Instructions for Santa Breakfast Chairperson:
1) Determine Date

2) Make sure Multi-Purpose room is available on that date – and the night before for setup

3) Line up Custodial help for that day

4) Line up Santa for that day

5) Work with Cafeteria on food selection, pricing, and help Coffee – regular and de-caf – cream and sugar, hot chocolate?
6) Line up photographer

7) Music for the day – pipe it in, see if the orchestra, choir, or band would like to perform

8) Arrange for Volunteers to man the food, photographer booth, PTO booth, activities, set up and take down (keep track of volunteers so we can send out thank yous after)

9) Send out flyers for Announcement and volunteers two - three weeks before event – can combine with Boutique flyer

10) A couple of weeks prior – check the condition of signs and decorations

11) Send out reminder flyer with food details the week of the event.

12) Verify Santa, Photographer, Custodial, and Cafeteria help is all a GO 

13) Make sure we have candy canes available for Santa to hand out

14) Day before event – set up after school and decorate

15) Day of event – oversee all activities – help where needed (someone always forgets to show up!)

16) Help count money after event and turn in paperwork with money to treasurer.

17) Let treasurer know how much the bill is for the cafeteria

18) Help clean up 

Notes from last year:
Santa’s Breakfast / Holiday Boutique
 

Set Up – Friday
 

Decorations – Julie will do this unless someone else wants to

 

Nylon Tablecloths – to be purchased – (4 rectangle, 4 round) solid red color so they can be used for Welcome Back as well as Valentine’s, etc. 

Garland – to be purchased

8 Centerpieces – to be purchased


~ Long term storage is a consideration

Decorations – Christmas Tree was requested from the Student Council

Miscellaneous Decorations – Cindy Siems is bringing items from home

 

Set Up Crew –


Who can come at 2:45pm to help? (A crew of 5 – 8 people is preferred)

 

4 Long tables placed in the middle of the room will be designated for eating as well as a few round ones from the Staff Lounge (Will be determined the day of based on spacing issues, etc.)

2 Long tables will be designated for Kids Coloring and Button making


Coloring sheets are in the Workroom in the PTO drawer and more need to be copied off, Crayons and/or markers are needed



Button making will happen if someone wants to do it 

 

Desk in foyer –


Raffle tickets filled out by each attendee (helps know attendance and will feature giveaway of Santa’s Village tickets) We will use leftover raffle tickets from the carnival (?? Are there leftovers ??)  Yes - lots
 

Cindy will make a sign for the raffle table 

 

Advertising –

Signs out all week beginning 11/28 (Monday prior to the event)


In the future, we may consider advertising in community newspapers the boutique side of the event. (We want as many shoppers as possible but not necessarily long Santa lines. Santa pictures are a “service” to our parent community. That doesn’t mean we don’t allow outside families, we are just not soliciting them.)

 

We need a sign for the food door - and maybe we could use the EVENT sign to point to where the Santa Picture line is and where the Food line begins.
 

BOUTIQUE 

Julie is coordinating this

21 Tables sold to vendors 


We supply the tables (2 cafeteria tables pushed together)


Vendors supply own tablecloth, decorations, etc.


Display must stay within table space and may not come away from table.


Set up for vendors begins at 7AM. Tables are set up in a “circle” along the outside of the room. Each table will be labeled Fri. night with each business’ name, etc. Table location is determined by the order of sign up. (An exception is made if an electricity outlet is needed.)


Cost of the table is $35 and the checks are made payable to Zaharis PTO


Flyers selling the tables to vendors is sent out 3 – 4 weeks prior to the event


Outside vendors (non – Zaharis parents) may not purchase tables until 10 days out from the event

 

Santa 


(Betsy has agreed to oversee Santa)


Has an agreement from Fred to be Santa


Needs make up – white powder and cheap rouge or blush


Santa Suit is in storage room in MPR (check condition) 


Thank you gift – Harkins movie bucks  & Cups 
 

~ Santa will be in the room where the cafeteria tables are stored


Chair from the Media Center will be used


Julie will bring her cream tablecloths to cover the chair


We will request help from a custodian to move the large brown mat that interferes with the picture backdrop


A large green piece of butcher paper will be the simple background


Children receive a candy cane after their picture (Cindy S. purchased these.)

 

PICTURES
Sold for $3 each (will cover cost) 

Additional shots for the same CD can purchased for an additional $2 each. (On the picture ticket – extra shots will be written on)

Rick Vincent is bringing own camera and computer equipment

He will also purchase the CD’s and sleeves for the digital pictures

 

Cindy Siems purchased the Polariod film at Sam’s Club

The Media Center is supplying the camera. It is stored in the Media Center locked cupboard and needs to be moved to the PTO storage room Friday night.

 

A PTO table will be put in the room to hold the computer and camera equipment

On the other wall will be one lunch table to hold CD’s, etc

 

· Need camera/computer savy assistant to help with labeling CD’s, etc. (Chris Ginty??, Erica ???)

 

FOOD –

Food has been ordered by Cindy Siems and coordinated with the cafeteria manager. The Breakfast tickets will be $2.50 each.

We ordered 100 (muffin, yogurt, mixed fruit) 100 (Honey Bun and Applesauce) and 100 (Bagel -er filled with cream cheese and peaches)
We ordered 1crate of white milk 
                      2 crates of chocolate milk 
                    1 crate of orange juice 
                      1 crate of apple juice 

There are 70 cartons in a crate.  Beverages will be .50 each. 
~ When we run out of breakfast food, we run out. Chances are people arriving at 10:30am have already eaten breakfast.


The food will be served from inside the “Kitchen” so the line will snake inside. A PTO Board Member or other trusted volunteer needs to be inside the “Kitchen” area selling food tickets and handling cash or checks. * Picture tickets may also be purchased in this line

 

We need tickets for the pictures at the PTO store as well as at the food line.

(We will use leftover tickets from carnival)

 

PTO Store/Table –
The PTO table will be in line with all the other tables right outside the door to the storage room. PTO will use their own table. Signs will be posted on the front advertising items that will be sold.

?? Soda and water bottles can be sold here if coolers are packed at 7AM ?? 50 cents each  Can someone bring ice? (We should be able to sell them in the cafeteria also?)
 

PTO will be selling tickets for Santa’s picture as well as Zaharis Merchandise, Movie Bucks, etc

 

VOLUNTEERS
 

Total Need:

 

2 – 3 volunteers at the PTO table


(1 must be a board member)

7:30am – 9:00am 

1.      ____________  2. _________________3. _______________

 

9:00am – 11:00am 

1.      _________________  2. __________________

 

11:00am – 12noon

1.      __________________ 2. __________________

 

Crafts Table
8:00am – 9:30am

1.      ________________________

 

9:30am – 11:00am

1.      _________________________

 

 

Breakfast Food

(Board member preferred)

8:00am – 9:30am

1.      ________________________

 

9:30am – 11:00am

1.      _________________________

 

Helping Rick Vincent with Pictures  (Rick needs at least one person downloading and storing on disks - and one person to write the student name, room number on the disk as they come in the door) 
 

8:00am – 9:45am

1.      ​​​​​​​​​​​​​​​​​​​​​___________________________  2._________________ 
 

9:45am – 11:30am

1.      ____________________________  2._________________ 
 

 

 

 Clean up crew - 
 

Need 5 - 8 people to clear decorations and store them nicely - and put the tables away. Perhaps decide what to do with left over food.
 

Don't forget to bring the signs in and store them. Posters can be re-used if laminated - they are stored in the library bottom drawer of the island as you walk in the work room.
 

Custodian can clean floors.
 

 

 

 

 

