Project Leader Check List

It’s My Park Day

March 3, 2012

What do I need to do in advance?
· Choose a project: Either come up with your own project idea, or call APF for help.

· Gain City approval for your project/activity.  Parks and Recreation Department (PARD) should be notified of ALL park activities.  Work with Brian Block, brian.block@ci.austin.tx.us, 974-9493

· Attend the information session February 7, 7 – 8:30 PM, location TBA, to meet other hosts, confirm details, ask questions, receive grocery gift cards, and collect signs to post in your park. 
· Make sure your online project description is detailed and engaging.

· Fill out the supply request survey, accessible from your host center. Determine and secure any tools necessary for the day’s activities (APF can provide trash bags and many tools. Additional tools can be: brought by volunteers; recruited from a local landscaping firm; rented or borrowed from Home Depot, etc.)

· Post signs (provided by APF at information session) where passersby and park users will see them.

· Determine a schedule for the day’s activities/work (preferably within 9am-1pm). Determine if work teams with team leaders are needed.  If so, decide how to divide these groups.  (Basic rule: the more skill the task requires and the more spread out you are, the more important a team leader is.)

· Arrange follow-up services, such as trash bag or brush disposal. Ask your Park Supervisor what they can do, then consider other options. (Call Ecology Action, haul to the dump, etc.)

· Spread the word! Your help in recruiting volunteers, especially from your park area, is important.  ALL volunteers should register at www.austinparks.org. 

· Check your volunteer list often. Contact volunteers to introduce yourself and share information. Be sure to include APF in all volunteer communication.
· Supply Pick-up: Plan to attend or have a representative attend to get your water jugs, Clif Bars, Gatoriade, supplies and tee shirts! We'll also be distributing community service documentation and liability waiver forms. Thursday, March 1, 1 PM – 6 PM, or Friday, March 2, 11 AM – 1 PM.
What do I need to do on event day?

· If you have a sponsor on site, ensure they have a chance to address volunteers before work begins. This is a good opportunity for you to welcome people and talk about SAFETY.

· Set-up a check-in station for volunteers – it should be manned by at least one person and include APF’s Waiver of Claims of Liability forms and sign-in sheets.  

· Ensure that all volunteers check-in, sign waiver.

· Ensure that all volunteers receive free It’s My Park Day t-shirt and volunteer card.

· Set-up a refreshment station that includes APF snacks and water. (Leaders are welcome to provide own food, drinks, lunch, etc--please limit packaging and plastic waste)..

· Include any signage you would like (your banner, etc).  While you may provide literature and information, volunteers may not be solicited for business purposes.

· Supervise work and encourage safety. On hot days, enforce water breaks.

· Leave the park in better condition than you found it. And enjoy! Additional activities can be added to your park’s workday – live music, games, volunteer awards, cook-out… have fun! 

What do I need to do after the event?

· Return your tools. Tool return will be Saturday, March 3, 12:30 – 3 PM, and Tuesday, March 6, 8:30 – 10:30 AM and 4 – 6 PM. Additional times may be scheduled.

· Check to be sure that trash/brush removal has occurred. Contact APF and PARD if this has not been completed as arranged.

· Enter our contest! We’ll have prizes for best photo, best story, and best tweet.

· Complete our post-event report/survey by April 1st. We will email you a link!
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