[image: image1.wmf]
ART VISTAS HEAD DOCENT 
Job Description Summary
1. AV budget management- H&SC / AV Union District.  Working with Home and School Club with projecting and maintaining Art Vistas budget (it is usually $400-$500 yr).  Also, working at beginning of school year with Union School District AV by getting required contract signed and program fees to district ($100).  District AV contact is Tessa at email: tnj86@aol.com.   Art Vista district also has meetings held once a month at the Union district office (optional).
 

2. Communication - This involves coordinating with the Social Science teachers and the parent volunteers, sending information emails and reminders of project dates and also providing the volunteer roster lists.   We usually have a team (one or two people) that handles each grade.   

3. Helping to recruit the volunteers. This is done at the beginning of the year at Back to School Night.  The teachers do a good job of getting your helpers that night.  This involves getting each Social Science teacher a AV volunteer sign up sheet ahead of time and brief description of the program to help them promote that night (template already in the system). 

4. Scheduling the Art Vistas project dates.  There are usually, three projects for 6th, two (optional three) for 7th, and one for 8th.  The scheduling is typically done at the beginning of the year, working with the teachers, checking the school calendar for any conflicts, and then letting the volunteers know the dates for the year.

5. Providing training opportunities.  The initial comprehensive training for all the projects is done by the district and held at the Union District Art Vistas office – per grade.  Also, there is usually a project review (or “hands-on”) scheduled closer to each set/ project date.  This is held in the staff copy room at the school office - it is very casual and just a time for parent volunteers to review the lesson and try the project.   This is coordinated by the head docents at their convenience.
6. Keeping up on project supplies.  Making sure there are enough supplies for each project.    There is an H&SC budget for Art Vistas.  Reimbursement forms are available.   Most art supplies are purchased from www.dickblick.com

7. Request with District Office (via Tessa) delivery and pick up of kiosks for the UMS Art Show at Open House.  The Art Show is taken care of by the Art Teachers and the artwork is from those classes.  You just help get the kiosks there and picked up (they borrow them from Art Vistas).    They usually have about 40-50 boards delivered.  Need to check with the Art Teachers to confirm and coordinate time. 
