Sample Notice to Building Administrators

Memorandum

To:

All Building Administrators
From:

Alice Smart, Chairperson
Date:

RE:

Teacher for a Day program

We would like to share with you a very exciting event.  (Date) is Teacher for a Day in (your town).  (Number) persons from the community will be spending this day working side-by-side with our teachers.  These guests will have the chance to actively participate in helping children learn as well as experience the many varied facets of teaching and education.  Guest teachers will not only teach for a full day, but will also oversee recess, hall, and cafeteria duty.  We hope that seeing our schools from the other side of the desk will help the community better understand the special needs of our children and concerns of our schools and empower them to support the educational process here in Anytown.

Because the intent of the program is to share with participants a typical school day, whatever you can do to ensure this will be appreciated.  The media have been invited to cover the day, and your assistance would be invaluable should a reporter arrive in your building.  We plan to notify you before the reporters arrive, but this may not be possible at all times.

Enclosed is a list of participating community members and their assigned cooperating teachers.  We are planning a briefing meeting on (date) at (time) in (location) for all parties in order to successfully prepare for the event.  Please feel free to join us and hear more about this wonderful outreach program.

Thank you.

Cc:  Superintendent Ima Winner

