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         Timeline

District KV Coordinator/Social Studies Coordinator 

Winter/Spring:

· Communicate with district administrators (see Kids Voting Coming/Facts About KV).
· Recruit a district volunteer coordinator (see District Volunteer Coordinator Responsibilities).
· Communicate with principals. 

· Assist the volunteer coordinator in communicating with parent groups and obtaining a firm commitment before school is out as to which precincts they will adopt in November. 

· Recruit school ambassadors to act as liaison to transmit KV information to school staffs. 

· Organize/choose lessons for grade levels (possibly with district social studies committee) and distribute them (see Suggested Lessons).
· Find a teacher to work with and organize student volunteers at the high school level.  (see Attention High School Clubs).  Student groups/clubs can adopt precincts and be an extra pool of volunteers for those precincts needing more volunteers. 

· Encourage staff to attend Kids Voting training.
Summer/Fall:

· Follow-up with principals and teachers.
· Assist volunteer coordinators as needed.
Principals 

Winter/Spring 

· Communicate to the faculty that the district is involved with Kids Voting - faculty orientation (can use videos on web site).

· Communicate with parents and recruit volunteers (see Parent Letter/Newsletter Insert).
Fall

· Get the voting message out to parents/students (see Kids Voting Coming/Facts About KV).
· Promote classroom/school wide voting activities.
Volunteer Coordinator  

LateWinter/Early Spring

· Recruit Volunteers.

· Be in touch with parent groups at each school and get a commitment from them as to which precincts they will adopt for November.  Suggest they have a committee sign up in the fall for volunteers at the polls.  (Use Adopt a Precinct booklet).
· Work with high school(s) to determine which students organizations/clubs will adopt a precinct and be a pool of volunteers for those precincts that need help  (see Attention High School Clubs). 
· Once a precinct is adopted, have the group identify a Precinct Captain and obtain their contact information.  Provide captain with the Welcome Precinct Captain letter and an Adopt a Precinct booklet.

Summer 

· Recruit community organizations to adopt remaining precincts (see Adopt A Precinct Recruitment).
· Have precinct captains make a site visit in the early fall to obtain permission from the local site and ask them for a separate room to set up Kids Voting.  Ask them to provide two or more tables and some chairs.  Some polling sites have special restrictions.  Have them report this information to you so you can keep a master list.

Fall

· Communicate with precinct captains/schools and provide assistance as needed.
· Participate in training of precinct captains in late September or early October.

· Remind precinct captains to communicate with their precinct Election Judge in early-October to introduce themselves and assure them that Kids Voting will not interfere with the actual voting.

· From your precinct captains, obtain a list of volunteers at each precinct including name, address and phone numbers.  Have captains send the list to you (District Volunteer Coordinator) and to the Election Judges.
· Election Night – be at Election Headquarters for your district and handle requests from polling sites.
· Election Night – collect ballots dropped off mid-way through the night and work with a volunteer team to check that ballots were completed accurately.
· End of Election Night – help collect, organize all supplies.  Deliver or have someone deliver supplies to District Headquarters.
Teachers
Spring

· See list of suggested lessons and go to Kids Voting website to access lessons. 

· Participate in orientation of program.
· Current events - discuss primary elections.  For more information go to www.kidsvotingsoutheastpa.org
Summer

· Look for KV staff development opportunities.  

Fall 

· Go through a student registration process.
· Teach at least 3 Kids Voting lessons (as per your district).
· Show and explain the ballot (ballot will be on website).
· Participate in classroom/school wide voting activities - this is highly recommended as not all kids will be taken to the polls by their parents.
· High school students will vote at school.
· Encourage children to go to the polls on Election Day.
· Debrief Kids Voting experience.
· Do Kids Voting follow-up lesson.
· Remainder of the Year:  incorporate Kids Voting lessons appropriately according to your curriculum 

Community Relations/Public Information Officers
Spring

· Promote/advertise any voting activities done in classrooms for the primary elections and share with Kids Voting any internal publications where Kids Voting is included.   Possibly include any information on district and/or school web sites.

Summer

· Get the message out about Kids Voting in summer district newsletter.
· On the November page of the school calendar, place Kids Voting graphic and times kids can vote on Election Day with a possible note to encourage parents to take their kids to the poll.  If your school/district has KV photos, you may want to include these in the calendar.

Fall

· Promote/advertise any voting activities done in classrooms for the general election and share with Kids Voting any internal publications where Kids Voting is included.   Possibly include any information on district and/or school web sites.
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