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Band Coordinator
Purpose:  The position of band coordinator exists to serve as liaison between band parents, the band teacher, homeroom teachers, and the executive board; to facilitate communication between these parties, to solve conflicts and problems in a constructive manner preserving relationships, both working and personal.  The band coordinator must maintain a high level of confidentiality and stay non-judgemental.  

The band coordinator is responsible for coordinating fundraisers and field trips as related to band program. 

Areas of responsibility: 

Teacher

· Communicate regularly with teacher to listen to concerns, requests, and/or comments.  

· Help or delegate others to help with unscheduled tasks.

· Relay parent concerns to the teacher.

· Is responsible for posting the band calendar.

· Check with teacher in order to ascertain how much help is needed for classroom set-up and close-down; inform parents of these needs. 

· In June, meet with teacher to determine what information he/she would like to send out over the summer. 

· Prepare introductory letters as directed by teacher, and deliver to office before school closes for the summer so that office staff can enclose them with classroom assignment notices. 

Parents

· Keep parents informed of meetings and classroom activities. 

· Establish rapport with parents in the bands and be available to answer questions and discuss concerns.

· In conjunction with the teacher, schedule evening parent meetings on a regular basis to discuss band goals, upcoming events and field trips.  

· Keep a record of attendance at planning meetings.  Submit attendance to the hours recorder. 

· Take minutes of planning meetings and distributes with calendar to all families.

· Post copy of minutes and calendar each month on class bulletin board in hallway. 

· Responsible for collecting money for teacher gift and teacher end-of-year gift. 

Homeroom Classroom: 

· Interact with 6th-8th grade Ombuds to coordinate events/field trip information and documentation. 

Record Keeping

· Create and distribute a band roster, include teacher contact information.

· Help coordinate fundraisers

· Coordinate Field Trips (Any event where children are away from school site on an officially sponsored trip.  This may include weekends or evenings.)

· Obtain copies of the driver information and student emergency forms from the 6th, 7th and 8th grade ombuds.

Executive Board

- Interacts with Executive Board as necessary to coordinate fundraisers or other  major events. 

Phone Tree

· Solicit Parents in band to be phone tree “branches”.  If more than the number of required parents are interested and qualified, select by lottery.  Note: Due to the number of families in band, phone tree process, job, and hours needs to be determined.

· Organize phone tree list and distribute to branch chairs.

· Gives directions to and follow up with branch chairs.

· Initiates phone tree messages as necessary for band. 

· Leave a note in recorder’s file with the names of class phone tree branches.

Coordinating Field Trips

At the beginning of the year:

- 
Read PTO Handbook policies related to Field Trip Coordinator job. 

· Attend orientation meeting with Vice-Presidents—regardless of level of experience in this job or in the school. 

· Obtain copies of field trip emergency information from 6th, 7th and 8th grade ombuds.

· Meet with teacher to establish field trip guidelines and distribute to all parents in class.  Include call-in procedure or provide reference page for call-in procedure in the handbook. 

· Check to see that all field trip drivers have insurance on file; check expiration dates.  (Obtain monthly update from school record keeper).

To arrange trips: 

· Be certain of traveling direction and time needed for trip; prepare clear, accurate maps for each driver if necessary.

· Meet with teacher to discuss and arrange field trips.

· Present upcoming field trips to parents at planning meetings. 

· Call parents to drive field trips if more drivers are needed.

· Arrange call-ins.  

Note: Band teacher is responsible for contacting destinations to arrange for entry to festivals, reservations, and tickets. 

Prior to each trip: 

· Two days prior to the trip, notify school kitchen that your class will be absent from lunch.

· Confirm with those who have agreed to drive.

· Send home notes for planned field trips stating any special clothes, shoes, bag lunches, water, snacks and/or spending money needed.

· Send emergency form for each child with parent drivers/chaperones.

· Make sure parent drivers/chaperones are sure of the field trip guidelines. 

· Fill out the field trip class master list from and have the teacher sign, give one copy to the teacher, one copy to the office and keep one copy for school records. 

· Provide directions for the drivers, including clear, accurate maps if necessary.  Provide each chaperone with a clear itinerary of events if necessary. 

· Arrange for students to be dropped off at proper location if field trip extends past dismissal time.  If night or weekend event, provide parents with clear drop off and pick up instructions and location.

· Ensure that first aid kit will be packed for trip. 

After each field trip:

· Send a report of monthly field trip hours to the recorder within a week of the field trip, keeping a copy in case of discrepancy.

· Keep records of each field trip for next year’s class band coordinator.

Fundraising
· At the beginning of the year, meet with teacher and determine the proposed field trips and determine the projected cost. 

· At a beginning of the year planning meeting, in conjunction with teacher, discuss the dates, costs and fundraising options for the field trips.

· Coordinate parent participation in fundraisers.

· Keep a record of all money collected and related money related paperwork. 

Note: receipts are to be given for any money collected in band fundraisers.

· Secure money and submit to the school office for deposit to Ocean Shore School Band account.  This is a district account and is over seen by district office personnel.  Checks are made payable to OSS Band.  There are some fundraising events that are coordinated through the Rob Schneider Music Foundation.  Checks for these fundraisers are made out to RSMF.

(Note: Payment for band field trips will be done by the district office.  Teacher is responsible for submitting requests for payment to the district office.) 
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