         The Masterpiece Program of Flagstaff School Coordinator Responsibilities

1. Act as liaison between the District Coordinator and the Masterpiece Program at the school (principal, teachers and art guides).  This contact should remain throughout the year.

2. Solicit volunteers to be art guides, with one person (ideally) for each classroom participating in the program.  The guides should be recruited in the spring and confirmed in September.  A list (name, address, phone number) should be given to the Program Coordinator prior to the training sessions.

3. Attend the training sessions and take this opportunity to share pertinent information with your parent volunteers about your school’s program, encourage all art guides (parents) to attend.  Let the District Coordinator know how many you expect at training about a week in advance.  Three evening lecture sessions will be offered each school year (Fall, Winter and Spring).  Please keep track who has attended and when they will be attending, due to liability reasons, we have to make sure everyone is covered.

4. Meet the District Coordinator to receive your set of prints and packets.  Check right away that everything is correct with the list given you with your set.  Find a safe place to store them and provide the sign out sheet.  If you have a problem with the set you received, contact the District Coordinator.  Occasionally another school that wishes to borrow a print from you may contact you.  Make sure you have them sign it out as well so that you can keep track of them.

5. Coordinate the art guides presentations at the school, possible supplies are nametags, classroom teachers roll, Portfolio/Print List for the school, blank calendar listing the months of November-May, and Portfolio Log in/out inventory sheet.

a. Meet with your Parent volunteer guides at the training session or soon after the last training.  Make sure they have the list of prints they will be using for the year.  Remind them to contact their classroom teachers and determine an ongoing date of the month (for example 3rd Tuesday; or Last Friday of the month between 2:00p.m. -3:00p.m.), if they can.  If they can’t you will need to schedule one each month, determine the date to call and check their calendar.  They can probably at that time pick a few artists to start with or at least let you know what they will be covering in History.  Ask guides to request a class roll from their teachers, people enjoy being called by their first names, make tags to learn them quicker.

b. Prepare rotation schedules for all the classroom presentations beginning in November and going through May.  This may seem like ‘jumping the gun’, however, the schedule will help get it started and if changes need to be made, it is very flexible.  It is the best way to assure commitment, we can have good intentions, but if we fail to plan, it is possible the plan will fail.  Once everyone can put the dates on their own calendar at home, their probability increases they will prepare themselves ahead of time.  Use your discretion at Christmas time and the end of school year (two great artists during the holidays are Norman Rockwell and Currier and Ives), this can be a fun time to present, it depends on what else might conflict.  Check the school calendar to avoid conflicts with Camp Colton and field trips, etc… Copies of the final rough schedule should be given to the administrators, teachers, all parent guides and the District Coordinator.

c. Explain the procedure for checking out prints and where they will be located.  Check on the Prints/Portfolios to be sure they are being returned, if they are checked out longer then a month, start calling on them so we can reduce the risk of loss.

d. Follow up with the parent guides to make sure they are on schedule.  If there are problems, promptly address them and offer trouble-shooting ideas and encouragement as needed.  If need be call the District Coordinator for help.

6. Keep a high profile for the program.  Put notes in your school’s newsletter.  Try to arrange to have a display area where interesting pictures, news articles and announcements can be posted (use folding display boards if you need to).

7. In May or June, after the last presentation, gather up all materials and do inventory of Prints/Portfolios, leaving a note about missing bits and problems attached to the outside (if you know of any), along with the rest.  Hand out and collect program evaluations from teachers and guides, use the Program Evaluation Document.  Feel free to make a wish list for print purchases for the next year.  Ask your school’s PTO/PTA for continued funding.  Check your Parent list and recruit for the following year for parents that will not be returning.  

8. Come to the end of year Portfolio/Print repair party at the District Coordinators house, plan to have a great time and share experiences.  Feel free to contact the District Coordinator with questions and invite parent volunteers to the end of year repair party or throw a party for your presenters, if you are feeling ambitious!

Thank you, your commitment is incredible, we could not do it without you!!

