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                                                                                                                                                                     River-Lab Grades 3 and 4


To:
River-Lab Guides

From:    Lynn Shavinsky, Co-Director    H—203-331-0669     C—203-767-6276      lshavinsky@sbcglobal.net

 Michele Meehan, Co-Director   


         C—203 - 319-8286   micmeehan@yahoo.com

 Nancy Henry, Scheduler             H—203-373-9661    


     nch1007@sbcglobal.net
        
Re:
 Signing Up to Guide River-Lab Study-Trips

Signing up to guide your study-trips is simple and can be done at your convenience.  River-Lab scheduling is now done on-line!  The attached instructions will provide you with a Yahoo ID and Password to access our River-Lab Yahoo Scheduling Calendar.  This access is safe and free.  Only people with the ID and password can see the calendars.
Your River-Lab commitment is to sign-up and guide your child’s class study-trip and sign-up to guide one back-up* study-trip in case you are needed.  We ask that you ensure your school’s classes are fully covered; therefore you may be asked to guide additional trips.  We know that with some work schedules, this may not be possible, but please understand that the success of the River-Lab Program depends on each study-trip being fully staffed by our trained guides.  As a side benefit, we can tell you from experience that you also become remarkably more proficient by your second study-trip. You might want to schedule any additional study-trips BEFORE your child’s class study-trip.

Guides are also given the option of going on a Follow Trip after training and before guiding.  On a follow trip, you shadow an experienced River-Lab guide leading a group of students.  This experience brings your training to life and is offered to help you feel more comfortable when you guide your first study-trip.  Please contact our scheduler, Nancy to sign up for a follow trip.  She will ensure that there is an experienced guide for you to follow—ideally on the route you will guide on your first trip.  

If we have received all your information from your Captain, you may already be on the calendar schedule for your child's class.  Please check the calendar ASAP.  You should see a (P) after your name, which means you are a parent in that class.  If you are not signed up yet, PLEASE do so ASAP to ensure you get on your child’s study-trip.  (If you find you are not signed up for your child's class study-trip and it is full, please do not take someone's name off the list.  Please contact the Scheduler and she will gladly help to correct this matter.  See contact information above.)

As with anything new, we expect questions.  So please do not hesitate to contact us to help you through the on-line sign up process. (Our contact information is above.)  See the instructions on reverse side of this page for detailed directions for using the River-Lab Yahoo Calendar.
Thank you!
*Back-up guide—Kids get sick, guides get sick.  Please keep open the time of your back-up trip in case you are needed.
Detailed Directions for Online Study-Trip Sign Up: 
1.
Go to: www.calendar.yahoo.com:
 and sign in:  Yahoo ID:   rlschedule 
Password:   fiddler

If you are a yahoo subscriber, you will need to sign out first, and sign back in using

rlschedule as your Yahoo ID, and fiddler as your password.

2.

If calendar opens in Day View, use the dropdown “View” menu near top left to change view to Month.

3.

Use arrows on either side of month to get to the correct month of your study-trip.
4.
   Click on the day you want to sign up for.   Click again for the class you desire.


 “Edit Event” page will come up.  “Title” will have class information and the time will be listed.  If you don't want this class, click on “Cancel”.    Do not click “DELETE”!!!
5.  Confirm that you are on the list of guides in the “Notes” box (lower right) for the desired study-trip and if it is your child’s class, make sure that there is a (P) after your name, indicating you are a parent.  If there is no more room for you, contact the Scheduler for assistance in adding you to the trip.

If you are not listed, fill in your information in the “Notes” box:  your name, best phone number, and email address.  Cell numbers are very important because we call one hour before in case of cancellation for rain.  If you are a Model Leader, please sign up next to that title.    

The “Notes” box looks something like this:



Guides Names               home/cell #        e-mail address




Model Leader: 




1.




2.




3.




4.




Back up




1.
6.
After you have added your information, click on "Save".
7.
Repeat steps above to sign up for additional study-trips and the back-up trip.   River-Lab conducts over 40 study-trips for each grade level; each study-trip requires approximately 4 guides.  We recommend that each guide sign up for additional study-trips and one back-up to ensure that each school’s study-trips are fully staffed.  We truly appreciate your time and commitment to help make the program for this grade level run smoothly!

8.
Write down all the dates & times you have signed up for on your personal calendar.

9. 
Never take another guide's name off the calendar.  Contact the Scheduler if there is a problem. 

      Do not change any information, options, or settings within the calendar.

Important - Once you have signed up for your study-trip(s) and back-up, you are committed for those days and times!  Having a guide not show up has a terrible impact on a study-trip. 
· If you find out in advance that you will be unable to guide on your assigned day, you must find a substitute to take your place. Once you have secured your replacement, please email or call the Scheduler with the details. 
· If on the morning of your study-trip you are unable to guide, you must contact the scheduler, who will contact the back-up guide. 

Please be mindful that we sometimes have to reschedule due to rain.  Every effort will be made to accommodate guides when we reschedule but the ultimate decision lies with the school staff.  You will be notified of rain dates soon after a study-trip is cancelled.  

Finally, we can’t say enough how truly grateful we are for your time and energy!  Thank you!!!

    Nancy Henry, Scheduler 

203-373-9661

nch1007@sbcglobal.net
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