Miller-Driscoll PTA Job Description
Pumpkin Carving Nights Coordinator

Overview:  Promote the event via newsletters & flyers, solicit volunteers for each night if needed, manage registration, secure room reservation and custodial help, oversee the activities for each night including set-up, check-in, refreshments, pick-up and clean-up.

Event Description: A social evening for students and parents to carve pumpkins together.  No siblings are allowed due to space.  Families bring their own carved out pumpkins, carving supplies and battery-operated candle.  The PTA supplies popcorn and cider.  Food items are collected for the Wilton Food Pantry. 

Responsibilities/Timeline

· September: Confirm with the school whether both sides of the cafeteria will be available. This will determine the max number of people who can come.  This is a very popular event and space fills up fast.  The more people we can accommodate the better.

· Advertise in the Scoop, send out a flyer or email through the room rep email chain.

· Manage registration – keep track of how many people will be attending which nights.  

· Make sure that each child has a signed PTA waiver.  Bring extra that night if not.

· Get the custodians to set up tables and put out trashcans.

· The night of, decorate with plastic table cloths, play Halloween music, have cider and popcorn out for eating, 

· The night of organize collection and drop off of Food Pantry donations

Ongoing: As needed to provide event updates, attend PTA meetings and/or submit written report to be read into PTA minutes. Attendance at PTA meetings outside of providing event updates is always encouraged, however not required.
*All Committee Chairs must be members of the PTA per our By-Laws.
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