Jog-A-Thon Checklist

Note:  All dates and quantities are subject to change.

1. Budget 

A.
Prepare Budget – Usually $2000 


B.
Present for approval at BPC Meeting (July)


C.
Submit check request ($100) for cups, index cards, candy, etc…

2. Purchase


A.
Index cards
(1400)


B.
Safety pins
(1300)


C.
Cups – 9 oz.
(1400)


D.
Candy

(1400)


E.
Baggies
(100)

3. Place supply order with office staff.


A.
10 x 13 manilla envelopes w/ clasp
(1500)


B.
3 sets of labels



(red/yellow)


C.
2 sets of class lists


(red/yellow)


D.
3 sets of labels



(blue/green)


E.
2 sets of class lists


(blue/green)


Note:
Labels = Last Name, First Name, Teacher, Track, Grade

Class list = student, gender (By track, by teacher.  Col. 1 = boys, Col. 2 = girls)



Wait a minimum of 2 weeks after school starts before submitting.

4. Prepare letters and paperwork


A.
Update



English
Spanish


1.
Family letter



2.
Prize sheet



3.
Pledge sheet



4.
Teacher letter



N/A



5.
Schedules



N/A



6.
Certificate



N/A


B.
Copy



1.
Family letter

(1400)



2.
Prize sheet

(1450)



3.
Pledge sheet

Green=350, Red=300, Blue/Yellow=400



4.
Teacher letter

(50)



5.
Schedules

(75)



6.
Certificate

Green=350, Red=300, Blue/Yellow=400

5. Teacher packets – letter, schedule, lap cards, safety pins, candy, and prize sheet


A.
Label (hand write) manilla envelopes for each teacher, by track


B.
Use 1st set of labels & place on index (lap) cards (middle top)


C.
Rubber band together 


D.
Count out safety pins (25 primary and 40 intermediate) and place in baggie


E.
Count out candy as above and place in 2nd baggie


F.
Place all items into the appropriate manilla envelope


G.
Distribute to teachers boxes: R/Y = 9/23, B/G = 10/21

6.
Student packets – letter, pledge sheet, and prize sheet

A.
Attach 2nd set of labels to manilla envelopes (top right)


B.
Attach 3rd set of labels to pledge sheets (over student & teacher name)


C.
Stuff envelopes:


R/Y = 9/18, B/G = 10/16


D.
Distribute to teachers boxes: 

R/Y = 9/18, B/G = 10/16


E.
Distribute to students: 

R/Y = 9/20, B/G = 10/18

F. Give Sandy complete set with schedule and extra pledge sheets.

7.
Place orders

A.
Treat – sugar cookies (4 weeks) or popsicles (2 weeks)


B.
Prizes 



1.
$25



2.
$50



3.
$100



4.
$200



5.
Laps



6.
Participation OR Any $$

8. 2 weeks before:

A.
Check sports calendar for conflict


B.
Check PE schedules


C.
Submit request for sprinklers to be turned off (verbal: Sandy and Mrs. Hetland)

 
D.
Contact volunteers and assign jobs



1.
Small track:

Timer (person in charge of track) with schedule







Cheer coach







1 - 2 lap markers (usually teachers)



2.
Big track

Timer (person in charge of track) with schedule







Cheer coach (with megaphone)







6 – 8 lap markers



3.
Refreshments

1 – water







1 - treat

4.
Lap certificates
1 – gather lap cards







2 – tally and record laps







1 - runner

5.
Opening Ceremonies
Suggestions: Principle, BPC President, etc…

9.
1 week before:


A.
Check supplies: markers, pens, tables, water hoses, and cups


B.
Check treat order


C.
Check prize orders


D.
Make sure water coolers are available and clean

10.
1 –2 days before:


A.
Check water coolers again (sometimes they are used by the sports teams)


B.
Pick up treats


C.
Get ice – amount depends on the weather (min. = 4 blocks & max. = 8 blocks)


D.
Confirm with volunteers


E.
Check on use of megaphone (in office closet)

11.
Day of:


A.
Arrive 7:30


B.
Measure off tracks (or just eyeball it, as long as both stampedes are the same)


C.
Fill water coolers

D.
Set up lap certificate table – certs., pens, rubberbands, baggies, paper clips, sticky notes and a copy of the schedule.


E.
Set up course boundaries (chairs)


F.
Use Scrip umbrella @ refreshment table (metal)


G.
Get from maintenance



1.
Water hose



2.
Chairs – approx. 35:
3 = lap cert. Table







6 = small track markers







12 = lanes on large track for marking laps







12 = large track markers



3.
Garbage cans

12.
Opening ceremonies -
Pep talk

13.
Money collection – pledges due: R/Y = 10/4, B/G = 11/1


A.
Set date with Treasurer for counting collected monies


B.
Assist with counting – 1 track at a time, 1 class per person

C. Approx. 4 volunteers besides you and the Treasurer

D. Supplies – rubberbands, paper clips, sticky notes, pens, pencils, calculators, blank pledge sheets, $ counting tally sheets, and form to list checks.

14.
Prize distribution – use lap tallies and pledge sheets


A.
Mark lap tallies (per student) on appropriate class lists


B.
Mark total pledges (per student) on appropriate class lists


C.
Using this information determine individual prizes won


D.
Distribute prizes – R/Y NLT 10/11, B/G NLT 11/15

E. Copy and distribute class lists to appropriate teachers

F. Order T-shirts and any other remaining items

