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Grade

Name

E-mail

Preschool Sarah Doll (Daughter) sarahrdoll@yahoo.com
Agatha Precourt (Daughter) ag_precourt@yahoo.com
Pre-K Joy BattagliaGhamgosar (S) 3ghamgosars@sbcglobal.net

Marilee Brooks (D)

marilee @tbrooks.net

Kindergarten

Maggie Perks (S)

Lisa Kearns (D)

maggieperks @yahoo.com

aklk@mindspring.com

Grade 1 Gretchen Clark (S) theclarks@rcn.com
Mun Mun Singh (D) moon.singh @gmail.com
Grade 2 Tasha Sullivan (S) werkhoven@yahoo.com
Cherie Hammer (D) chammer@promail.com
Grade 3 Allyson Willoughby (S) tahoeborn @hotmail.com
Karen Odden (D) karenodden@mac.com
Grade 4 Kristi Pickering (S) kristipickering@comcast.net
Linda Aguirre (D) Idaguirre@hotmail.com
Grade 5 Nancy Spencer (S) nspencer@spencercallcott.com
Anita Cole (S, D) anitacolewu@hotmail.com
Grade 6 Lee Caraher (S) Icaraher@double-forte.com
Wendy Upchurch (S) upchurch2412 @yahoo.com
Grade 7 Norleen Bounds (S) nbounds @deloitte.com
Rose Welch (S) roserailer@aol.com
Grade 8 Janet Ball Ferrari (S) janetballferrari@gmail.com

Deidre Sparks (D)

deidresparks @sbcglobal.net
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Room Parent Responsibilities

Room Parents act as a bridge between the homeroom teacher and the parent body o
the class. Their main responsibilities are to assist the teacher with field trips and in
class activities, and to work with the DSPA Room Pa@aurdinators to support

school events.

Duties include

* AttendBack to School Night for your designated class to assist the teacher if
necessary. During this evening, collect eahinformation from the parents of
your class (emails and cell phone numbers). It is useful to create a YahooGrou
for your class so anyone can easily email the entire class and to hand out
laminated cards with cell phone numbers (including nannieg€viyone to
keep in the car.

* Meet with your teacher to get a feel for the schedule of events for the year. In
advance of the field trips/special events, solicit help from parents threugh e
mail or preferably a Google spreadsheet (see Google spreatishieet

* Coordinate with Marilyn Hundley to ensure that all parents signed up to drive
for field trips have their insurance on file. Before each field trip, check with
Marilyn a few weekdn advance to ensure that the drivers have current
insurance on file Forms can be faxed to 34R19. If the form is not in, the
parent will NOT be allowed to drive. No child can sit in front with an airbag.

* Coordinate &pecial Receptioand fill out a Feedback Form afterwarétease
refer to theSpecial Receptions sheet for details.

e Coordinate a Faculty and Staff Appreciation Breakfast. Please refer to the
Faculty and Staff Appreciation Breakfasts sheet for details.

* Inthe lower and middle school, coordinate the food purchase and parent
volunteers for thelassOs Samaritan House sanchmeking program.

* Coordinate the collection of funds and the purchase and delivery of teacher gifts
at Christmas and yeand. Request money from each family at the beginning
of the year for Christmas and eafithe-year gits for teachers and teaching
assistants, as well as any funds needed folaiss parties and activities such as
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Samaritan House sandwichaking, which can cost over $200. You can use
$40 per child as a guideline for the amount of money to request fistiGas
and enebf-the-year gifts for teachers and teaching assistants. Some room
parents collect the money (without the teacher noticing!) at Back to School
night.

* Answer questions from new families. Put yourself in their shoes and ensure
that they knowwhat is happening and what is expected, and encourage their
attendance at the New Family Chanksessions.

* Support the eScrip and Scrip Cash Card programs by explaining their
significant benefits to parents and to the school anehlopuraging their
participation.

* In case of an emergency, Room Parents may be asked to phone class families
with a specific message, e.ghue to a power outage, the school is closed
today and will reopen tomorro@.

* OPTIONAL BYou may want to organiza parent lunch or breakfast at the
beginning of the year, giving parents the opportunity to get reacquainted. This
would be an ideal time to go over class events, the teachersO gift fund, and any
other important issues.

Ask a variety of people to help. Do not rely on the same people every time, and
spread the field trips out amongst the parents so that everyone can have a chance to
attend. We recommend involving new families so that they feel included from the
beginning The purpose of pairing the parent of a male student with that of a female
student is to make sure that all constituencies are represented. Because there are tw
Room Parents assigned to every grade, partners should divide the workload between
them, adjisting for each otherOs schedules. Parents at St. MatthewOs are very willing
to help, so it is generally not difficult to get volunteers.
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Special Receptions

The special receptions listed below provide periodic opportunities for our school
community to come together in celebration. The intent is to provide a festive
atmosphere witladequatefood and beverageithout causing too much wear and

tear on the organizers. For events involving more than one class, one of the classes
designatedo lead the event planning. In the lead class, one room parent should be
responsible for carrying out this lead function. That lead parent is responsible for
timely communication with both that parentOs own class and with the room parents fc
the otherclasses involved in planning the receptide have found that the most

critical element for success is having the lead classOs room parents start planning we
in advance (at least three week$hey can then email the other room parents to let
them knav what their classes need to bring and how they can help with set up and
clean up. Much confusion and concern about our special receptions can be avoided
by clear communicatioamong the classes ab@mtho is responsible for what

It is the lead clag3s responsibility to determine the necessary amount of food, arrange
for setup, servers, and people to clean up, and to let Hermalinda know how the tables
should be set up. Decorations appropriate for the event are also the lead classOs
responsibility, ie. flowers, table linens, napkins, cups, plastic tableware, etc. Many
cups, plates, napkins can be found in the school kitchen, so please look in the DSPA
cupboard BEFORE purchasing your owtrinens can be found in the cupboards

across from the DSPA@scept the blue ones, which are under the st¥ge.can

use anything in the kitchen, just make sure to follow the church kitchen rules and put
everything back in its placBecause the kitchen is shared by many church and

school groups, it's critical thave do our part to leave everything clean.

Our student body consists of approximately 218 students from Preschool through 8th
grade, 37 faculty and staff and about 165 families. Please review all of the feedback
forms online to help you with your planigithey can be found on the school website
under:Parents; Programs and Committees; Class Room Parents; Handbook

Please do not exceed the established event budgets, but encourage your parents to t
in their receipts for food, beverage, and flowers thay may have purchased. Also,
keep in mind that many of our receptions are clustered together; for example, the ECI
and Grade B Christmas receptions are only one day apart, so decorations and
sometimes food may be shared between events.
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Thanksgiving Reception

Tuesday, November 24, 2009

Budget: $100

Class Responsibility: Grades 7 an®Bead Class: Grade 7

December Christmas Pageant ReceptioBECD
Thursday, December 17, 2009, 10:00am

Budget: $100

Class Responsibility: Grades PS, PKPKead Class: K

(coordinate with Christmas Celebration on decorations)

December Christmas Celebration Receptioiower/Middle
Friday, December 18, 2009, 10:30am

Budget: $250

Class Responsibility: Grades 1, ZDGead Class: Grade 1

(coordinate with ECD Pageant on decorations)

May Day Reception

Friday, May 7, 2010

Class Responsibility: Grades 1, 2 anBléead Class: Grade 2
Budget: $250

(coordinate with GrandparentsO Day on decorations)

Grade 8 Breakfast
June 9, 2010
Class Responsibility: Grade 7

ECD Graduation

Thursday, June 10, 2009

Class Responsibility: PS, PkebLead Class: PreK
Budget: $200

(coordinate with 1-8 Graduation and DSPA Teacher Luncheon on decorations)

1-8 Graduation

Thursday, June 10, 2009

Class Responsibility: Grades 3, 4 anBl5ead Class: Grade 5
Budget: $250

(coordinate with ECD Graduation and DSPA Teacher Luncheon on decorations)
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General Tips for Receptions

1.

Please take time to read all of fleedback about prior receptions. There are
lots of helpful hints in each feedback form.

Coordinate with others who are planning receptions at around the same time.
For example, the activities around the holidays as well as end of the year
activities slould share decorations, and perhaps even food. We would like to
make better use of peopleOs time and energies by streamlining the receptions
that are occurring near the same time. In addition, there are some decorations
that have been saved from prioay®that can be reused; Linda Handalian often
will know what is available in storage.

PLEASE, NO PEANUT BUTTER OR PEANUTS IN ANY FOOD FOR
ANY SCHOOL ACTIVITIES! There are too many guests with serious
peanut allergies.

Popular items for receptions include fruit platters and finger sandwiches.
Savory items are greatly appreciated by the guests, especially when the
reception is around mealtime, but please donOt feel that you have to feed peopl
a full meal!

It may be esier for parents to make larger quantities of food (i.e. 2 dozen
sandwiches are just as easy to make as 1 dozen once you get everything going
S0 you may want to ask for fewer parents to make larger quantities and spread
out the work in this way.

Forevening events, donOt feel that you have to hire Hermalinda to assist with
clearrup duties. As long as you check with the church office to make sure that
there are no events in that space the next morning, it is fine to let Hermalinda
put away the tablesnd mop the floor the next morning during her regular
school day; however, the space must be lefttidyacondition and the kitchen
MUST be left as you found it. The keys to lock up can be borrowed from
Marilyn Hundley for the night. If Hermalinda ised, $150 has been

considered to be a reasonable rate and a check can be written by the DSPA
treasurer.

ANY PERISHABLE FOOD SHOULD BE LEFT AT ROOM
TEMPERATURE FOR A MAXIMUM OF TWO HOURS .
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10.

11.

12.

All food can be delivered at 8:15 droyff, but make sure to reiterate this the

day before with a reminder email. Make sure that all food for the reception is
clearly labeled for your event and that parents know which refrigerator they can
use for their perishable items.

The best way to serve fooslto use the churchOs many platters, as this means
that there are no platters to return to parents after clean up. Just bring items
from home on a disposable plate and transfer them to church platiees. L
them with paper towels or doilies to make clegrvery easy church items

are not allowed to be taken home!

Be sure to includemall paper juice cups for cold beverages. Children donOt
need to have a large volume to drink. Having the small cups ensures that the
punch does not run out too quickly athét you arenOt left with a myriad of

half- full juice cups littered around.

A great way to keep the punch cold is to freeze blocks of ice using plastic
storage containers or empty paper milk cartons as a mold. Fill them with
enough water to end up Wwistolid block of ice small enough to fit in the church
punch bowls, leaving enough room to insert a ladle to serve. You can freeze
thinly sliced citrus in them, or sliced strawberries, or mint leaves for color.

When cleaning up after a reception, plesaember to recycle, and if there is

a large quantity of perishable food left over, donating it to a local charity is
strongly encouraged.
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Faculty and Staff Appreciation Breakfasts

It is a St. MatthewOs tradition for each class to provide an apiprebieakfast for

the 36 members of the faculty and staff once a month. Please note that there may be
other activities or events that your class is participating in during your breakfast
month, so please check your schedule and arrange helpers acgordingl

Breakfast: Class:

September 17 (Thurs.) Grade 1

October 8 (Thurs.) Kindergarten

November 12 (Thurs.) PreK

*December 9 (Wed.) Grade 4 A{this is a DSPAcooked breakfast; class provides

centerpieces, drinks, andaty bagscoordinated
with the DSPA committee)

January 14 (Thurs.) Grade 8

February 11 (Thurs.) Grade 5

March 11 (Thurs.) Grade 2

April 15 (Thurs.) Grade 6

May 13 (Thurs.) Grade 3

We recommend homemade scones and muffins, yogurt,Hatitan be eaten "on the
go" or whatever whole fruit is in season (not apples, bananas or oranges, which are
always available in the lounge), bagels {puein half) with plenty of cream cheese, and
juice. Savory items such as edighes and quiche aretea quickly, as these are the
biggest treat for the staffHomemade smoothies were another great idea; be creative
and think of things that YOU would like for breakfast!

Please provide plates, napkins and plastic utensils; there are lots of serving dishes, baskets, and knives
already in the lounge. Parents are to deliver their goodies between 7:30 and 7:45 a.m. to the teachers’ lounge
located on the second floor (the school opens at 7:30 a.m. for before-care); things like juice and yogurts may
be able to be delivered to the set-up person the day before. One to two parents are needed for set up and
should start the coffee brewing if it has not yet been done. Hermalinda will be responsible for the clean up;
she will save any leftovers for the following day. Please notify parents that they can pick up their utensils from
the kitchen when they return to pick up their children in the afternoon.
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Here are some thoughts from someone who talked to some faculty:

- They love the breakfasts. For single faculty foers, it is often the main meal of their day, as they
rarely cook at home in the morning.

- There are increasing numbers of vegetarians on faculty. It is helpful to have ambiguous items (like
quiche) labeled to identify if they are veggie or not.

- Many faculty members are on diets. High protein, low fat items are particularly welcome, particularly
for those avoiding carbs. Quiche and egg casseroles are popular.

- Homemade items are wonderful and truly appreciated!

- Fresh fruit that is not apples, orangesananas is particularly welcome, as those are already offered
in the lounge on a regular basis. The best "to go" fruit is fresh fruit salad with cups to put it in to make
it "to go."

- Croissants are not very popular; bagels with regular and lovetaharheese are preferred. Flavored
cream cheese is a real treat.

- The table dcor is admired, although it does not have to be floweoailld be anything, including kids'
artwork expressing appreciation to the faculty. If you bring a tablecloth, thestabctangular.

Sample menu
* 3 Quiches or Egg Dishes

* Fruit for 24 (things that are easy to carry away)
* 1 dozen assorted homemade muffins, cut in half

* 2 dozen bagels, cut in halfjth plenty of cream cheese, including flavored cream cheese (and plastic
knives to spread with)

* 2 gallons of orange juice or other interesting juices
* 15 assorted nefat yogurts
* 15 assorted loviat yogurts

* 1 homemade Banana Bread or other yumnaadbr
* Plates, cups, napkins, tablecloth, centerpiece for the table
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Thanksgiving Reception, November 20, 2007, 1:30 p.m.
(following Thanksgiving Chapel)

Budget for Event: $100

Actual Cost of Event: 0 (donated decor)

Number of Guests:200+

Set-up — Please indicate time required and volunteers needed. Did you need tables and chairs?
Please describe decorations, linens, flowers, etc....

8th Grade:

Baked goods

fruit,

apple cider

Clean up

7th Grade:

Savory Sandwiches
Paper goods

Set up

We did this reception very simply, as it was midafternoon and many families needed to leave immediately
afterwards for holidays. We used the big central table and one side table. We covered the tables with green
cloths (from the church -- we took home, laundered and returned.) We added a bench on top of the table for
height, and draped it with a green cloth. Then we added oak branches and lots of white and orange pumpkins.
The juice table had a green cloth. The paper goods were all forest green to match the tablecloths. Simple and
effective.

Menu — Please note the quantity of food served and consumed. Did you have enough or too
much? Was the menu appropriate? How many servers did you need?
8 dz brownies
4 dz chocolate chip cookies
4 dz oatmeal cookies -
4 fruit platters - cut up bunches of grapes, sliced acidulated apples
8 gallons - Apple juice or cider
12 dozen small tea sandwiches (egg salad, chicken salad, salmon)

Having lots of sandwiches and fruit was great. Could have used 4 dozen more brownies/cookies. We had a
little left over, but gave it to teachers who were happy to take it home.

No need for coffee or tea at that hour really simplified clean up. Only apple juice and cider in paper cupss.

4 volunteers for set up. 1 volunteer for table decor (which was done far ahead.)

4 adults and 4 students for clean up. (Great to have kids on clean up duty!)

Clean-up — Please indicate time required and volunteers needed: 8 volunteers, 15 minutes!

Communications Required in Advance of Event:

Email meetings only. We divided responsibilities between seventh and eighth grades by function, and then the
room parents did the recruiting by email. We sent one request email, one confirmation, and one reminder the
day before. Simple!

Chair(s) of this event: Fran Larose, Jennifer Raiser

Recommendations for Next Year: Keep it simple in the spirit of the holiday. There is no need for an elaborate
reception in this case -- just a warm and friendly send off.
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Feedback Form: Thanksgiving Reception 2005

Name Sheldon Finch &dllovember 2005

Budget for Event: $100

Actual Cost of Event: $300

Number of Guests: 300

Clean up- We met with Hermalinda (the school custodian) today and everything is a go. Her complaint in the past,
though, is the clean up crew dodging their dutye've put out another request to the8th grade for a couple of more
helpers for the clean team.

Sandwiches We've decided to nix the sheet cake and add to the sandwich count, so those on the sandwich sub
committee please double check your orders. Ifwaut to coordinate the mix of sandwiches please do that amongst
yourselves at the sutbmmittee level.

Setup - Total: six

Take Down Total: seven

Cookies- Total: 23 dozen.

Sandwiches Total: 500

Fruit- (grapes and othenisc fruit platters) 1 large pile of grapes, 1 assorted fruit platter, and
1 cheese plate

Table CenterpieceTeresa Quigley: The only other thing | would add is that the blue tablecloths that the school provided
looked hideous with all the fall colons the decorations so | used a large tablecloth of my own to cover the long table.

Coffee Order and Pick Up(cost $100) 1/2 decaf, 1/2 regular
Water- 50 small bottles
Lemonade 8 gallons (two too many)

SetupDBWe had six people for set up and taleevn and it was a little too much, but better safe than sorry. Hemalinda
masterminded the sep configuration. Be sure to meet with her

the week before the event to coordinate. She will get the tablecloths out for you, too. Teresa made theatdautiful
centerpiece at no cost to the school. Remember to purchase the plastic forks, spoons, plates, napkins and the other little
supplies ($100 or so)

MenubWe dropped the cake, which nobody ate and added lots of little sandwiches. People atenalhibtbess the

adults want real food, not cookies. One of the sandwich makers even made larger sandwiches on croissants, and they
were all eaten, too. The fruit and cheese were also popular. There was almost no food leftover. We had 8 gallons of
lemonag, and two gallons went unused. The coffee was expensive, $100 worth from Starbucks, and it was too much
(1/2 decaf and 1/2 regular). Perhaps half the quantity is good. Starbucks provided milk and sugar, so we double bough
these supplies.

CleanupbClean up was easy, and 6 workers were plenty.
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Communications Required in Advance of Event: None

Chair(s) of this event: 7th grade room parents

Committee Members: As always at SMEDS, everybody pitched in without an argument. 90% of the goodsrtame fro
the host class (7th) grade, and we only needed to dip intd"thea8le for clean up and set up support.

Recommendations for Next Year: The coffee was $100 and the other supplies were exactly $100. Neither expense wa:
submitted, but the cost of theemt was over the budget of $100. Everything from the centerpiece to the food and drinks

were donated, but the $100
budget is not realistic if the parents don't feel generous.
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Feedback Form: Thanksgiving Reception 2003
Name: Lisa S. Melnick Date: December 5, 2003

Budget for Event: $200.00 Previously, the budget had been set at $100. This yearsO planning group requested and
received an increase in the budget because 1) we anticipated needing more funds available to accommodate purchase
food and supplies for anticipated 3350 guests (including students, parents, grandparents, and faculty), and 2) potential
cost of creating or purchasing table decoration such as floral centerpieces for the long rectangular table, one large squa
table,and possibly 4 tables for seating an unknown amount.

Actual Cost of Event:

$ 22.00 1 large can of coffee, 4 boxes of tea, fresh cream, Individual servings. (100)

$64.00 cups (hot/cold type 320), napkins (480), small paper plates (320), harvesiébheragon.

$ 6.00 floral arrangemerNscenterpieces for the long rectangular table, and large pumpkins for the smaller square table
(used for coffee/tea service) We were very fortunate to have the |gpéarias of 8th grade parent Susan Barrett, who

made the beautiful centerpieces from items from her home and garden; thus, saving a large part of the allotted budget.
The amount shown reflects what she spent for additional flowers at Safeway. Howeeemthittee members involved

in planning this event agree that maintaining the $200 budget is necessary to cover this potentially costly item.

$ 15.00 half sheet cake, purchased at Costco

$107.00 Total

Please see below for food/drink items providedHhgyfamilies of the seventh and eighth grades. Their requests for
reimbursement may also impact the total costs.

Number of Guests: Based on consumption, we estimate that the actual attendance this year was approximatsly 225
guests. Our planning forehevent was based on 3825 guests because parents and grandparents are also invited, and
from past attendance records.

Setup: We asked for two setp parents from each class. Five of us arrived at 9:00 and received food and drink being
delivered. Twapeople worked on arranging the cookies onto trays and setting them out, and three people worked on
starting the coffee and hot water urns, setting out cups, teabags, cream, sugar on the serving tables. We were finished
setting everything by 10:15, leavitize lemonade cartons opened and ready to pour, in the refrigerator until after chapel.
We attended chapel and returned at 11:00 tgppte the lemonade into cups set out on one of the round tables.
Hermalinda played a huge part in making our set up gm#ily. The tables had already been set up the afternoon prior

to the event. The large rectangular table was in the middle of JBH, with 2 round tables in front of the stage for the
lemonade. The smaller square table was in the corner next to the kitchidordbe coffee and tea. Chairs were placed

along the long walls (approximately 8 on each side of the room). We had available for use, dark green tablecloths, and ¢
autumncolored runner that fit the long table. Again, Hermalinda helped us locatdtdrase

As already mentioned, we called for parents with special talents for flower arranging to help us and we were fortunate to
have someone among us. Linda Handalian had thoughtfully saved some dried wheat and thistles from an earlier event
and offeredhem to us for use at this reception. It might be helpful to approach her early in the term to ask about
available materials. She provided a lot of helpful ideas to us before the event.

Menu: Lemonade: purchased 8 gallons (based on 325 guests) arfisl used

Teal/coffee/cream: we had leftovers. Of the individual creamers, only about 1/4 were used. Sincediais/rawaamer,
however, they were able to be save and stored for future use.

Cake: purchased 1/2 sheet size, which was about the right amasmthha 1/4 of the cake was leftover.

Cookies: Each class handled getting cookies in two different ways: Eighth grade asked each family to provide one doze
cookies (20 dozen, total) while the seventh grade hadugigrior volunteers to bake chocolakép; sugar, and oatmeal

cookies (2 families, 3 dozen each, total 18 dozen). Total cookies consumed was 38 dozen. We had approximately 2
dozen cookies remaining.
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Cleanrup: We requested two parents from each class for alpaand actually had-6 people. The reception ended at
noon. We were completely finished by 12:45.

CommunicationsRequired in Advance of Event: We began letting parents know at the beginning of the term, so that
they would mark their calendars and commit to assisting in some waye&te for the use of JBH, kitchen, and

Fireplace Room on this day must be confirmed with the office. We checked it 5 weeks in advance. DSPA has begun
reserving these, but it is a good idea to doubleck that it is on the school calendar. It is a gded to coordinate

efforts with the other classO room parents about a month prior although we established contact very early on in the terrr
(around the beginning of October).

Committee Members: Yoko Arimoto, Regan Cinelli, Vivian Ferdon, Tamara FraZiésa S. Melnick.
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Faculty/Staff Christmas Appreciation Breakfast
4™ Grade Role

In 2008, the 4" grade parents supported the DSPA committee for this seated breakfast in the Fireside Room.
For the past few years, Lisa Hanes has catered the food for this elegant event, and the 4" grade class has
provided support. We were not responsible for any of the planning or paperwork. We did what we were told.
Basically, we provided the “fluffl”

The number one thing to do is check with the DSPA chair of this event early to see what they need from
your parents since this year’s chair may need different support. At this busy time of year your parents need
a lot of lead time to make the requested items and/or plan their time.

Here’s what we did:

1) Had 8 families each bake 7 dozen homemade cookies . Emphasis on Homemade!!!

Hint: You could reduce this number to 6 dozen from 8 families. That’s usually 2 batches, but don’t say
two batches because some people’s recipes make more or less.
Hint: Be sure to tell them to make small cookies. We had some giant gingerbread cookies and had to run

out to buy more bags.

2) Provided 2 gallons of Orange Juice (from 1 family) and 2 cases of Per  rier (from 1 family) in
small bottles.

3) 6 parents were needed to bag the assorted cookies in cellophane bags  tied with red and gold
ribbons. This was done morning before. We did it in assembly line fashion so that everyone received
an assortment. | purchased the bags and ribbon. Be sure to have more ribbon than you need — you
can always take it back. The committee placed these on the table as favors for each teacher.

4) We provided 4 people to help with clean-up.

5) We also provided the centerpieces . These were individual gumdrop trees made by the 4" grade
Junior Girl Scouts. A small wreath of greenery surrounded each tree. The faculty loved the fact that
they were made by children. This also solved the problem of what to do with the centerpieces after
the event — they went home with the girls that made them. The committee placed these on the tables
the morning of the event.

This sums up what we did. Be sure to check with the chair of the event early and often so that your parents
will be able to provide the support needed.

Good Luck and have fun!
Jacque Bigelow — 4" grade Room Parent 2008
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Name, Date and Time of Event: 2009 Christmas Reception Gr. 1-8 Feedback Form
Ann Aristides

Budget for Event: $200
Actual Cost of Event: $250-275

Approximate number of Guests: 250+ (students, parents, family, faculty)

Set-up — Please indicate time required and volunteers needed. Did you need tables
and chairs?
Please describe decorations, linens, flowers, etc....

We coordinated with ECD to share decorations for the food/drinks table. Set-up
decorations the night before the ECD reception (approx 1-2hrs with 4 people), so the
only set up the morning of the receptions was setting out food, drinks and making
coffee. We decorated the large table with a small tree/ornaments, wrapped gift
boxes, poinsettias, and fake snow. We used the white table cloth with the plastic
cover for the large table (Hermalinda can help you find both). There are 2 white
metal trees that were purchased from Dickens House a few years ago that are
located under the stage. Coordinate with Mrs Secrest to have PreS/PreK make
ornaments for these trees. We used these trees on each end of the large table.

General Assignments:
1st grade: set up/decorations, paper goods, apple juice, and coffee service

2nd grade: replenish food, coffee and drinks during reception, provide finger
sandwiches

6th grade: clean up, provide cookies and brownies, fruit platter

Hermalinda will set up tables. Put large rectangular table in the middle of JBH, small
rectangular near kitchen entrance for coffee service, and 1 round table on opposite
corner (near exit) for juice/water dispenser table.

Set Up Needs 4-6 people after drop off.

Paper goods: 400 cups (recommend hot/cold dual purpose paper cups), 300 napkins

and 300 plates - doiles are also needed for platter set up. We had 2 huge fruit
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platters with no forks, so we would recommend 150 forks for fruit in future years.
You may need to transfer food to platters in the kitchen.

Menu - Please note the quantity of food served and consumed. Did you have enough
or too
much? Was the menu appropriate? How many servers did you need?

Everything was eaten!

2 dozen whole sandwiches cut in to quarters (we did equal parts: egg salad, cream
cheese/cucumber, ham/cheese, turkey cheese, bagel/cream cheese)

2 large fruit platters

24 dozen small cookies/brownies (these went quickly, | would recommend 30 dozen)
10 gallons of apple juice

4 gallons of water (when given the choice at the dispenser, most chose apple juice!)

1 gallon Cream and sugar/sweeteners (check DSPA cabinets for sugar/sweeteners
before buying)

4 |bs of ground coffee

Clean-up — Please indicate time required and volunteers needed:

6 volunteers to clean up

Communications Required in Advance of Event:

We had a quick meeting with all room parents from 1st, 2nd, and 6th grade to
confirm food etc. Each class coordinated their individual responsibilities (i.e. food,
volunteers etc).

Chair(s) of this event:1st, 2nd and 6th grade room parents

Committee Members:
Recommendations for Next Year/What worked/What didn’t work:

Food went fast, make sure beverages (especially apple juice) are being refilled constantly -
it went fast. It would be good to have the 2nd grade replenish and also pick up during the
event (help clear away used plates/cups). This will ensure a faster clean up. Needed more
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cups than previous years because of the water dispenser instead of water bottles. Also, we
requested all food to be delivered by 8:30, although, most food wasn't delivered until after
10, and some not until 11 during the chapel service. So, | would either have a later drop off
time, or communicate the importance of the delivery time.
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Plans for the Christmas Reception, 2006
(Email sent prior to the event by the lead class room parents)

As you may remember from our room parent orientation in September, grades 1, 2 and 6 are responsible for hosting the
Christmas reception on Friday, December 15th after the 10:30 am pa@eade 2 is assigned te the lead organizing
class.

Since the reception went smoothly last year, | think we should follow a similar format.
You can read the results of last year's reception in the room parent handbook but I'm
going to summarize the information that is relea us this year.

Number of Guests250+ (students, parents, family, faculty/staff)
Budget: $200250 TBD

Here are the general assignments:

1st grade set up/decorations, paper goods, apple juice and coffee service (Note:

before buying any Christresgpaper products, please check with Hermaliridee DSPA has leftover supplies in the
cabinets above the washer and dryer in the kitchen.)

2nd grade serving during the event to replenish food, coffee and drink; provide finger

sandwiches and mini watbpttles

6th grade clean up, cookies and brownies, fruit platter

Here are more specifics for each task:

Room Layout Hermalinda will set up the tableswill check in with her to confirm
the room layout.We will put the large rectangular table ire tmiddle of JBH and the
small rectangular table near the kitchen entraridee small circular table will be on
the same side, but near the stage and the door to the oulbiddarge table will
have the food.The small rectangular table will havestboffee serviceThe circular
table will have kids' drinks.

Decorations Last year white tablecloths were purchased for this and other school
events. We should use them again this ye@hey can be tracked down from either
Hermalinda or Linda Haradian.

Middle Table- We have 2 white trees that Linda Handalian purchased at the Dickens House 2005 close Bhégale.

are white, pink, red, blue, etc. with hooks for ornamehtsst year Mrs. Secrest's classes and a lower school brownie

troop made pper decorations for thenWe can see if they can do this again this y&dre trees are in the storage

cabinets under the stag@/e should also see what decorations the ECD Christmas reception has to share with us for this
event. Last year we had 12arcissus and 6 small poinsettias that were donated from an earliscimool event.

Smaller Tables Last year they used the same ratrod color scheme of pink, bright

blue, green and red at the other tabldader the stage, there is a large glaseya

garland and mukcolored Christmas ball ornaments for our u$bey draped the

garlands around the rectangular table and filled the big glass vase with the ball
ornaments.Edie Markey also lent some glass Santas and trees that were the same color
Those were placed with bits of fake snow around them.

Set Up- Need 4 to 6 people to set up after drop dfhis will allow plenty of time to

finish before the chapel service begitdeally we should have 3 decoration people and
3 food set up pgie. We will continue with paper products again this ydaast year

they used solid color productdlo one seemed to notice that we didn't use the church
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china last year.

Menu- We are going to have have a mix of savory and sweet food since tytioac
will occur near lunchtime.
Finger sandwiches (crustless, cut into squares, fingers or triangles; with "wet" filling
to hold)
- Ham and swiss cheese
- Turkey and cream cheese
- American cheese
- Egg salad
- Cucumber and herbed cream cleees
- Smoked salmon and cream cheese
Fruit platter
Cookies
Brownies
Apple juice
Water
Coffee, cream, sugar, sweetener

Quantities
Finger sandwiches2 dozen whole sandwiches cut into quarters

Fruit platter- 1 large platter

Cookies and brownies24 dozn

Apple juice- 10 gallons of apple juice

Water- 3-24 pack cases of mini water bottles

Coffee, cream, sugar, sweetendrpounds to fill 2 large urns

Paper products300 cups, napkins and plate® .0z cup size was recommended from a
prior year

Clean Up: 6th grade is in charge of clean ulpast year there was an issue with some
of the clean up volunteers not stayir@erhaps we can prevent that this year by
providing some -enail and phone remindersdeally 6 volunteers will make the cleap u
go quickly.

| know this is a very busy time of year and | appreciate your help with this reception.
It's an important holiday for our students and school familidsase let me know what
| can do to support your efforts in your responsibility area

Happy Holidays!
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Feedback Form: Christmas Reception 2005

Name_Molly Dillon Date 1/17/06
Budget for Event $200

Actual Cost of Event none (tablecloths were purchased for ldeign use as requested by Linda Handalian), all else
was donated and recycled from other events.

Number of Guests 250+ (students, parents and family, faculty)

Setup b

| divided the work for the 3 classestesd been done in years past:
First grade set up, paper goods, apple juice and coffee service (NOTE: before buying any Christmas paper
products check with HermalindaOs leftover supply, there is a huge amount. For 2006, you shouldnOt need to b
anything)
Second gradeserving during event and finger sandwiches. Used 2 servers, which worked well to replenish
coffee and food supplies as needed.
Sixth grade Clean up and cookies/brownies

| handled the decorations by begging talented friends prhel 3)

Hermelinda set up the tables. | checked in with her a week to 10 days before the event. No chairs. We put the large
rectangular table in the middle of JBH and the small rectangle in the corner near the kitchen entrance. The small circule
table was on the same side, but near the stage and the door to the outside. Large middle table had the food, small
rectangular table had coffee service and circular table had kidsO drinks. We made sure trash cans were visible and
especially so near thebti@ with kidsO drinks.

Decorations All tablesbwe used white tablecloths that we purchased for this event and for any future events.
Middle table used 2 trees that Linda Handalian had purchased from Dickens House. They are white, pink, red,
blug, etc. with hooks for ornaments. Mrs. SecrestOs classes made paper decorations for them. We also had re
and white decorations that a brownie troop had made. The decorations were thrown out at the end, but the tree
are in the storage cabinets undergtege. On this table, we also had narcissus (12) that were donated from an
earliernon St. Matthews event and some small poinsettias (approx. 6) too. These flowers were also used for the
ECD reception the day before, so it is a good and easy thingtdicate with them.

Smaller tables for the other tables we used the same color scheme of pink, bright blue, green, red (kind of a
retromod color scheme). | purchased some Christmas balls and garlands from Target that | thought we might
use for therees, but were not needed there. We draped the garlands around the rectangular table and filled a
very large glass vase full of the balls. Edie Markey let us borrow some glass Santas and trees that were the
same colors. We placed those around withdfifeke snow around them. We used solid colored paper

products. The large glass vase, garland and Christmas balls are also in the storage cabinets under the stage fo
next yearQOs use.

Set up was fairly quick: we started after dafpand were finiskd well before the chapel service began. We héd 4
people. Some were friends | recruited for decoration help and some were from the grade assignedifo dtoset
need decoration people and foodgetpeople, so 4 at a minimum. | had 6.

Unlike lag year, we did not use the church coffee china, but used paper products instead. We decided it was too difficul

to manage a cup & saucer in the crowded space and the clean up would be much easier. | heard no complaints or ever
that anyone noticed, saMould recommend paper for next year too.
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Menu: Finger sandwiches: Ham and herbed cream cheese
Turkey and cream cheese
American cheese
Egg salad

Cookies/brownies
Apple juice
Coffee, cream, sugar

Specify that sandwiches be crustless, cuit quares, fingers or triangles and have s@vetOfilling to hold in the dry.

(e.g. cream cheese with turkey). All food was supposed to be delivered at 8:45fdboph make sure to reiterate this

the day before with a reminder email. Sandwiches wevered in damp paper towels and then saran wrap, which kept
them moist for the reception. | also asked that people send their food in on labeled trays, if they had them, which was
very helpful. They picked up their trays at the end.

The sandwichesishppeared very quickly. | was surprised to see how many middle school children enjoyed them.

While there were many cookies left over (although apparently none were left in 2004), the sandwiches ran out fast, so in
future | would suggest having some bétsixth grade class make sandwiches (maybe everbageis and cream

cheese?) and some cookies. Sandwiches are more time consuming, so we shouldnOt burden the second graders with
providing more of them.

Quantities: We had 24 dozen finger sandwidhédamilies making 12 whole sandwiches each, cut into quarters.
24 dozen cookies/brownies.

4 Ibs. coffee was the recommended amount from 2004, but the coffee person was late, so Hermalinda made coffee fron
another supply. | don®t know how much sfeglubut enough for two large urns.

Paper products, requested 300 of everything, but the delivery of that was late too, so we used some leftovers from
Hermalinda; as a consequence, all that was delivered late is now in HermalindaOs leftover stash.

Clean up We had a problem with clean up since Hagéade parents came to help. Probably a communication fault.

In the St. MatthewOs spirit, though, many of theiggtarents stayed and some others who saw we needed a hand did
too. 6 people would beléal. We cleared the tables, put items in storage, cleaned the coffee pots and trays that did not
go home, swept, and checked with Hermalinda that nothing else needed to be done.

Communications Required in Advance of Event

| communicated with everyensolely by email. | started a bit l&eops\ about 10 days before the event. It didnOt

really seem to be a problem, though, and gave everyone less time to forget their assignments! The only difficulty is that
since | communicated only with the room @ats, | do not know if they sent out reminder emails the day or two before

the event. | asked them too, but so many people forgot to show up, that next year | would stress the reminders more. It
is a crazy time of year for everyone!
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Feedback Form: Christmas Reception 2004

Name Jennifer Raiser Date 1-14-05

Budget for Event $200. (Did not use asked for all volunteer donations.)
Actual Cost of Event 0 (all donated!)

Number of Guests 250+ (120 studentgjus faculty, parents, grandparents, etc.)

Setup: We divided the work for three classes into labor and donations,
one set for each class.

First grade: Set up, paper goods, apple juice and coffee service
Second grade Serving during event arfithger sandwiches
Sixth grade: Clean up and cookies/brownies

| was able to donate the decorations (through my mom), silver trays and tablecloths (through my restaurant.) If these he
not been available they would have to be added to the list of donations.

DZcor: We set the theme as "Winter Snow" and asked for cocktail napkins in that theme. We used plastic cups for
apple juice (note: specify 6 oz, the 10 oz were too big and resulted in waste) and the church china for coffee, a nice
touch. We used small hidhy paper plates. Used white tablecloths (four 72" rectangles, two 80" rounds, could have used
two more rectangles!) and silver trays.

The room was set up with the large table running down the middle of JBH. We covered it with white tablecloths, obtaine:
from my retirement community dining facility. (Note: order at least four 72" rectangle cloths for that wableere

short!) On top of the table, we put one of the benches from JBH (yes, that's right!) and covered it with a white cloth. Th
createddrama and height for the room, which is so big it EATS Zgod Over the white cloth we put a red shiny cloth

Linda Handelian provided, and on each side of the bench put the school's large silver candelabra. We decided NOT to li
the tapers due to potial fire hazard. We covered the table with pine boughs, pine cones, fake snow, poinsettias and larg
(12" diameter) tissue paper "snowba&lisThe large scale of thecbr made a dramatic statement. Then we finished by
placing all of the cookies and sbmiches on silver trays right on the boughs. It was lovely!

Coffee was set up on a white tablecloth on a table near the kitchen. Used
white china, teaspoons and holiday napkins. Apple juice set up in the punch
bowl on a round table, also with white ¢latear the stage. Used plastic

cups and holiday napkins.

Needed trash cans visible, especially near the apple juice table, where kids
left cups strewn around.

Menu: finger sandwiches: ham and herbed cream cheese
turkey and cream cheese
american cheese
egg salad

cookies

brownies
apple juice coffee, cream, sugar
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We specified that sandwiches be crustless, cut in 1/4 squares, fingers or

triangles, and have some "wet" filling to hold the dry in. (e.g. Cream chegeentith the turkey.) No peanut butter
allowed, per school rule. Sandwiches were delivered at 8:30am covered in damp paper towels and then &ltaptwrap
them lovely and moist for 10:30am reception. In this case, being VERY specific about sandwidhes #mely were
prepared and presented was a very good thing. Some parents even decorated the trays.

We also asked that cookies be homemade if possible. This contributed to a

warm community feeling that was very homey and a greate#rid the

holidays. Used silver platters (mainly borrowed from one source) which made it festive and unified the look. We were
very clear about having platters/trays labeled.

Used silver candelabra and silver "stacking" tiers from Linda Handelian's
school supply. The hgiit of these items was very attractive.

The menu worked very well because people are hungry around 11am, and the food disappeared quickly. Too much was
on the apple juice the 100z cups were too big and many cups were left half full.

Quantities: Wéhad (and consumed!) 24 dozen finger sandwieh&damilies provided 4 dozen apiece (which works
out to 12 whole sandwiches cut in 1/4size.) Perhaps another 4 dozen or so would have been used, but it seemed just
right.

24 dozen cookies/browniesnot me leftt Homemade went first, as usual.
10 gallons apple juiceabout right, but some waste due to cup size.

4 Ibs coffee- only made one 78 0z pot, could have made more but did not

have enough coffee pots to make it concurrently, and it needs about 30

minutes to brew. Would have made some and put in thermal pots in advance. Have more cream and sugar out; did not
have time to replenish

300 napkins and plateshad about 100 each left over; left for church

functions.

Cleanup: There were about 6 pants total (plus their kids) helping with the cleanup. It took about 30 minutes.
Hermalinda was there so could help direct on things we were not sure of. We did the following:
Put all the coffee cups in the dishwasher
Cleaned the large coffee pot gmat away
Cleaned all the serving trays and put away
Put school dcor back in locked storage
Swept the floor

Communications Required in Advance of Event

All communications by email very efficient! Contacting room parents,
getting a work plan, sending out requests for help and food, confirming
and thanking all were accomplished in "bathrobe and slippers" mode from
the computer! Yea!

Chair(s) of this event Room Parents from First, Second and Sixth

Recommendatons for Next Year.
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1. Appoint a lead class to coordinate this event! Because no one was
directing, the event drifted until two weeks prior, when | volunteered
myself as coordinator and started giving directiohspe | didnOt

offend anyone.
2. Remember to reserve JBH, and provideupadiagram for assistance.

3. This is one of the busiest weeks of the year. While we were VERY late
in asking for help, and people rallied, it would have been snarte
request help in conjunction with other volunteer opportunities.

4. Specify exactly what you want in terms of food preparation and
presentation, so you have a unified look and consistent quality.

5. When decorating the rogmake one big statement, and leave the rest
alone. We did a HUGE arrangement on the middle table, which was

the right scale when the room is full of 200 people! You cannot
underestimate how big you can go and still have it looki righ

6. Can we have the school teach the etiquette of the children only
taking two items to leave enough for the parents? Because the parents
get talking, sometimes they miss the nice food, and it does not reflect

well on our children to have them go first.

7. Perhaps some food can be passed so that those who are talking have a
chance to eat something. | passed a few trays and it was much

appreciated by the adults.

In summary, this evens relatively easy and a small but important show

of the school's quality and community. Doing it simply but with style made
everyone feel good and was a great holiday moment; it complemented the great effort and enthusiasm of the lovely

Christmas pagent in just the right way.
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Name, Date and Time of Event: ECD XmaS Pageant Reception 2007

Budget for Event: zero
Actual Cost of Event: zero

Number of Guests:
Number of guests were based on prior estimates but basically reflected the numBberesf chthe
three classes (55) plus parents (100 allowing for siblings)

SetupbPlease indicate time required and volunteers needed. Did you need tables and chairs?
Please describe decorations, linens, flowerg etc

The school has a lot of Xmasateation (incl. serving platters) in the storage area underneath the stage which we were
able to tap into.Linda Handalian was kind enough to go through this material with us and also gave us access to table
cloths.

A large rectangular table was set up in the fireplace room to hold food and we used the existing side board for beverage
We also brought in firewood and had a fire burning during the reception.

Some parents also brought in some additional decoraimhpoinsettias which really added to the ambiance.
MenubPlease note the quantity of food served and consumed. Did you have enough or too

much? Was the menu appropriate? How many servers did you need?

We requested the following food from the thrégesses

| would recommend increasing the amount of food for next y#rile some families were ill on the day of the
reception and

therefore we were missing some plates, | would still recommend additional bagels and perhaps some sawwiches.
did have

more adults that expected as quite a few people invite additional family members along to the reception.

Cleanup b Please indicate time required and volunteers needed:

| would recommend appointing a lead fdleanup to ensure the job doesn't fall back on the event organizers.
We had only one parent show up for cleanup!

Communications Required in Advance of Event:

The following is a copy of the email sent to the room parents in early Decefbeadditional reminder email was sent
out
approx. one weekefore the event.

Hi room-parents!
Kathy and | wanted to get the ball rolling on this year's Christmas Pageant
reception (Dec 19th).
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There are 55 children between the 3 classes and roughly 100 pareihizve a
few siblings throughout the classes). We've broken down the responsibilities
by class but please let us know if you have any comments/suggestions.
Kindergarten is responsible for decorations but we would be very appreciative
if anyone has angxtra seasonal pieces (eg poinsettias, miniature Xmas trees) we
could borrow for the morning.
Preschool
5 dozen cookiesfood to be dropped off in the kitchen by 9:30am
2 parents to clean up (immediately following reception: historically this
takes roughly 30 minutes)
60 holiday plates/cups/napkins
PreK
2 dozen cookiesfood to be dropped off in the kitchen by 9:30am
Fruit to serve approx. 60 people
60 holiday plates/cups/napkins
3 parents to set up
Set up should occur between 9:300am n the Fireplace Room. Cookies should
be arranged on platters and placed on the tables in the Fireplace Room. Apple
cider should be placed in the coffee urn before the performance to warm it up.
After the performance, one of the-sgt parents shoulfill several containers with
cider and place them on the small table near the kitchen. Plates, napkins and cups
should be displayed on the tables. Also, please place a few wastebaskets
around the room.
Kindergarten
3 dozen mini muffins food to be dopped off in the kitchen by 9:30am
3 dozen mini bagels/cream cheese
3 gallons apple cider
50 Mini bottled waters
Decorations and set up
60 holiday plates/cups/napkins
Looking forward to hearing from you.

Jordan & Kathy

Chair(s) of this event:
Kindergarten Room parents

Committee Members:
PreK and PreSchool

Recommendations for Next Year:
In addition to increasing the amount of food (esp savories), | would recommend the room parents for each class check
to see if all dishes have been deleegand volunteers show up for eithergptor cleanupln the event of nghows,

this will enable thechairs to seek additional volunteers to help with the event.
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Feedback Form: ECD Christmas Pageant 2005

Name- Teresa Briggs and Gretchera€id

Budget for Event:
There may have been a budget, but we did not spend any money on this
event

Actual Cost of Event:

Number of Guests:
We based the number of guests on prior years estimates. Approximately
60 children and 150 adults.

Setup - Please indicate time required and manpower. Did you need
tables
and chairs? Please describe decorations, linens, flowers, etc..

We filled out a request for tables and linens in the school office (30
minutes). A large rectangular table withidal table cloths was set

up in the fireplace room to hold the food and the existing side board
was used to hold the hot beverages. In addition, a rectangular table
was set up across from the side board to hold the bottled water.

Linda Handalian providetivo decorative (fake) christmas trees for the
main table and had the children make ornaments for decoration. In
addition, two parents brought poinsettas and there were paperwhites
planted in pots that were in JBH and were used on the tables (we did not
provide these).

Menu- Please note the quantity of food served and consumed. Did you

have

enough or too much? Was the menu appropriate? How many servers did you
need?

Please see menu, quantities and resources for set up in the email below.
There wasdod left over so we suggest reducing the quantities slightly
next year. We did receive several positive comments about the mix of
cookies and "healthy" food.

Cleanup - Please indicate time required and manpower:

See email below. Clean up was very quick, less than 30 minutes.

Communications Required in Advance of Event:
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Here is the email that was sent to the-Rrand Preschool Room Parents
Hi Everyone:

The Kindergarten Room Parents are finally getting thetitagether for
next week! We're expecting 60 students and approx. 150 adults.

Here's how we have divided up the responsibilies. Everything needs to
be dropped off by 9:30 in the Kitchen:

Preschool:

6 dozen cookies

2 parents to clean up (immediatefyea the reception)
60 holiday plates/cups/napkins

PreK:

3 dozen cookies

Fruit (grapes, fruit skewers, etc.) to serve approx 60 people
60 holiday plates/cups/napkins

3 parents to set up

Set up should occur between 9:300 in the Fireplace Room. Coeki
should be arranged on platters and placed on the tables in the Fireplace
Room. Apple cider should be placed in the coffee urn before the
performance to warm it up. After the performance, one of the set up
parents should fill several carafes with cider and place them on the
small table near the kitchen. Plates, napkins and cups should be
displayed on the tables. Also, please place a few wastebaskets around
the room.

Kindergarten:

3 dozen mini muffins

3 dazen mini bagels/cream cheese
3 gallons apple cider

Mini bottled waters

Decorations and set up

60 holiday plates/cups/napkins

Let us know which parents will be there for set up and clean up. And,
please reach out with any questions.

Thanks!

Chair(s) ofthis event:

Gretchen Clark and Teresa Briggs
Committee Members:

PreK and Preschool Room Parents

Recommendations for Next Year:
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Feedback Form: ECD Christmas Pageant 2004

Name Linda Aguirre Date: 1/10/05

Name, Date & Time of Event ECD Christmas Pageant Reception

Budget for Event $0  Actual Cost of Event $0 for school

Number of Guests ECD classes and families

Setup - The PreKindergarten class was responsible forigetand for bringing 1/3 of the snacks. We had 3 parents
assigned to set up. They arrived at the fireplace room at drop off. Hermalinda had already set up the large tables
with tablecloths, so thegpents basically just collected the cookies in the kitchen and arranged them on platters and set
them up on the tables in the fireplace room. One mother brought a couple of small floral center pieces.

One mother cleaned out a coffee maker and cider utais the coffeemaker prior to the performance to warm it up.
After the performance, one mother filled several carafes with cider and placed them on the small table near the
kitchen.

Paper goods were placed on the small table, as well.

Menu - There wee no servers during the reception. Each class had been asked to bring 6 dozen cookies. Since we
did not do the clean up, we are not sure how much, if any, food was left.

One suggestion we have is that since the reception is in the morning, it mayeb@pmampriate to serve something
other than cookies. Something more like breakfast food might be well received. For instance, small bagels and crean
cheese, fruit, small muffins.

Cleanup: | believe the Kindergarten class was responsible.

Communications Required in Advance of Event Coordination between the ECD room parents to divvy up the
tasks. Each room parent then communicated with their own class to assign their tasks.

Recommendations for Next Year See Menu Section above.
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Feedback Form: ECD Pageant Reception 2004

Name: Amelia Nash Date: Dec. 17, 2004
Budget for Event: $60 Actual Cost of Event $0
Number of Guests 60 ECD students, plus around 150 adults?

Setup: Need table set up in the Fireplace room with red or green tableelfithsut a facility request form a few days

in advance so Hermalinda knows how you want things. Need a large rectangular table in the middle of the room for all
of the cookies and a small routable off to the side for the hot cider. We used the poinsettias that were already in the
fireplace room from the faculty breakfast the day before (the person in charge of the faculty breakfast coordinated with
us on the flowers so we didn't duplicatéoefs). Only takes about 30 minutes to set up; need to start the cider heating on
the stove (takes 280 minutes, then take it off the stove to cool down until you're ready to put it into the punch bowl

after the reception) (alternatively, heat it in Heverage heater things and just serve it from that). Need to arrange the
cookies that people bring and drop off as well as lay out the napkins and plates on the center table. In prior years we pt
some cookies on tables around the outside of the roamijrth people would need to move around more and not jam up

in the middle, but it turned out that people just didn't notice those cookies and we ended up moving them onto the cente
table anyway, so put all the cookies together Also need a few largebasistts placed around the room.

Menu: Approx 15 dozen cookies were brought in. Kindergarten brought in 4 dozen cookies, 3 gallons of cider, some
bottled water, and 60 plates/cups/napkins.

Clean-up: One person cleaned up, | believe.
Communications Required in Advance of Event The room parents for Preschool, freand K need to email at the
beginning of December to coordinate who is bringing what. We just split it

all up between the classes: K brought all the apple cideK getup and preschool cleaned up, and each class brought
5-6 dozen cookies, napkins,plates, and cups.
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Name, Date and Time of Event. May Day Reception 2008

Budget for Event: $250
Actual Cost of Event: $55 (All food was donated by class volunteers. We purchased paper goods.)

Number of Guests:

Set-up B Please indicate time required and volunteers needed. Did you need tables and chairs?

Please describe decorations, linens, flowers, etcE . When we received the email reminder from DSPA about
this event, we confirmed that the JBH was reserved for the May Day reception. The week of the event, we
spoke with Hermelinda, to confirm that she would set up tables the night before. The large rectangular table
would be placed in the center of the hall and round tables at each corner of the hall for drinks. The smaller
rectangular table was placed adjacent to the kitchen door. We asked her to put the cream colored table cloth
on the big table and the blue table clothes on the smaller tables. She was also asked to place chairs around
the room. We spoke with Linda H about the decorations for Grandparents Day and were given permission to
reuse the florals for May Day. We spoke with Rose Welch (who did the florals) and she agreed to spruce
them up for us on Thursday. There was no cost to us for the florals. We asked each class (1st, 2nd and 6th)
to get one volunteer to help with set up. We ended up with 6-8 people helping to set up. We asked volunteers
to come at drop off (8:15) and we finished set up around 9 am. Set up involved receiving food from
volunteers, placing food on nicer platters (when needed) and setting food on the tables. We decided to place
fruit platters on either end of the large table and sandwiches all around the table near the edges. We placed
sweet items in the center of the table, so folks (kids) had to reach farther for sweets. The small rectangular
table near the kitchen was set up with all sweets. The round tables had lemonade and water. We opted to
get jugs of water and lemonade with 5 0z glasses. Before the May Day performances were over, Hermelinda
and | poured water and lemonade into cups. We also had volunteers signed up to serve drinks at each of the
round tables. Hermelinda was not happy about the fact that we did not buy small water bottles and it is more
work to pour water into the cups. However, there is definitely, much less waste and it is more environmentally
friendly. So, we suggest that this practice be continued. We purchased napkins (450), small bowls, forks and
cups. We decided to get small bowls for the fruit and not plates, with the hope that kids would not pile food
onto a plate and waste food. It was our intention for folks to use the bowls for fruit and to use napkins for
sandwiches. We found that many people used the bowls for everything and saw many kids filling bowls with
sweets. So, it might make more sense to buy very small plates next year or get little cups for the fruit instead.
Menu b Please note the quantity of food served and consumed. Did you have enough or too

much? Was the menu appropriate? How many servers did you need? We ended up with several platters of
sandwiches left over. After talking to our volunteers, we found out that most of our sandwich makers ended
up doubling up on the number of sandwiches we had requested from them (because they had extra supplies
and they remembered that last year we ran out of food quickly.) So, we think that the amount of food we had
requested was probably pretty accurate, but we ended up with extra food because we have such diligent
parents. (The extra sandwiches were taken to Samaritan House and they were very appreciative.) So, we
would recommend the same amount of food, but suggest that we lower the number of sandwichmakers, since
it seems that once you agree to make sandwiches, it is almost just as easy to make 2 dozen sandwiches, as it
is to make one dozen. We had a small amount of fruit left over and a small amount of sweets. We would
recommend reducing the sweets a little bit from what we requestedt his year, since there should be enough
sandwiches and fruit to satisfy the guests and we think kids will eat as much sweet stuff as we put out. So,
the menu and volunteers we would recommend are listed below. Each of the 3 classes should obtain the
following:

One Set Up Person

One Lemonade/water server

2 volunteers to bring

2 dozen brownies

2 volunteers to bring 2 dozen cookies
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2 volunteers to bring 3 gallons of lemonade 3 volunteers to bring 3 large jugs of water (minimum of 100 oz
per jug). (We had extra drinks, but if the weather were warmer, we think folks would drink more, so we don't
think this should be reduced.)

2 volunteers to bring a large platter of cut fruit.

2 volunteers to bring 24 sandwiches (cut into fingers or quarters)

One Clean Up personLead Class Room Parents should purchase the papergoods.

Clean-up b Please indicate time required and volunteers needed: We had 3 people signed up for clean up,
but ended up with around 6- 8 people helping out. It took about 40 minutes.

We did not do any school wide communications. We did try to get our volunteers signed up starting two
weeks before the event, so we had time to make sure we had enough volunteers.

We also advised each class that they could spend up to $50 each on sandwiches, if they had trouble getting
volunteers. Surprisingly, no one took us up on this offer.

Chair(s) of this event: Lead Class was 2nd Grade (Room Parents: Linda Aguirre and Terri Boesch

Committee Members: 1st Grade (Anita Cole and Michelle Warford) and 6th Grade ( Phoebe Pluchar and Tina
Crisci)
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Feedback Form: May Day Reception 2005

Name Karen Catlin Date: May 13, 2005
Budget for Event $200

Actual Cost of Event | just turned in my expenses this morning, and forgot to make a note of the total. It was less
than $200. I'll get this to you later.

| purchased 200-8z water bottles (available at Smart and Final), 6 bags of ice, and 300 6 oz Dixie cups. | should
have also purchased doilies, but forgot. Fortunately Hermalinda found some from a previous event.

Number of Guests unknown.

Setup: A few weeks before the event, | made sure that JBH was reserved, and that Hermalinda was available to
help. A few days before the event, | talked to Hermalinda to request that the big long table be placed in the middle of
JBH, and to have three smaller &bin the corners for serving drinks. Hermalinda agreed that this was the best
arrangement, and had the tables in place that morning before we arrivedpgo Ské also put blue tablecloths on

each table, and put chairs around the outside of the rooamyoolder people who would appreciate a place to sit.

We had one parent from each class, plus myself and Hermalinda. We requested that parents bring cookies,
sandwiches, etc. (see list below) at dofptime. Within about 45 minutes, we had arrangétha cookies, etc. on
trays, and put out drinks on ice.

Jennifer Raiser and her mother created a spectacular centerpiece of daisy bouquets in hurricane lamp glasses, with
metallic ribbons throughout. We also used arrangements left over from Grandizagrdn two of the side tables.

We could simplify things next year by only using the Grandparents Day arrangements, but our centerpiece was very
special/memorable.

Menu: Below is the email that we sent to each class. Each class was responsibletpohaparent help set up,

one parent to clean up, 3 parents to provide 2 dozen brownies each, etc. This approach worked well, and we had jus
few things left after the reception (approximately three plates of cookies, one plate of sandwiches atichdroah

of lemonade left.)

We had one parent serving lemonade at each station (three stations total). | forgot to ask for volunteers to do this
beforehand, but the moms who were helping to set up offered to help serve the lemonade, so it worked out.

We used this email to request help
The 1st, 2nd, and 6th grade parents are responsible for hosting the May Day Reception at SMEDS this year. The
reception will take place on the morning of Friday, May 6, immediately following the May Day dancesaanrthe |

Our class needs to provide volunteers for the following:

1 parent to help set up the morning of the reception (arranging goodies on trays, putting lemonade into punch bowls,
etc)

1 parent to provide 150 small white paper napkins
3 parents to provide 2 dozen brownies each
3 parents to provide 2 dozen finger sandwiches each; Crust removed, cut in fingers or quarters. ldeas: turkey or roast

beef, with mayo, mustard, or herbed cream cheese to "glue" the sandwich together.
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5 parens to provide 2 dozen cookies each & 3 parents to provide 2 gallons of lemonade each

1 parent to help clean up after the reception. (Parents who also have a student in the 8th grade should NOT volunteer fo
this duty. You will be busy taking photograpdasd enjoying the reception with your 8th grader.)

Please let me know what you are able to provide. Thanks so much for your help!
Clean-up: We had one parent from each class. Here is feedback from one of the parents:

The reception went so well, as ditetclean up. We just waited for everyone to leave, then powered through the clean up.
We had approximately three plates of cookies, one plate of sandwiches and one half a bow! of lemonade left. We gave tF
flowers from

the arrangements to the teachergodk about 30 minutes and was quite easy.

Note: do not have any parents who have students in the 8th grade
volunteer to clean up. These parents will be busy with May Day activities such as photographs during the reception, and
they won't be able to hetgdean up.

Communications Required in Advance of Event Email to room parents for 1st, 2nd, and 6th grade to get volunteers to
sign up for above list of items for the reception.

Chair(s) of this event Karen Catlin

Committee Members 1st, 2nd, and 6th grade class parents

Recommendations for Next Year

1) Bring small galvanized tubs or something attractive for cooling the waters. There are old, scratched, blue tubs at the
schod which are functional, but not attractive. We ended up using a few punch bowls on the tables to cool the water

bottles, but they were pretty small.

2) Consider having some fruit platters instead of some of the cookie platters. The reception isdstldtdlmchtime,
and fruit is always a popular offering.

3) Please ask all parents to bring their goodies atdiipand to clearly label things for the "May Day Reception." The

8th grade class hosts a lunch in the Fireplace Room at the same timaeVis/tDay Reception, and it was a bit confusing

to figure out what plate of sandwiches was for which event. I'd also recommend touching base with the 8th grade room
parents ahead of time and ask their families to clearly mark their goodies with "8thlGirazheon"” to help reduce the
confusion.
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event. 8th Grade Breakfast 2008:

Date: June 4, 2008

Time:7am(set up) 8am time of event
Chair(s) of this event:

Frances Larose, Pam Sudano-Ruegg
Committee Members:

Entire 7th grade families:

7" grade to arrive no later than 7:50 am

Need 7th grade students to greet the g" graders and the teachers. They are to wait on all guests and
bus the finished plates. (The 7" graders are not to bus the dishes until after all the speeches are completed
and nobody is to be in the room except the teachers and the 8" graders during the speeches.) They all need
to wear aprons over their uniforms. .

Breakfast begins at 8:00 am.
Guests: 40-50

8th grade students and their teachers (Including any teacher that had been part of their learning their years at
SMEDS)

Working with the faculty and staff.

You will need to get the key and from Marilyn.

Arrange to have Hermalinda will help you set up and clean up

Invited: Mr. McKee, Mr. Williamson, Fr Hines, and the Chaplain

You need to provide seating Assignments: Ask the g" grade home room teachers

Timeline: Mr. Williamson will provide organizer with a timeline.

Budget for Event:

Last year they were told they had $100 total for the event which was not enough.

| donOt know what was spent for 2008.

7th grade gives each 8th grader a gift and the parents pay for the gift.

2008: A engraved picture frame with the name of the school, the year and their name.
Some parents questioned this tradition.

Set-up:

Need volunteers for the Tuesday before in the afternoon.
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7:00 am (list of people to help set up)

We had about 15-20 people

There were a lot of people and we didnOt need them all throughout theentire breakfast. Recommend having
two groups: set up and clean up.

Decorations

We had a beach theme that Edie Markey helped to set up the day before. Then to bring it up a notch, we
include three balloons per table along with the center piece.

Breakfast Menu:
6 waffle Irons
Brought the day before the event.
Start preparing the waffles about 7:45 am and put them in the oven.
Waffle batter:
6-8 jars
Recommend including protein (bacon, sausages, etc.)

Whipped cream and berry topping for the waffles if you want

3 trays of fruits
2 quiches

Recommend more quiches (they were gone in a flash) and less waffles.

3 types of coffee cakes

1 tray of muffins and croissants

Powdered sugar:

Syrup:

Butter

Fruit Juice (6 1/2 gallons)

2! gal (0J)

4 gal
This was way too much juice and it was all orange.
Recommend 4 gallons and differing flavors.

3 cases of water
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Coffee station with both decaf and regular

One large canister of regular
One large canister of decaf

Cream and sugar

Clean-up:
Need about 10-15 people (and the kids help)

Recommend them leaving and coming back right before chapel.

Chair(s) of this event: Frances Larose, Pamela Ruegg
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event: 8th Grade Graduation Breakfast 2007

Date: June 6, 2007
Time: 7am(set up) 8am time of event

Chair(s) of this event
Debra Leylegian and Charlie Kay, 7th Grade Co-Room Parents

Committee Members :

Entire 7th grade families: 7th grade students waited on all guests and bused the finished plates.
They were all wearing aprons over their uniforms. They also all greeted the 8th graders upon
arrival Into JBH at 8am whichh was Important to the kids.

Guests: The 8th grade students and their teachers (Including any teacher that had been part of
their learning their years at SMEDS) total number: 40-50 people

Communications Required in Advance of Event

Sent a Save the Date to all the 7th grade parents the beginning of April with an explanation of
what was to be expected. An e-mail to the two 8th Grade Room Parents was sent as well to send
to their families to be aware of the date and time.

Initially, there were many e-mails sent with the needs for the event and who was able to do
what. Once most of the needs were filled, a reminder was sent 10 days later o ask again and
remind of who was doing what. Then as the date approached (within 2 weeks) we were
communicating the various needs to all the parents. The Invitation was done and sent via e-mail
to all the 8th graders parents and the teachers received their Invites In each of their boxes
manually.

Working with the faculty and staff

We needed to ask Marilyn what the budget was and Hermalinda was Indispensable as far as
assistance to know where and what was needed In all areas for that day. The 8th grade
teachers presented the students with a memory book and a c¢d with a video of what was being
shown to all the school later that day. The Head of School talks after everyone Is served and
Chaplain Stacy gives a prayer af the beginning to bless the food and the students. The 7th
grade room parents can give a thank (which we did) If you like.

Budget for Event

We were told we had $100 total for the event which was not enough. We had collected money
at the beginning of the year for various costs-namely the teacher's gifts and we fortunately
had some left over which we applied towards the gifts the 7th grade gave each 8th grader. We
went still over our budget but worth It as we gave memorable gifts to each graduate which had
not been done before.

The parents did not ask for reimbursement so we did not have any money needs there. We spent
money on Balloons ($25 aprox) which was important as each of the 8th graders took one to
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have for the day.
**Important were the silver bookmarks engraved with the school name on one side and each
student's name and date on the reverse. We spent $320 for 22 and they were very meaningful.

Set - up:

The day prior (Tuesday afternoon) the 2 room parents went to JBH and with Hermalinda's help,
set all the tables and décorated the walls and centerpieces and got all the area In the kitchen
ready for the next morning. Since we had an Idea of how many, we set the 8 tables of 6 and
then had the chairs and tables and linens set along with the silverware and napkins at each
place. All the dishes were placed for buffet on the buffet table as you enter JBH with 2
separate tables (one for coffee service and one for the waffle topping bar) . Any foods that
needed preperation were done by that parent and brought Wednesday morning. Everything was
to be brought already prepared on a tray. We got the key from Marilyn Tuesday o get Into the
hall early Wednesday morning. The baloons were done at 6 am that morning to be at each table.

Menu: As this was a breakfast, we had those Items. We had 6 waffle Irons manned by

each parent who brought the Iron along with the batter tha t had been prepared by 2
moms who prepared the same recipe for consistency. We heated up the Irons between

7- 8 am . We had 3 trays of fruits and we had 2 quiches for the adults. We had 3

types of coffee cakes and a selection of muffins and croissants. We h as toppings for
the waffles: Powdered sugar, syrup, butter and fruit and had that placed at the station

so each person could prepare their waffle as they liked. The 7th graders each asked

each person what they wanted and the waffles were made In the kitche n and placed on a
china plate and handed to the person to then they could go to the waffle topping station

to create what they wanted. We had water and various juices (6 1/2 gallons) and 3

cases of water. There was also the coffee station with both decaf a nd regular and
cream and sugar, the cups and stirrers, etc.

Clean- up:

The Clean up was done by parents who volunteered. We had the kids bus all the dishes and then
a couple moms cleaned the dishes and flatware while some scrapped and then the others cleaned
the cooking area. Everyone helped bag whatever was left and took that to the tfeachers lounge.
Hermelinda ook down tables and chairs with help from some fathers who helped.

Wrap - Up of the Event:
Chair is responsible to write report

Recommendations for Next Year:

I would recommend that a nice gift be given and that the students are greeted as we did this
year. It Is Important to make sure who as important to the class and Include them at the
breakfast. It Is Important that every parent do something o get this event done efficiently
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and quickly. This class got everything done and we had the breakfast wrapped up by 9:45am.
The kids had all gone at 9am and we had such assistance that we were done! That the students
help Is very Important. Make sure the theme and the mood Is reflective of the class. We chose
big shoes to fill and asked each parent to send a pair of the 8th grader's shoes to use a
centerpiece Instead of flowers. The cost was an Issue as we had decided that we wanted a nice
gift to the students rather than flowers and the balloons were a hit. Make sure you communicate
well with your families and If you need to Involve the 8th grade parents, they were very
cooperative and wonderful.
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FEEDBACK FORM: ECD GRADUATION RECEPTION 2006

(Early June, 10 am)To be divided between R and PreK (We were happy to give the Kindergarten moms a break
and it was simpler than looping in more room parents) (54 kids, 100+ adults, 20 siblings)

Preschool Brings:

* 2 Parents to setp
* 2 Parents to clean up (only 15 minutes at about 11:30 am)
* 13 dozen homemade cookies
* 2 Fruit Platters (in easy to pick up pieeggape clusters or skewers or watermelon  wedges)
* Paper Goods: 200 cups, 200 napkins
* 1 Punch Burer (students may do the pouring, but we need a parent to
oversee. Make sure they fill the cups just-fnedfy)

PreK Brings:

* 2 Parents to setp

* 2 Parents to clean up (only 15 minutes at about 11:30 am)

* 13 dozen homemade cookies

* 2 Fruit Platters (in easy to pick up pieeggape clusters or skewers or watermelon wedges)

* 4 gallons of Fruit Punch and 1 Punch Pourer (students may do the pouring, but we need a parent to oversee. Make
sure they fill the cups just halfay)

*** The room parents can coordinate with the lower/middle schools
regarding flower arrangements. The ECD Reception requires 2

arrangements. We did this in 2006 and it worked very well. -(IB&
room parents can have a mom bring 2 arrangesrjest for ECD)

Directions: The parents should deliver food items to the kitchen either (preferably) the day before (with a note
designating the ECD reception) OR the morning of the graduaB&FORE 9:30 am.

Other notes:

* The kitchen has ice "rings" for the punch bowls in the freezer.

* Hermalinda will set out tables/cloths/cups/bowls/platters.

* Setup parents will need to arrive in the kitchen by 9:30 am and arrange the cookies on the platters so & each t
will have an assortment. The flowers can be put on the tables (but nothing else). If it's blazing hot, keep the flowers in
as well and put them out right before the reception starts.

* The setup parents will need to leave graduation a few neimetarly to put the food on the tables as they can't be left
out during the ceremony. For the punch, first take the bow! with the ice ring in it out to the table in the courtyard.
THEN pour the punch out of the jugs into the bowls. Otherwise, it isdmbto bring out the full bowl from the
kitchen. (This early exit from graduation might be important to mention augigime)

* We have to make sure no one takes the flower arrangements after the
reception! One year they disappeared! The floweedl to be brought inside to JBH if they are being used for the
lower/middle school festivities later in the day. If they are not, then be sure to give them to a teacher when it's time to
clean up.

Feedback Form: ECD Graduation Reception 2004
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Name: Amelia Nash Date: June 24, 2004

Budget for Event: $0 Actual Cost of Event:$0

Number of Guests: 60 students, plus approximately 80 adults and 40 siblings.

Setup: Hermalinda set out 2 tables in the courtyard with tablecloths and punchbowls, and put out silver platters in the
kitchen. 2 Pre&K setup parents arrived at 9:30 to arrange cookies on platters so there would be an assortment on each
table. (Parents need lb@ told to deliver items to the kitchen.) However, the punch and cookies could not be left out
while graduation went on, so the same parents had to leave graduation a bit early to put things out, and put punch in

bowls with ice. Flowers were brought byarent for each table, then given to 2 teachers. Napkins and cups were just
taken from the kitchen cupboard.

Menu: Way too much was requested. | would estimate that only 15 dozen cookies are needed, and only 4 gallons of
fruit punch were used (2 in dapunch bowl.) Very few parents are eating cookies at 11 in the morning, and they would
be happy not to have their kids eating 10 at a time.

Older girls who had helped with graduation stayed and poured thefptnwohat each tablé they need to be told fil
the cups only a little bit for the kids.

Clean up: 2 PreK parents cleaned up at 11:30 for approximately 15 minutes.
Communications Required in Advance of Event:
Chair(s) of this event: Committee Members:

Recommendations ér Next Year: | would recommend having Preschool and-Rngut this event on for the K class.
The K class is so busy graduating out of ECD that it would be nice for them not to have to worry about the reception
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8™ GRADE GRADUATION RECEPTION 2009
Budget for Event: $250
Actual Cost of Event: $250 (paid to Hermalinda for her time)
Approximate number of Guests: estimate of 225-250

Set-up D Please indicate time required and volunteers needed. Did you need tables and chairs? Please
describe decorations, linens, flowers, efc....

We set up starting at 4pm on the day of the reception with about nine helpers (3 from each class). Our theme
was "Oh The Places YouOll Go", which was the Dr Seuss poem chosen by thea™ graders for their May Day
chapel service. We used the main table in the center of the room, with 2 small tables for beverages and some
food trays (punch and additional serving tables), and then the table closest to the kitchen for coffee and some
dessert trays. The set up took about two hours.

We used the formal white tablecloth with runner for the large table, white tablecloths (on loan from a parent)
for the 3 small tables. We used helium balloons and paper streamers in colors from the book to decorate the
tables. We tied the balloons to baskets, with bricks inside the baskets wrapped in tissue paper. We also had
handmade decorations on the table and the walls following the book theme.

We had the following paper goods and serving items:
! 300 dessert-sized paper plates
300 luncheon-sized napkins
300 small clear plastic cups
450 toothpicks
3 Silver Chaffing Dishes (borrowed)

Menu D Please note the quantity of food served and consumed. Did you have enough or too much? Was the
menu appropriate? How many servers did you need?

2 pounds decaf coffee, half-gallon half-n-half, sugar cubes
6 gallons Punch

Ice - 2 large bags (or 4 small ones)

Ice water (from the tap)

240 chicken taquitos

420 sweet & sour cocktail meatballs

200 homemade Chicken Skewers

18 dozen homemade deviled eggs

2 large platters of vegetables with dip

2 large trays of cheese, crackers, and grapes

200 Fruit Skewers

180 cupcakes, frosted in colors from the book

20 dozen "forgotten cookies"

5 pounds of M&M's and jelly beans. (Roughly 1/3 were used to add color to the cookie trays. The rest were
put out in bowls/baskets. All were consumed.)

We had the following leftovers:
! About 30 chicken skewers
About half of a vegetable tray
Some cheese and crackers (but the donations we asked for were augmented by left-overs from
the board of directors reception which happened immediately before the graduation, so perhaps
we had just the right amount)
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10 cupcakes

About 2 dozen cookies

Surprisingly, about half of the eggs were left over. We had heard that they were completely
consumed last year, so we requested the same amount. But clearly, this was way too many.
About 2/3rds of the carafe of coffee

The meatballs, taquitos, and fruit skewers were devoured. There was only a small amount of punch left over.

The menu was appropriate, and the reception lasted a good length of time (at least one hour), and people
seemed to enjoy lingering over the food.

We had about six servers (2 from each class) and Hermelinda's help.
Clean-up D Please indicate time required and volunteers needed:

The event didn't end until after 8P, but with Hermalinda's help we were able to leave by 8:40. We had about
12 volunteers (4 from each class). Everyone pitched in, and it seemed to go quickly.

We brought a pair of kitchen gloves to the event, which was very appreciated by the volunteers who washed
the dishes.

Communications Required in Advance of Event:

1) We had a planning meeting on May 9 for the room parents responsible for the reception (3“’, 4" and 5"
grades). Below are notes from the Planning Meeting.
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Notes from Planning Meeting
May 9, 2009

NOTE: All Chairs should read through detailed notes of last yearOs event in Room Parent Handbook, which
can be found on the school website under: Parents/Programs and Committees/Class Room
Parents/Handbook.

Date/Time of Event:  Thursday, June 4

Ceremony: 6 p.m.; Reception: approx. 7 p.m. (JBH)
Estimated Attendees: 225-250
Theme: Oh, The Places YouOll Go (Dr. Seuss)

Assigned Classes:* 3™ 4" and 5" grades (5" grade overall lead)

Set Up: 3" grade leading
Serving: 4" grade leading
Clean Up 5" grade leading

*Each lead class will organize their own committees for the service above.

Chairs for Event: Karen Catlin (5”‘)
Lauri Shanahan 55”‘)
Linda Aguirre (3")
Emilie Talbot (3")
Tamera Schmidt (4™)

Joy Ma (4™)
Committees:** 1. Planning (All chairs above)
2. Set Up (Chairs: Linda/Emilie)
3. Serve (Chairs: Joy/Tamera)
4. Clean Up (Chairs: Karen/Lauri)

**Chairs are responsible for ensuring committee members are identified asap. Members of each committee
have spanned all three grades in the past, though the specified grade takes the lead, including sending out
emails to committee members with time commitments, assigned tasks, schedule, etc.

Set Up (5-6 pm):

Set up room, tables, chairs; coordinate in advance with Hermalinda (Linda to discuss
HermalindaOs role/cost and logistics).

Plan and display decorations, centerpiece, tablecloths, etc.

Display non-perishable food; Have doilies on hand for display

Ensure plenty of trays, chafing dishes, etc. are available

Start coffee, fill water container, prepare punch

Receive food as it is delivered

Serving (6:45-8 pm):

Remove plastic from trays
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Assign volunteers to pour punch, refill trays, coffee service, etc.
Refill trays
Keep things tidy (remove used plates, napkins, skewers, etc)

Clean Up (8-9 pm)

Follow HermalindaOs lead

Dispose of food, trash, etc.

Clean/put away trays

Put away chairs/tables, etc.; restore room to prior condition

Menu/Class Assignments (Event Chairs are responsible for ensuring that their respective classes sign up
for all assigned items. Assigned Chairs Bby item below - are responsible for providing specifications, recipes,
etc. to ensure consistency):

Beverages:

Savory:

Vegetables:

Sweets:

Lemonade or punch in crystal punch bowl with floating ice ring (4th grade)
Two large bags of ice (4th grade)
Coffee service: Coffee, cream, sugar cubes, milk, stirrers

200 Chicken Skewers: 5" Grade

2 large trays Cheese and Crackers with grapes: 3" Grade
200 Deviled Eggs: 5" Grade

200 Meatballs: 4" Grade

Taquitos: 4" Grade

200 Fruit Skewers (melons/berries/pineapple/grapes): 4" Grade

2 Vegetable Platters: 3" Grade

240 Cookies (TBD: Em to send meringue recipe to Lauri): 3" Grade
240 Cupcakes: 5" Grade

o All white cake with white papers/frosting to be colored per theme. 40 each of yellow; hot
pink; purple; turquoise; orange; lime green

(End of notes from planning meeting)

2) We used a google spreadsheet to assign the tasks and items needed to each class. In addition to the main
page, we had tabs for a) the recipe for the meatballs, b) the recipe for the forgotten cookies, c) set up
responsibilities, d) serving responsibilities, and e) clean-up responsibilities.

About two weeks before the event, the room parents started asking for volunteers.

46 Room Parent Handbook 2009 - 2010



3) About 5 days before the event, the room parents reminded their classes about what they had signed up to
bring or do for the event.

4) About three weeks before the event, one room parent took responsibility for asking Hermalinda to work at
the reception. This parent also contacted the DSPA treasurer about two weeks ahead of time to have a check
made out to Hermalinda, which we gave to her the night of the reception.

Recommendations for Next Year:

WHAT WORKED:
Using a Google Spreadsheet to track the items needed from each class, the recipes we asked people to
follow, and the responsibilities for the service shifts (set-up, serving, and clean-up). If next yearOs planners
want to see this spreadsheet, please contact Karen Catlin.
Having each class lead one of the service shifts, but asking for volunteers from each class for each shift.
It was helpful to divide this work in this way.
Hiring Hermalinda to supervise serving and clean up. She took responsibility for warming things up during
the graduation itself, making coffee, orchestrating the clean up, and myriad other things that night.
The food on the serving tables looked beautiful. It looked coordinated (vs a hodgepodge) and delicious.

WHAT DIDN'T WORK:
Too many deviled eggs. They are time intensive to make, and we felt badly for the parents who
contributed all those uneaten eggs.
While it was good to have consistency, we received some comments back on how rigid the food
specifications were. (We asked people to follow our recipes for the meatballs, the cookies, and the food
color for the cupcakes.)
We had too many setup volunteers. The lead parents showed up at 4 pm to do the primary decorating
(blow up balloons, set tables and center pieces.) When the other moms came at 5 pm, it did not take too
much time to set out the food and a couple of momOs ended up not having to do much. We had 6 people,
in addition to the lead parents. 6 total (instead of 8) is probably enough.
Some parents were milling around at clean up and not doing anything to help. A lot of people were
waiting to be told what to do. Some parents were not signed up for clean up but were in the kitchen
socializing. We should have asked the non-helpers to leave to simplify traffic control.
We could have used more chaffing dishes.
We asked a lot of our parents for this reception. Any chance we could have more DSPA funds to cover
decorations and to purchase certain items that can be prepared easily in the church kitchen? E.g.,
taquitos, other pre-made savory appetizers, etc.

ADDITIONAL COMMENTS:
We observed that the 8th grade families barely attended and that the event was mostly enjoyed by the
rest of the school community.
We did not count the number of people who attended, but it seemed less than the 225-250 estimated.
The reception started about 7:30 (not 7:00 as estimated). The graduation ceremony lasted until about
7:15 and then the teachers handed out certificates in their classrooms.

Name, Date and Time of Event: 8th grade graduatidEOO8

Budget for Event: $250
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Actual Cost of Event: $250

Approximate number of Guests: estimate of 225-250 !

Set-up — Please indicate time required and volunteers needed. Did you need tables and chairs?
Please describe decorations, linens, flowers, etc....

We set up the morning of the event. The ECD graduation reception was in the courtyard, so we were able to
set up early in JBH. We used the main table in the center of the room, with 3 small tables (punch and
additional serving tables), and then the table closest to the kitchen for water and coffee. The set up took a
few hours. Our theme was "graduation paradise", which was tropical in nature. We used backyard
donations of fruit and bird of paradise. We used the nice white table cloth with runner for the large table, and
then the standard dark blue table cloths for the rest of the tables.

Menu - Please note the quantity of food served and consumed. Did you have enough or too
much? Was the menu appropriate? How many servers did you need?
Beverages:

Punch in crystal punch bowl with floating ice ring (4" Grade)

2 bags of ice (4™ Grade)

Pitchers of Ice Water (5™ Grade)

Coffee Service...Coffee/Cream/Sugar Cubes/Milk (5™ Grade)

Savory

150-200 Chicken Skewers (3" Grade)

Cheese and Crackers (3™ Grade)

200 Deviled Eggs (4" Grade)

200 Meatballs (4™ Grade)

Taquitos (as requested by 8™ grade) (5™ Grade)

Fruit

Melon Slices...honey dew and cantaloupe (3™ Grade)

200 Fruit skewers of pineapple, green grapes, and strawberries (5" Grade)
Vegetable

Large vegetable platter to include carrot sticks, celery sticks, and cherry tomatoes (5™ Grade)
Sweets

150 Macaroons (variety) (5™ Grade)

150 Lemon Bars (3™ Grade)

150 Lime Bars (4™ Grade)
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We had one plate of chicken skewers (~25), and a small amount of meatballs(<20) leftover. The eggs and
taquitos were devoured. There were a few fruit skewers (<20), but a LOT of melon leftover (2 full platters). A
third of the macaroons were left untouched, but only a few (<20) of the lemon and lime bars remained. Only
25% of the vegetable platter was eaten. We had a lot of cheese and crackers leftover (@ least 4
plates/platters full), but we found out later that we inadvertently used some of the cheese and cracker left
behind after the ECD graduation reception earlier in the day. We also used (and then had leftovers
remaining) from the board reception just prior to graduation. | believe we had enough punch (3-4 gallons?).

In short, did we have enough food? Yes, but maybe a little heavy on the cheese/crackers and melon. Our
grades were extra generous, and | think the food donations were over abundant. We were told, during the
planning stages, that due to dwindling attendance of the lower school these past few years, that the event will
be promoted more as an "advancement" of all the grades, and therefore, we could expect more
attendees. Also, in previous years, the 8th graders and their families would have a party immediately following
the reception. The party had been rescheduled to the following night, so we were told to expect the 8th
graders and their families to stay around a little longer for the reception.

The menu was appropriate. We were trying to move away from too many sweets, and bulk up on the
savory, and it appears this direction was well received. The graduation begins at 6P, so many of the
attendees would not have eaten dinner before. The biggest concern was the skewers: would children use
them as swords? Thankfully, we did not have any problems.

We had about six servers and Hermelinda's help.

Clean-up - Please indicate time required and volunteers needed:

The event didn't end until after 8P, but with Hermelinda's help we were able to leave shortly after 9. We had
about 9 official members of the clean-up committee (see Committee Members below). Everyone pitched in,
and it seemed to go quickly.

Communications Required in Advance of Event:

I"#1$%&' ()1 +'1(,--,.&#/10,112#&03*& #4!.'%' 1 4'#*5 |
167811913&-!*,1:*+1/%3;'1*'30+'%!6<%4="!>,4"**&8!34?&#/! (,Y0@B2*B'%' &4!3!0,AC!, (I*+'!
'13&-5

The fifth grade is the lead class for the graduation reception, and I am one of the room parents. We are just getting our thoughts together, and
we were wondering if you could provide some direction in terms of a theme. Does the 8" grade class have a chosen motto? I guess I am trying
to get a feel for the 8" grade class. We want to make the reception special for them, and with this in mind, we want to personalize it for them.
Any thoughts or ideas would be most appreciated. We are truly open to suggestions...do they have a particular favorite food? Favorite colors?
Flowers? Mascot?!

1(2) Email to the main planning committee.!

ID" 11*1(,%"*+"1(&%4*1*& 1" #IEAW&-IFG)*+'I'H'#*1* | 21A-30'L#12#'1 32 D" 1"*13/3&#!. &*+&#!
* L2410 (FHTHEA* 10, #(&%1A-3#4= |

IB'%'13%'1*+'1#,*'41(%, 11*+'1 (&%4*!11"*&#/5 |

IK3*'1,(*+'19H'#*5 I

Thursday, June 5

Time:
Following Graduation Ceremony

Location:
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JBH

Assigned Classes:

Fifth Grade (lead)

Fourth Grade

Third Grade

Predicted Number of Attendees:
200

Theme:

Graduation Paradise

Decorations:

Per the 8" graders request, the colors we will use include bright pink, orange, green, and yellow. We are aiming for elegant with a fun flair,
bright colors with a leaning towards tropical. We are considering luau music. In an effort to defray cost, we are asking for the following
fruit/floral donations from each of the assigned classes:

Bird of Paradise: 20-30 (possibly more if available)
Lemons: 2-5 dozen
Limes: 1 dozen
Oranges: TBD
Room Layout:
Three main tables will be used:
-Large rectangle table will be used for the main fruit/floral display as well as food
-A round table near the stage for punch and water
-A rectangle table for coffee at the back of JBH

In addition, small round tables and chairs will be set out in the fireplace room for those guests who wish to sit down during the reception. I
checked to see if we had white table cloths, and we do not. The standard blue table cloths will be used.

Menu/Class Assignments:

(please see menu above)

In regards to plating and platters, we would prefer “nice”...something white, glass, or silver.
Service Requirements (Set  -Up, Serving, and Clean -Up):

Set-Up: 5" Grade leading (3 parents from each grade (3, 4™, and 5™ to help).

Serving : 5" Grade leading (2 parents from each grade (3", 4™, and 5 to help)
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Clean-Up: Leading TBD (4 parents from each grade (3", 4™, and 5™) to help)

(3) \Various Emails for food and floral supplies were sent out by the planning committee to their classes.

(4) Email of Meeting notes from the last planning committee meeting:

All food donations should be brought no later than 5:00P on Thursday, June 5 to JBH. I will post a sign on the refrigerator specifying 8" grade
graduation food donations. In addition, all food should be labeled to eliminate any confusion given the number of celebrations happening at the
school (especially for those choosing to bring their food donation earlier in the day).

Each grade was assigned as “leader” for set up, serving, and cleanup committees. The assignments are as follows: !
Set Up: Fifth Grade (Mandy) !

Serving: Third Grade (Angela) !

Clean Up: Fourth Grade (Jacque) !

The volunteers for each committee will come from all 3 grades. The names of the volunteers were given to each leader. Each leader will
communicate with their committees prior to the event to set expectations in terms of time and duties. !

We discussed the tasks and time frame for each committee: !
SetUp (5 -6P) !
Display nonperishable food !
Have doilies on hand for displaying food !
Start coffee !
Fill water pitchers !
Receive food as it is delivered !
Serving (6:45 -8:00P) !
Remove plastic from trays !
Assign volunteers to pour punch !
Refill trays with food !
Watch out for skewers and flames !
Generally keep things tidy (remove dirty plates, etc.) !
*It may be a good idea to assign volunteers to certain areas, for example, the punch table, coffee table, and the main table !
Clean Up (8:00 -9:00P) !
Put away trays !
Dispose of food !

Follow Hermalinda’s lead !
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In terms of the schedule, there was a question about the actual time the reception will start given the tradition of distributing certificates in the
classroom. I will contact Gerry for the definitive answer. !

We discussed the platter situation. We will use as much as we can from the kitchen, but we may need to use a few from home. Jacque and

Cherie will be providing chafing dishes. We will use Edie’s platters for the skewers. In addition, we will continue to ask for food donations to be
brought on clear, glass, or white platters that have been labeled with the owner’s names. !
Chair(s) of this event: !

The event was sponsored by the 3rd, 4th, and 5th grades with 5th grade taking the lead. The
planning committee included: Edie Markey (5th), Mandy Marconi (5th), Cherie Hammer (4th), Jacque Bigelow
(4th), and Angela Rohde(3rd).

Committee Members: We had 4 committees: planning (the chairs mentioned above), set-up (5th grade-
lead), serving (3rd grade-lead), and clean-up (4th grade-lead). It seemed to work well to divide the tasks
amongst the committees. The members of each committee spanned all three grades, but the specified grade
took lead. The "lead" sent out an email to their committee with the time commitment and tasks involved. We
asked for the following:!

Set-Up: 5" Grade leading (3 parents from each grade (3, 4™, and 5") to help).
Serving : 3rd Grade leading (2 parents from each grade (3“’, 4" and 5”‘) to help) !

Clean-Up: 4th Grade Leading TBD (4 parents from each grade (3“’, 4" and 5”‘) to help) !
Recommendations for Next Year:

We used Joy Ma's feedback form from last year, which was a tremendous help. | would recommend using it
for next year, too! All of her suggestions were helpful, so | will not repeat them again here.

WHAT WORKED:

-Asking the 8th graders for their input
It was nice to have direction from the eighth graders. We were able to take their suggestions and create a
them around them. They also had a special request for taquitos, which were a HUGE hit.

-Meeting early
I would recommend the planning process begin prior to the Easter break.

-Breaking the service component (set-up, serving, and clean-up) into 3 smaller committees.
It was nice to have fresh "reinforcements" for the various tasks.

-Asking for floral donations

WHAT DIDN'T WORK:

-Tables in the fireplace room.
We had 6 small tables set up in the fireplace room. We thought it would work well considering the crowds
inside JBH. A miscalculation, no one sat at the tables.

-Confusion over Hermalinda's pay.

We had a budget of $250, and it was spent entirely on Hermalinda. All of the food, supplies, and decorations
were donated by the 3rd, 4th, and 5th grades. | first approached Mrs. Hundley in the very beginning of the
planning process, who said | should speak to Hermalinda directly. When | approached Hermalinda, she said
it would cost $300. | explained my budget was only $250, and she said that was acceptable. She was
originally going to have a helper, but the helper was not able to make it at the last minute. | later noticed that
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her fee was $150 last year. Hermelinda is a hard worker, and her help was invaluable. | think it would be
helpful, though, if we had some standard for paying her for these kinds of events.
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Feedback Form
Name: Joy Ma
Name, Date and Time of Event: Graduation Reception, June 7, 2007
Budget for Event: $200
Actual Cost of Event: $202.56 + cost of flowers
Number of Guests: 250 approximately

Set-up — A day before the event Rose and Suzanne purchased the flowers and began

creating the florals. Set-up occurred through the day of the reception. Hermelinda had

placed tables and chairs out for us by late morning. She was aware of the event and was

proactive. Recommend a check-in with her the week leading to the event. Gaby had spoken to Hermelinda
before the event to solicit her help and clarify her responsibilities.

Rose and Suzanne brought their flower arrangements as their schedule permitted. By 3:30

p.m. the room was ready with tablecloths, cupcake arrangements and other sweets as these didn’t need to be
refrigerated. Rose and | came at 5 p.m. to place plastic ware and add other sweets that had arrived.
Hermelinda helped with lemonade and drinks.

Comments: | would recommend that room parents in charge of set-up solicit a couple of
parents to help before dismissal or mutually agreed on time. Rose was exceptional so she
didn’t need help. That may not be the case other years because of schedule conflicts.
Also graduation day has many impromptu children’s events that require a lot of
coordinating for parents. Please remind food donors to mark food “Evening Graduation
Reception” Flowers were reused for the faculty luncheon the day after. Rose provided
containers for the cupcake tower and cupcake flowers so we didn’t spend much on
decorations except for the flowers

Menu — We went big on the sweets as a last hurrah for the end of school. The theme was

cupcakes with a Spring touch. 3rd and 4th grade parents donated a total of 204+ cupcakes

with pastel frostings and brownies and cookies. 5th grade parents donated a total of 5

cut fruit bowls and fruit platters. We also had leftover watermelon from Wednesday’s

all-school pizza lunch. Lemonade was already in cups before the 8th graders came in.

Gaby and Hermelinda had served them up. We also had a lot of small waters and Capri Sun from the
Wednesday pizza lunch. Phoebe had communicated this to me and we were able to serve individual drinks.

Comments: | would recommend 2-3 servers for next year. This year it was very organic and full of energy so
everyone helped out. | also think the food was right-sized for the

event, so when the Reception started the big table and the 3 small tables had an

abundance of food and nothing was left in the kitchen to bring in. So if there is more

food, please arrange to have servers. Definitely buy 3-4 gallons of lemonade or punch

and ice next year. We didn’t buy ice and enough lemonade so the lemonade was over in the first 15 minutes. |
went around moving a few plates to areas where there were none. |

didn’t see anyone else serving during that time. Hermelinda removed plates as they were

empty. There might have been too much sugar but we thought it was appropriate: save the sweetest for last.

Clean-up — We solicited Hermelinda early on and offered $150 for clean up services. We

had checked the rate with Marilyn Hundley. Hermelinda does much more than just clean up. She was there
at 5 p.m. when | came in and we plated fruit and put out drinks. Later

during the ceremony she and Gaby put out the fruit. | asked 5 parents to stay for a half

hour so most of the heavy lifting was done before Hermelinda finished up. Gaby

supervised the clean up. We were on our way home by 8:30 p.m.

Comments: Recruit parents to help for the first part of clean up.
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Communications Required in Advance of Event: - called a meeting before Spring Break. At the time we
decided on the theme and determined the food accordingly. We wanted a fresh Spring theme, so colors
suggested to food donors were pastel. Last year’s organizers suggested forgoing the cake and we agreed on
doing cupcakes which are fun and the thing this year for parties. For a healthier offering we chose fruit.

3rd grade got service and food: cookies, brownies, and paper goods

4th grade was assigned set-up. Rose was elected as the main decorator. The class also

would provide cupcakes to complement the Spring/cupcake theme

5th grade got drinks, fruit and clean up

-1 followed-up with an email on what we agreed to do after Spring Break. Room parents
added what | had missed.

-2 weeks before the Reception | checked in again to see if any additional help was
needed.

-1 week before the Reception | asked for fruit donations from my class.

-2 days before the event | emailed set-up team to see if they needed help.

Comments: Meeting as soon as before Spring Break is not necessary but | do think the

sooner the planning kicks off the better everyone is prepared in terms of what needs to

be done and how to get going. | would say the planning was the easiest part. All the

room parents had creative ideas that we could accommodate. Rose was assigned as the main decorator and
we stuck to that decision which served us well.

Chair(s) of this event: 5th Grade room parents: Joy Ma and Gabriela Rojas/Lead class
Committee Members: 4th Grade: Frances Larose, Rose Welch
3rd Grade: Suzanne Jancsek, Michelle Blake

Recommendations for Next Year

End of year is a very busy time for everyone. This year the event came together easily

because the room parents wanted to do a special last event of the year. The theme of

fresh beginnings and celebration was implemented in everything we did. It was simple but effective. For next
year, | put my comments under the sections above and will add that the event needs to be enjoyable and just
a little effort on the part of the organizers.
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Feedback Form: Graduation Reception 2005

Name: Dianna Herrmann and Barb Toy Date: June 9, 2005

Chair(s) of this event : no official chairs - the 6 room parents from 3rd, 4th and 5th grades did this together
Committee Members : 3%, 4" and 5" Grade parents

Budget for Event : Actual Cost of Event:

Number of Guests : about 2007?

Set-up: Please see room parent handbook - we followed the suggested format verbatim and it worked great
... additionally, we shared flowers between the 7/8th grade breakfast on Wednesday, the ECD graduation on
Thursday morning and the teacher luncheon on Friday - this worked great and saved money as well for

everyone.

Menu: The food quantity was about right - we asked for 2 dozen cookies from 18 families, plus added some
fruits - that was great.

We had 2 smaller sheet cakes - no one eats them - one would be fine or you could consider no cake at all -
they are messy and not well received (although the cake was very good).

Clean up : We recruited about 6 parents from 5th grade and the cleanup went very quickly with Hermalinda's
help - we were out by 9pm.

Communications Required in Advance of Event  : We had a quick meeting with the room parents about 3
weeks ahead of the event.

Recommendations for Next Year:  The event was just fine — | learned that by Graduation, everyone just
wants to be finished with school, parties, etc. Keeping things simple is the key - no one really cares about
how perfect the flowers are, or what kind of

cookies are available - our school community just enjoys one more chance to get together and say goodbye
for the summer.
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Feedback Form: Graduation Reception 2004

Name: Michele Blake Date: June 24, 2004
Name, Date and Time of Event:Graduation Reception
Budget for Event: $450 total budget for 2004

Actual Cost of Event:
$200 for clearup and lockup services
$100 drinks
$100 cakes
$90 flower arrangement
$80  paper goods, plastic utensils
$570 Total actual spent for 2004

Recommended budget for 2005:
$175 for cleanup and lockup services
$80 drinks
$50 cakes(s)
$70 flower arrangement
$75 paper goods, plastic utensils
$450 Total proposed budget for 2004
See comments below regarding recommendations for lowering expenses in 2005

Number of Guests:
Majority of families of lower and uppeschool, faculty and staff estimate from 2004 approximately 300.

Setup:

Responsibility for the event is assigned as follows:

3rd grade: setup and purchase of flowers

4th grade: serving at event and purchase of drinks and paper goods/utensils
5th grade: cleanup and purchase of cake(s)

In addition, each of these grades is responsible for having parents bring cookies to serve at the reception.

Details of setup:

JBH needs to be sep with the large table in the center, two rounds at oppasiteecs (one near the stage by the door

to the yard, and one at the other end of the room near the exit door to the courtyard), and a rectangular table by the
kitchen. The two rounds are used for pouring juice/lemonade from punch bowls. The rectabtputsr ttae kitchen is

used for bottled water. The tables need to be covered with blue tablecloths, as available from the school kitchen. Four:
six garbage cans are needed, to be placed around the room. -TiheCéetir (Grade 3 Room Rep) needs to domte

the setup of the tables in this layout; this can be done in the afternoon, after the morning ECD graduation reception.

Details of serving:

The serving Chair, (Grade 4 Room Rep), needs to arrange for 4 to 6 parents from the 4th grade clasbatwlie o

serve at this event. This entails being in JBH as soon as the chapel graduation service is over, to pour drinks, cut and
serve cake, replenish cookie platters and punch, etc.

Menu:

Details for cookies to be provided by host families:

The host tasses (3rd, 4th and 5th grade) are responsible for having families in those grades provide cookies for the
reception, to be delivered to the kitchen in the afternoon or before the evening chapel graduation service. A good
estimate is 15 to 16 familiesoim each of these grades bringing one dozen cookies.
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Details of items to be purchased:

3rd grade; one floral arrangement for the big table.

4th grade; paper goods, including 300 napkins and paper cups, 100 cake plates and plastic forks. In add@®af 3

small waters, and 18 gallons of lemonade or punch (just choose one drink).

5th grade; one full sheet cake or two kedibet cakes. They can be from a grocery store bakery and should be decorated
to congratulate the graduating class.

Clean up:

The clearup Chair, (Grade 5 Room Rep), needs to coordinate and arrangaiplaad lockup services. Also, this
Chair needs to arrange for 4 to 6 parents from the 5th grade to stay after the eveniup.clBaa scope of clearp is

to clear all table and help in the kitchen to paak any leftover cookies/cake, and wash and dry platters used for the
event. In 2004, this function was well staffed with volunteers, so the-afe&ook only one half hour to complete.

Communications Required in Advanceof Event:

Chair(s) of this event: This reception is hosted by the 3rd, 4th, and 5th grades. The Room Reps for those grades act as
Chairs of the event.
Recommendations for Next Year:
O Purchasenly one full sheet cake or two half sheet cakes (one vanilla, one chocolate). There was far too much
cake in 2004; this resulted in significant waste. This also helps reduce the budget for cake from $100 to $50.
o Ifthere are flowers being purchased fioe ECD graduation (earlier the same day), then we might be able to
save this budget item.
O Forthe 2004 reception, there were too many cookies and too many cake plates and forks, therefore the
recommendations for cookies and plate/forks counts abovetdélesre in to account lower numbers for 2005.
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How to Use Google Spreadsheets
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