Career Day Checklist

☐ 	Talk to your Administrative Team about the idea

☐	Set a date for your Career Day/Week/Vehicle Date

☐	Present your idea to your staff (teachers, office staff, support staff, custodians) 

☐	If possible, assemble a team 

☐	Write interest letters to community members, parents, staff

Two Months before your event

☐	Distribute letters, make calls, emails

☐ 	Donation Letters!!! Distribute letters, call for donations

Month before event

☐	Email/ Call presenters, staff and community members 
		-Reminder

☐	Set Welcome room (library, cafeteria, or classroom)

☐	Train student guides

☐	Create Welcome Posters, Guest Speaker Guide

☐	Create Master schedule with time slots, create teachers’ schedule

Two Weeks before event
☐	Confirm speakers and donations

☐	Assign guest speakers to classrooms

☐	Share plans with Admin, school staff including Yard Supervisors and Custodians

☐	Send Speaker Guide to presenters 

Week Before Event
[image: ]☐	Friendly reminder to guest speakers

☐	Share plans with staff

☐	update your student guides

☐	 Send flyers home 

[bookmark: _GoBack]☐	Name tags, folders for guide speakers
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