only if doing nametags

o
The week before the event meet with Joe to discuss set up for the event in both the MPR and outside.  PTA needs to provide volunteers to help with the early morning setup 

o
Friday before the event have PTA president send blast email to teachers notifying them that the labels will be in their box Monday evening for the next Wednesday purple folders and provide them with session times for the day as well and any other necessary information.

o
Monday before event place completed labels in teacher’s box for OLDEST student.
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