Social CHAIR
This person is responsible for: 
1. Scheduling field trips for the entire school.

2. Sending thank you notes to the establishments visited.
3. Orgainzing Pictures for the school

4. Capri Sun- collections and refund if being done
5. Charity work PCN determines to do

Field Trip information

· In the last week of May or the first week of June, ask the teachers to fill out a Field Trip Request Form.  Some trips will be the same for all five classes and some classes will not be going on certain trips.  

· In August, you need to get the dates the teachers want scheduled.  The teachers will have already indicted which field trips they want to the previous chairperson so costs could be determined.  

· Before school starts in September,.  Discuss all field trips with the representatives of each class in writing and verbally.  Give details of cost per person, whether siblings can attend, times, dates and directions.  Also give them information about when final counts are due and how and when the trips need to be paid for.    An information sheet for each class’s field trips from this year is available in the job file.
-Remind representatives to discuss field trips at the orientation meetings in September.  
-Let reps. know that they can schedule their own field trips during class or as extracurricular activities.  
- Remind all reps to write a thank-you note for their class and provide student name tags for each trip.
· Some locations require a minium number or amount.  Please make sure to find out this information and take it into consideration when determining the cost per child/adult.  

· Not all trips outside school require a field trip permission designation/consent form.  Post a sign up sheet and the parent permission designation/consent form on the bulletin board for each trip.


· For any field trips requiring a deposit, you need to fill out a ‘payment request’ form (found in the file cabinet in the peach room closet or from the Treasurer).  Submit it to the Treasurer at least three weeks before the deposit is due.  This year, we were able to request deposits from the Treasurer or bookkeeper via e-mail.  This worked well, especially since some deposits are sent in the summer when school is not in session.

· Each class will collect the money for the field trip and pay once arrived for the field trip.  Most locations will except cash.  If not then collect all of the money and then request one check from the President or Treasurer to be made for payment. 


· PCN does not sponsor carpooling for trips.  Arrangements are the responsibility of the parents.


· In March, revise Job Description and annual report and submit to the Vice President.


· In June, turn the Field Trip Chair folder in to the new Vice President.
Organizing School Pictures

· Determine Company to take school pictures

· Current as of 2010- Kaiser Photography

· Will send out contract for date and pricing of picture packets

· Reserve Geneva Church’s Loby for the date

· Send Class lists to Photographer 2 weeks prior

· Distribute all order forms to all classes-  Determine class times to have pictures taken

· Meet Photographer at the Church

· Make sure either yourself or a PCN member is available to the Photographer for the entire session

· Schedule make-up day as necessary

· Distribute pictures to the Teachers when arrive at the school

Charity-  As determined by the members of PCN

· 2009 and 2010-  St. Jude’s Trik-a-thon.  This is usually scheduled during bike week.  

Capri Sun- Information to follow

Reports to:  


teachers and Co- Presidents
Where job is done:

mainly at home, calling and arranging

When job is done:

all year

Misc. tips for the job:

organization
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ANNUAL REPORT 
Arrange for a meeting with the teachers to discuss the field trip request forms.  Leave the meeting with a completed form.  Refer to the request forms filled out earlier to get an amount to charge for each class’s field trips and get more specific dates where needed.  It is a good idea to get this at the end of May, first of June as many of the organizations are in great demand. 

The teachers should give you two dates to select or a general time period.  Use this in conjunction with the school calendar for scheduling.  Mrs. Lloyd has already told me to base next year’s dates on this year’s – keep it the same as much as possible.

Times:  This depends on the field trip.  Start times vary from field trip to field trip.  Once field trips are set it would be a good idea to put a master field trip chart for the school on a bulletin board at the school and on the website with each class’s DATES and START TIMES on it.  Field trip reps should be reminded to make packets of dates, times, maps and other information for each member of their class.  An example from Jessica Bently is included in the folder.

When asked for the number of people attending you can count on at least 21 students and one parent for every student which equals about 42 people.  Be sure to tell the organizations that we are not in school yet, and you will be better able to tell them the exact number of people closer to the field trip date.  They usually just need an approximate idea.  Look at all information for each field trip.  It will include dates to have deposits and final counts in, when deposits are due, and prices.  When each field trip is reserved, double check all of this information as these things may change from year to year.

The school usually pays for the students to go to the Real Life Farm, the Marquis Theater once, Pippin’s Puppets, and the Apple Orchard.  

This year, we added up the total for field trips to get a parent/child field trip cost that everyone had to pay.  It was added into the tuition payments.  Then, as each field trip came, the chair would obtain blank signed checks made out to field trip place for each class.  The field trip chair must obtain checks from the President and/or Treasurer to fill out for each class rep.  The field trip rep. for the class would fill in the check amount at the field trip and then submit a check form reporting the amount of the check to the Treasurer/bookkeeper.  The field trip class rep will pay for field trips with a check from school, but any extra siblings/adults must be paid for with cash collected separately.  We suggest they collect cash at the field trip on the day of the field trip.  This will work for most field trips except for Real Life Farm and Marquis Theater which must have counts turned in early.  THERE ARE NO REFUNDS FOR MISSED FIELD TRIPS!  Some field trips required deposits which the field trip chair would request via e-mail to the Treasurer/bookkeeper.  This year, the field trip chair called in the counts and confirmations for each class, but it was suggested that once the field trips are scheduled, that the field trip reps for each class be in charge of that.  
All prices are as of last year

TRIPS THAT NEED TO BE BOOKED WELL IN ADVANCE (June/July/August):
.

Goodyear Tire:  (734) 454-0440 - ask for Mike McSween
5757 N. Sheldon Road
Canton
Price:  Free
This trip occurs during school hours since it is next door to the school.

Snack is needed for this day.

Leslie Science Center:  (734) 997-1553 (you can schedule both the fall and spring trips)  
1831 Traver Road
Ann Arbor
No deposit needed

Price:  $5.00 per student and any participating sibling (No fee for parents or teacher.)

Dress appropriately for the weather as you will be going outside.  Pay at the time of the trip with the school check for students (cash for extra siblings).  Confirm one week ahead of visit.  The number of guides will be determined by the number of students and siblings attending.  Be sure to tell them that you will be having a snack so they can allow extra time.

Plymouth Orchard:  Call in June.  (734) 455-2290 – ask for Donna  

10685 Warren Road
Plymouth 48170
Price: $4.50 per person
The school covers the student fee and the $2.00 pumpkin fee for each student.  One parent was paid for in the field trip costs.  Anyone additional people or pumpkins should be paid for separately in cash.  Final counts should be given 2-3 weeks in advance.

Marquis Theater: (248) 349-8110 – ask for Sharon 

135 E. Main Street
Northville
A $25.00 deposit per class is due one week after you make the date arrangements.  This deposit can be sent in as one check from the school if you note on the check what dates and times it is for (you can also have Treasurer/bookkeeper send it)

Price:  $7.00 per person (No siblings under the age of 3.)
The school will pay for the students to attend one time.  The MWF class goes two times a year. One parent ticket has been included in the field trip tuition fee.  Tickets must be purchased at least one week ahead of time.  Additional tickets must be paid for in cash.  The field trip chair can go purchase all of the tickets once counts are in or it can be left to each field trip class rep to be responsible.  Once people have been given their tickets, they can usually attend another show if they can’t make it to the scheduled one as long as the theater has seat availability.  Show times are usually at 10:00 and 1:00.

Scrap Box: (734) 994-0012 – ask for Jan 
581 State Circle
Ann Arbor
Price: $6.00 per child

Confirm 2 weeks ahead of time.  At this time, you can give a preference for what projects you want to do (you can ask the teachers or field trip class rep can handle this if they end up calling in with counts).  Field trip rep pays for students with a school check and all extra kids will be paid for with collected cash.  Parents are free.

U of M Exhibit Museum of Natural History: (734) 764-0478 – ask for Linda 
1109 Geddes Ave
Ann Arbor
A $25.00 deposit per class is needed to confirm this trip.  (You will have to send it in before school starts or shortly after dates are made.) 
Price:  $5.00 per person including siblings and parents.  

Bumper Bowling:  (734) 459-6070 

Superbowl Lanes
Ford Road, Canton
Price:  $2.00 per child per game, including shoes
TRIPS THAT MUST BE BOOKED SEPTEMBER 2ND AND NO LATER:

Health Exploration Station:  (734) 398-7518 
1600 South Canton Center Road, Suite 10
Canton, MI (this can also be done online)
Price:  $4.00
1 adult per every 5 students is free and then the charge is $4.00 per adult as well.
TRIPS THAT NEED TO BE BOOKED THE Monday after Labor Day:

Real Life Farm (734) 495-0822 

Street Address:  48700 Geddes Road   Mailing Address: PO Box 87512
Canton MI 48187
*** It is important not to wait with this one.  I called in the afternoon that day and had to change three of our dates!
A $20.00 deposit per date is needed (be sure the Treasurer puts the date of the trips on the check) Price:  $8.25 per person

The school pays for the student.  One parent has been paid for in the field trip fee.  The field trip rep. must collect cash for any additional people who want to attend.  Reps must put their sign up sheets up by the beginning of January because the final counts for this trip are due by February 25th.
Michigan Academy of Gymnastics (734) 721-4001 
5870 N. Hix Road
Westland
Price:  $4.00 per person.  A waiver form is needed.

TRIPS THAT NEED TO BE BOOKED AFTER THE FIRST OF THE YEAR:

School Bus Ride (734) 416-8160 – ask for Norman.  Call March 1st.
Tell them you wish to schedule a visit with a bus driver for a ‘kindergarten round up’.  Make sure to get permission slips from parents for the bus ride.

Police Officer Visit Call Canton Police department  
Explain that you want him, or someone available, to come talk to the Preschool.  Call after January to schedule.

Fire Station (734) 398-5262
Explain that you want the Preschool classes to come visit the station.  Remind field trip reps to arrange some sort of thank you from the class (card/donuts/cookies etc….)

Dentist Visit   

Many dentists would do this.  
Bike Week 459-0013

Call the church to let them know when we are going to use the parking lot on the south side of the building.

Pavilion rental for end of the year picnics (734) 394-5311 – ask for Mary Kahanec
This needs to be scheduled on February 1st and no later.  You need to call Feb. 1st to find out the exact date they will begin taking reservations.  A $30.00 charge per date is required – the school has paid for this in the past.

A few key points:

SIBLINGS CAN COME TO MOST FIELD TRIPS!  The only one they cannot is the Marquis Theater if they are under 3.  
It would be a good idea to put a master field trip calendar and/or chart up at the school with dates for each class and TIMES.
Field Trips done I the Past

Pippen’s Puppets:  (734) 427-7404 – ask for Robert Papineau –Have not used this the last 2 years
15031 Lyons
Livonia MI  48154
Price:  $900.00 is payable at the time of the last performance (The teacher or field trip rep of the class of his last performance can be given the check to pay him at the end.)
He does 5 performances in three days.  His price has gone up, so the Board may want to determine if the school still wants to pay for this.  
Mary Denning’s Cake Shoppe:  call the first week of June (734) 261-3680

8036 N. Wayne Road

Westland 48185
$20.00 deposit per class is covered by the school
Price:  $7.00 per student

They have only booked field trips on Tuesday, Wednesday and Thursday in the past.  They only want 1 teacher and 2 parents to stay due to space limitations.  You can suggest that they go with extra siblings to the Westland Mall or Wendy’s next door for about 45 min. – 1hr.  No snack is needed for this day.  The reps will pay for this trip with the school check at the time of the trip
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