Coordinator Team Jobs
PAPERWORK PERSON

*  Student Permission Slips

--set up distribution of permission slips at Meet the Teacher Night/PTA Open House and/or                           weekly folders
-- input information from the permission slips on Excel spreadsheet – Permission Form Info 

--collect and organize permission slips in notebook, making copies to give each grade 
shepherd for further contact, and send originals to CEF office

-- make weekly updated GNC roster to put in teachers’ boxes for classroom dismissal to the GNC
--make nametags for pre-enrolled kids and blanks for new kids; make matching grade signs

*  Club Record Keeping

--make up and collect attendance sheets (note any food allergies and give copy to 
snack coord) 


take home to count and put on stats sheet to report monthly to CEF office;  also total up 


team points and keep track of incentive game each quarter, getting reward for winning 


team at the end


--collect any counseling cards after each club, recording on stats sheet, and get contact info to 


visitation team

--mail reminder postcards to enrolled families before first club in September and January
* Child Protection Policy (CPP)

--distribute and collect the CEF Child Protection Policy (CPP) forms to all volunteers, updating as 

new volunteers are added during the year, and send to the CEF office

SCHOOL CONTACT PERSON

* School Related

--meet principal and fill out “School-based GNC Info Sheet” and submit  materials needed to CEF

--arrange place and prepare box for children to turn in their permission slips

--schedule and organize treats for school teachers on special days

*  Club Related

--remind GNC teachers about 4 training workshops; distribute lesson pack to each GNC teacher

--go by school office each week and pick up permission slips and give them to Paperwork Coord.

--enroll new kids that come to club; call parent to see if they can stay (if don’t have slip); have                                   extra permission slips on hand, call parents at end of club that are late picking up

SUPPLY PERSON

*  Grade Boxes

--take home grade boxes and restock each week; bring all supplies to run club (grade signs, 


flannel boards and easels, counseling materials, grade boxes, etc.)

--get candy and copy verse tokens each week to put in baggies (can give this to a volunteer)


--purchase Quiet Seat prizes for boxes each week

--order Wonderbooks from CEF every 2 months; put on name labels; distribute in grade boxes

* Etc.


--rearrange teachers to cover absent teachers; call subs if know ahead 

--give prayer requests from “Jesus Cans” to prayer coordinator  if not attending the club


