SCHOOL SET-UP COMMITTEE CHAIRPERSON

It is the Teacher Organization Committee’s job to help the teachers set-up and take down nursery school equipment, such as toys, and seasonal and holiday decorations and supplies.  Examples include but not limited to:

· Setting up the school at the beginning of the school year. 

· Setting up the play house stored in the Blue room in January and taking it down in March.  The play house is used as a pretend grocery store, hospital, post office, and restaurant.
· Setting up for different seasons, holidays, and themes throughout the year.
· Closing the school for summer vacation.
This job is different from Teacher Assistants in that the duties performed benefit all the children in the school, not just the individual class.  
Responsible for emptying, sorting and placing in storage any items donated to the school and placed in the“Sort & Save” trash can underneath the telephone at the school.  The “Sort & Save” list is handed out by teachers at the beginning of the school year.  The donated items are stored in the attic.  A clipboard that shows where donated items are stored is located at the top of the attic stairs.  Check the items in the trash can every two weeks
NOTE: Committee members need to be able to lift toys and equipment into the attic and climb up and down the attic stairs.  

PLEASE keep the attic neat and organized so it will be easier to locate the things you need to decorate the school.
In addition to the above duties, the Chairperson calls the other committee members to remind them of upcoming meetings and may assign other tasks to anyone who is unable to attend on a scheduled day.  Also, on the Teacher Organization days, the Chairperson will talk with the Liaison Teacher (Mrs. Lloyd) upon arrival to find out what tasks need to be completed that day.
Reports to:  


Your class Teacher or Teacher Liaison.
When is job done:  
Meeting days take place when classes are not in session. 
Where is the job done:     At the school.
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