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The Adopt A Class Annual School Year Schedule encourages regular interaction between the business/community partner, students and school staff throughout the school year. Scheduled activities include events that encourage student development of reading, writing, math and social skills as well as building the culture of philanthropy and teamwork for the business and community adopters.

Activities are coordinated by the following:
 
Adopt A Class Team Leader: Individual from Business/Community that has volunteered to solicit and secure Business and/or Community Groups to adopt classes at the participating school.

School Adopt A Class Coordinator: Onsite Resource Coordinator to be assigned to coordinate activities among the Team Leader, Business/Community Adopt A Class Coordinators, their employees and Teachers. If school does not have an onsite Resource Coordinator, Principal and Adopt SA Class personnel will determine alternate.

Business/Community Adopt A Class Coordinator: Individual from Business or Community Group that has volunteered to coordinate activities at their business or community group.

Ongoing

Adopt A Class Team Leader to provide School Adopt A Class Coordinator regular updates as Business and Community Groups make commitments to Adopt A Class. 
(Use AAC School Master Information Spreadsheet to gather and transmit all data)


School Adopt A Class Coordinator to confirm monthly to Adopt A Class Team Leader that all necessary Teacher follow up is being completed on a timely basis.

School Adopt A Class Coordinator and Adopt A Class Team Leader work together to ensure all participants in the program receive the communication necessary for their successful participation in the Adopt A Class program.
				

(Ongoing continued) 

New Adopter On Boarding

When each new Adopter commitment is made Adopt A Class notifies the School Adopt A Class Coordinator, the Adopt A Class Team Leader and the School Principal. All parties are to call the new Adopter within 24 hours and welcome them on board.

Then the School Adopt A Class Coordinator gets several dates from the teacher and contacts the new Adopter to schedule a convenient time to meet Business/Community Adopt A Class Coordinator to introduce them to their Teacher. 

	Note: During the school year, this should occur within 48 hours. If an Adopter is 	signed up during the summer recess, the meeting should be scheduled by the end 	of the second week of the new school year.

The purpose of this meeting is for all parties to get to know each other, to discuss particulars concerning the “School Year Schedule” and to plan out the first half of the school year


Continuing

August/ Start of School
School Adopt A Class Coordinator contacts Business/Community Adopt A Class Coordinator to welcome Adopter back and to extend an invitation for the Meet and Greet Kickoff Meeting. At this meeting Adopters and Teachers will discuss and agree upon mutual objectives for the students and develop dates and times for class visits and activities.

At a staff meeting the School Principal introduces the Adopt A Class Program, the School Adopt A Class Coordinator and the Adopt A Class Team Leader to entire staff.
School Adopt A Class Coordinator discusses mechanics of program and provides individual Teachers with necessary Business/Community Adopt A Class Coordinator contact information. 

First Week of September
Teachers to make contact with their Business/Community Adopt A Class Coordinator within 72 hours of receipt of information to introduce themselves, thank the Adopt A Class partner for their involvement and schedule a time for the partner Team to visit the school to meet the students and pick up the students introductory letters. 

(Adopter Hint: Even though we encourage a one on one match up for major events, a reduced Team works well for these visits.) 	




Third week of September 
Adopters meet their classes and receive introductory letter from the students.  As these letters are a reflection on the school, Teachers are encouraged to treat them as a work assignment. 

At this time Teacher is to provide the Business/Community Adopt A Class Coordinator with a typed listing of each students name, gender and race. (Excel spreadsheet preferable).  School Adopt A Class Coordinator will ensure this listing is updated by each Teacher on a quarterly basis.

Last week of September
School Adopt A Class Coordinator to confirm with Adopt A Class Team Leader that all Adopters and classes have met.

Teacher and Business/Community Adopt A Class Coordinator finalize particulars of Christmas Party Event to include date of party and amount to be spent on each student. Adopt A Class guidelines specify an amount of $20 to $35 to be spent on toys. If the Adopter desires to spend more, that money is best spent on clothing, toothpaste, toothbrushes, bath and body products, etc. Gift certificates to a local school supplies retailer for the Teacher are also welcome.

First week in October
Adopters respond to introductory letter from the students. Adopters are encouraged, based on student age, to include basic, thought provoking questions in their response letter. i.e.; “what classes do you like?, do you play any sports? , do you have any brothers or sisters? ,etc. In this letter Adopters inform student they will be adopting them for Christmas. 

(Adopter Hint- Prior to handing out the student letters to your associates list their name next to the student they are adopting on the Excel spreadsheet provided to you by your Teacher.)

First Week of November 
Students answer questions from Adopters’ letters and include their Christmas wishes in a letter to Adopters.  Remember to treat this letter as a work assignment.  

(Note: It is the Teachers’ responsibility to ensure Adopters’ questions are answered, agreed upon spending guidelines are adhered to and gift requests are appropriate.  Gifts such as age rated CD’s and video games, gift cards, wireless cards, etc are not recommended.)

(Adopter Hints: Student population changes sporadically. We recommend you plan to purchase 2 to 3 additional non gender presents to cover this situation.  Also, visit the Adopt A Class Website for “Essential Items” List if you would like to spend over the “suggested gift range”.)




First Week of December
Teachers contact their Business/Community Adopt A Class Coordinator and School Adopt A Class Coordinator to confirm date of Christmas Party for their class and advise of any student additions or deletions.  School Adopt A Class Coordinator completes “Event Schedule” and works with Teachers to identify appropriate location for their party if it is to take place at school.

School Adopt A Class Coordinator finalizes school staff participants that will be part of the “Meet and Greet Committee” for the Christmas parties.  School Adopt A Class Coordinator reviews “Event Schedule” with “Meet and Greet Committee”.  As many of the Adopters participating will be visiting the school for the first time it is helpful to identify a specific parking area and provide assistance with bringing gifts and party items from the parking lot to the party location.


Last two weeks of school prior to Christmas Break
All Christmas parties take place.


January 
Students prepare their thank you notes. Teacher contacts their Business/Community Adopt A Class Coordinator to schedule a time for notes to be picked up. 

(Teacher Hint- A great class project and thank you gift for the Adopter would be a scrap book or poster memorializing the Event.)

Adopters visit class to say hello and pick up thank you notes.

Note: Adopters that start mid-year visit school meet their class and receive introductory letters from their students.

School Adopt A Class Coordinator sends e-mail note to all Business/Community Adopt A Class Coordinators thanking them for their participation at the Christmas Party Event.


February
Teacher contacts Business/Community Adopt A Class Coordinator to discuss ideas for the Spring Outing (Hint: This would be a good time to drop off letters to students). 

Suggestions:	
Company Visit
		Museum Visit
		Classroom Visit
Cook out /Picnic
Pot Luck Breakfast or Lunch at School

Students write Adopters with an update of their school year, plans for summer or a topic determined by the Teacher and Adopter.

Adopters visit their class to pick up their students letters.

First Week of March
Adopters visit class to pick up their letters and announce their Spring Event.

April thru end of School Year
Adopters, students and Teachers enjoy Spring Outing and say their good byes until next school year.
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“You can’t live a perfect day without doing something for
someone who will never be able to repay you.”




