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River-Lab Program
Captain Timeline Checklist-Grades 3-5
June

· Email graduating 2nd grade C.A.N.E volunteers the Grade 3 versions of “Volunteer Opportunity” memo and the “What is River-Lab” document.  Obtain list from C.A.N.E volunteer coordinators.
· Email current River-Lab guides the appropriate next grade level version of “Volunteer Opportunity” memo and “What is River-Lab” document.
· Email any other person who may be interested or had expressed interest in guiding for River-Lab in the past or anyone you think who might be interested.  Use appropriate provided documents or modify as necessary. 

· Email “Newsletter River-Lab Volunteer Opportunities” as an attachment to eNewsletter coordinators for June publication.

· Keep track of information you receive from guides on “Guide Spreadsheet”.

Mid-Late August 
· Attend Captain’s meeting with other Captains, Scheduler, and Study Group Co-Directors.

· Email School Secretary with trip dates and times for all three grades (3-5) for upcoming school year.  

· Ask them to check for conflicts right away.

· Confirm the correct number of classes for each grade level.

· Confirm the names of teachers for each class to provide to River-Lab Office and Scheduler.

· Notify Study Group Co-Directors and Scheduler immediately of any conflicts or omissions.

· Email “Newsletter River-Lab Opportunities” as an attachment to eNewsletter coordinators for 1st eNewsletter inclusion.

· Email each teacher introducing yourself and including Captain’s Form 1 filled out with trip information.  You may want to do this in person.

· Keep track of information you receive back from the teachers on “Teacher Spreadsheet” and from guides on “Guide Spreadsheet”.

· Contact River-Lab Office to reserve River-Lab Display Boards for “Welcome Back” and/or Open House functions.

· Use display boards with photos and a sign-up sheet at these functions.

· Provide copies of “Volunteer River-Lab Opportunities” and “What is River-Lab”.

Sept. 1 to Sept. 15

· Attend “Welcome Back” function with above materials.

· Email or re-email potential guides to confirm their participation.  Include information about training dates.

· Obtain Captain’s Form 1 (via email or in person) from teachers.  Fill in information onto Teacher Spreadsheet and send to River-Lab Office and the Scheduler. 

· By September 6th, email revised for RL4 “Newsletter Announcement” as attachment to eNewsletter coordinators.

· Provide teachers with River-Lab guide sign-up sheet for in-class portion of Open House and ask them to encourage parent participation.

River-Lab Program

Captain Timeline Checklist-RL3-5
Page 2

Two Weeks Before Training


Grade 4:  Last week of August


Grade 3: Third week of September


Grade 5: Last week of February 

· Obtain guide training date information from guides.

· Call or email any potential guides who have not yet responded and obtain training date information.

· Obtain Captain’s Form 1 (if not already done so) from teachers.

· Email a copy of Teacher and Guide Spreadsheets to River-Lab Office and Scheduler with information thus far collected.

· Indicate school in subject line.

· Indicate if you think you will have additional guides signing up.

One Week Before Training

Grade 4: First week of September

Grade 3: First week of October

Grade 5: First week of March

· Confirm via email with guides their training dates and contact information.

· Provide the On-line Scheduling Instructions document.

· Urge them to sign-up before training.

· Email finalized Guide and Teacher Spreadsheets to River-Lab Office and Scheduler no later than 2 days before first training.

Week of Training


Grade 4:  First week of September


Grade 3:  Second week of October


Grade 5:  Second week of March

· Check on-line scheduling calendar to make sure guides have sign-up for their child’s trip and for a back-up.

· Follow up with any who have not yet signed up and make sure your school is fully staffed.

· If not, encourage guides to fill in the gaps.

One week before your school’s Study-Trips

· Check on-line scheduling calendar for gaps.  Try to fill if needed.

· If still short guides, contact Scheduler to work together to fill gaps.

· Email completed Captain’s Form 2 to each teacher and ask to confirm receipt.
·  Info to complete is on the on-line scheduling calendar.
Week of Study-Trips

· Email reminder to teacher 2 days prior to their study-trip.

· When trips are completed, email thank you to each guide and post thank you in eNewsletter.
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