Reach for the Stars

A Checklist

Recently I finished my first Reach for the Stars.  Dolly DePagter and I worked together after booking the fundraiser at a PTA district training event.   The goal we both had was to train ourselves so we could better train our groups to take advantage of this wonderful program.   

Fortunately for training purposes, the day to day workings of this RFTS didn’t always go smoothly, but that’s another story.  Suffice it is to say that almost everything that could go wrong…..did and that has led to this comprehensive checklist.  I hope it can help others.  (And, if you can read a little between the lines you’ll probably be able to imagine some of our issues.)

Step One:  You’ve got to “sell” the idea to a school.  What can you do:

· Call your kids school or 

· just start calling schools

· If you’ve already met with librarians, talk to them first.  

· Call the principal.  

· If you can’t bring yourself to call schools to get a RFTS then talk about it at EVERY homeshow you have.  Pass out the brochures.  Ask for referrals.

Say I have a fundraising programming based on promoting literacy that will give you 110% back.  Emphasis the 110%.  That wows them.

With little or no work on your part- 110% back and we do the work

NEXT ……

· Understand the program, if you don’t already, 

· Read the chat logs, 

· Read articles in the newsletter, 

· Order the brochures and the pledge sheets and study them.  Don’t worry about how you give them back 110% or how you write the order….just know you can and figure that out later.  

· Get Nadette Waligora’s RFTS workshop tape if you can and listen to it several times.

Once you have interest, 

· Offer to meet with the principal or PTA board or whoever.  Go prepared with a sampling of books, catalogs, RFTS brochures and pledge sheets.  Don’t promote other aspects of the business….wear your educational consultant hat.  (There have been schools that have rejected RFTS plans because of home party aspect of business.  Proceed cautiously)  Decide prior to the meetings what ‘extras’ you will do:  pizza party, 10-10-10 challenge, extra awards….etc.

· Have a contract with you in case they are ready to make a decision and set a date. Be sure contract includes the need for volunteers for putting together student packets and helping to sort and deliver books when they come.  Allow at least three weeks between now and when it starts.  
During that three weeks……

· Order supplies  (# of students should be on contract, double check that number with another source.)

· Figure out your time line for assembly or visiting classes, reading time, ordering, delivery etc.  Work on this with school rep.

· Prepare letters for teachers, parents (send a thank you to organization with time line)

· Identify your primary contact—get phone number and email

· See if you can use teacher’s emails for reminders

· Plan something to get teachers on board.  I am going to start saying that the extra 10% is for the teachers.

· Figure out whether you will do an assembly or visit classrooms or have groups of classrooms come to you.  Possibilities are:

· An assembly for the whole school,

· Or have the students come to the cafeteria in groups of two classes at a time.  A book display is set up and they begin their wish lists right here.  (I’m thinking a postcard sized card with a list of the books they see (age appropriate) that they could just circle and take back with them and transfer to wish list if they want.

· Visit the classrooms and leave a few books in each one for the day.

· OR do your presentation as part of morning announcements

OTHER CONSIDERATIONS FOR RALLY & Promotion

· Make big posters with pictures of age appropriate books on it to put in the classroom.  Laminate them and use them over and over.

· Have a display in the library or other secure place that allows kids to see the books. 
· If you’re working with someone, do a skit as the presentation

· Do the magic thumb trick or a science experiment (quickie)

· Be excited and call it a Reading Rally. 

· Suggest that they might want to make stars to hang from the ceiling---and hang even before the program is announced……and/or give teachers big stars to put on doors or in class with the names of students participating…..

· At this point be sure and check that communication between fundraising coordinators, principal and teachers is good.  Make friendly with everyone.  Be super schmoozie.  
· Find out who will coordinate the volunteers and talk to her about what you need.

· Plan to work with the volunteers in putting together student packets (at least meet them and get it started). Try to coordinate it so it happens the same time you do the Reading Rally.

Then it begins…. 

Students go to Rally (or whatever you do) and take home their packets that night.   Packets should include:

· Letter to parents---short and sweet—provide one 

· Pledge folder from home office  with your sticker on it and sticker with check info.

· Give timeline of activities to all the teachers (with a letter) and PTA leaders, Principal and school secretary.  (Oh by the way, try to make friendly with secretary early on---maybe give a small gift at the beginning because “this program may inconvenience you beyond your job description” and laugh.)

· My school insisted on book flyers (originally they wanted catalogs) and an envelope to put everything in.  Start from the very beginning speaking as if you know what you are doing.  Don’t give options, but be flexible if they want something different if you can.  Say “we usually just send the letter home stapled to the pledge sheet and ask the parents to send it back in an envelope with the money.  Is that ok.”   They may say they want an envelope.  Be prepared in advance to find out what they want.  (Show no fear.)

**(Offer to supply paper for the school if they can make the copies for the packets---try to get this in the contract agreement.)  Be sure copies are made well in advance.**

What about the RALLY?
· Show the students what the packet looks like.  

· Explain the pledge form.  

· Explain the program.  

· Be silly. Be excited.  

· Tell them what the winning class gets, if anything.

**Many times the school wants to offer a challenge for total minutes read—principal might agree to do something unusual, fun or ridiculous.  Talk with them during that three week time and make the suggestion.**

After the rally:

· Find out if someone can make daily announcements---collecting pledges, reading, turning in pledges, wish lists, etc.

· Leave reminder flyers at the school to go home with kids to remind them to read, turn in pledges.  (Find out who will be responsible to put in teacher’s boxes)

· Provide two catalogs per class and sign out sheet.  Provide incentive for each child who checks out catalog and bring back the next day (candy or novelty item from oriental trading).  Talk to teachers about this.

· Plan on calling the days the reminders should go home.

When the reading time is over:  Collecting Money…

· Allow a week for collecting money….with announcements everyday.  Maybe a prize for the first class with all their money in????

· I suggest checks be made out to the school and then they write you a check.  This allows for tax id # to be used (otherwise you need to pay tax on all these books), you won’t get stuck with bad checks, and if there is an accountability problem you won’t end up the bad guy.  In the beginning, indicate that someone who is bonded needs to pick up the checks, match the amounts with pledge sheets, and deposit.  If the PTA is not doing this, it may be more difficult and they may want you to accept checks and count them…..try to avoid this.  Say I’m not bonded for this and usually schools want to make sure everything is right before giving me the money.  As a last resort agree to count the checks with someone else. You can check into a DBA (Doing Business As) account so checks can be made out to Usborne Books.  

· Schedule the pizza party or whatever is happening for the winning class.  Our school had a man come in with a tiger and alligator for a nature/animal show.   The ten students with the highest pledge collections and all the students in the class with the highest total pledges were allowed to come.  We provided pizza.  It was written up in the newspaper.  (Remember to work out details about drinks, napkins, plates..etc.) 

Book Selection:  How,where,when…….

· Nadette has them make out their wish list on pledge sheet….she takes this sheets…sees how much they get and orders from their wish list.  (Great Idea).

· You can have a parent’s night with a display and have them come in and order with their parents…..have extra books for purchase.  This is worth your time to sell extra books and make contacts.

· Have shopping days during school:  this takes up your time because they can’t do it without you and there is a lot of sitting and waiting.  Most classes visit the library once a week.  You might be able to take order during that time.
· Don’t forget that the Teachers & Librarians need to make their book selections. Get them doing this right away.  They are the hardest sometimes to get going.  Be sure and tell them ALL orders must be in before we can get any of the books.

· Any kind of ‘shopping’ and you will need the order forms for RFTS.
*****Say from the beginning that left over amounts that the kids can’t use because of the way it totals will go towards the school books. For instance they earn $10 in books and want a $8.95 books.  That extra $1.05 will go towards the school’s books.  Put this is the parent’s letter too:  Any overage on money earned but not spent will go towards books purchased for the classroom/school.

Now you’ve got a big, fun order to do……

· Plan a quiet, well rested time to order books.  If you have a large fundraiser, there are lots of books to order…..fun….but lots of room for error.   Order the books and ask the school what day they want them delivered.  Tell them how many boxes there will be and ask for a secure place to leave them until they are sorted and delivered.

· Schedule your order so that they arrive the day before volunteers are available to help sort.
· If it is a large RFTS consider ordering by classes, ie First Grade, Second Grade, etc.  This will make sorting easier, however remember there is a $5 charge on bookfair orders  and you need a minimum of $750 in each order to make it all come out right.)

What to do with all those books?  Sorting and Delivering
Have 5 to 10 volunteers depending on size of order and size of room.

Try to have lots of table space.  

1. Open all the boxes in one order and sort the books.  Remember the volunteers don’t know the books – but age and series are still the best way to sort. (not alphabetically)  If you can just direct where they should go and let the volunteers do the sorting, they will remember more for the next phase.

2. Make a stack of order forms…..if you can have them pre-sorted by classroom, it will save time later.  Each volunteer takes one order, one bag and walks around the room filling it.

3. Then he/she takes it to another volunteer whose job is it to recheck it for correct contents. (Have them check cost of book and name and ISBN# if there. Do you know how many castle books we have?).  Hopefully this volunteer will have a master list of all the kids that participated by classroom.  Check them off.  Use the boxes the books came in to put all the orders for one classroom in.  Have another volunteer who will take the box to the classroom.  Consider bringing a small dolly for this.  (If you have all the orders for each classroom together you can do this as you finish a classroom….otherwise you have to sort things again and wait until the end to start delivering.)

4. Don’t forget the teacher’s orders.

5. NOTE:  You might want to have a bunch of books out in your car to help cover for mistakes.  Make near substitutions if something isn’t available.  Write it on the order sheet.

Finally, stop by and tell the librarian, principal, secretary and anyone else that everything is done and that a bunch of kids are going home with a bunch of books.
