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“HONORING THE TEACHERS” EVENT GUIDE
“Honoring the Teachers” TRC Coordinator:  Marsha Willis, 254.722.5620, marshawillis@mail.utexas.edu
PURPOSE OF EVENT
 “Honoring the Teachers” events are strategically planned to achieve the following objectives:

· recognize and honor participating teachers;
· Inform and engage policy makers, legislators, and state leaders in the program.  (This objective is a very critical and central objective! The “Honoring the Teachers” event at the Regional level and the TRC Annual Meeting at the State level, provide two unique opportunities to inform state legislators and policy makers about the significant role of the Collaboratives in improving the teaching and learning of science and mathematics in classrooms across Texas.);
· thank and REWARD corporate partners; 

· celebrate the regional collaborative partnership in the community; 

· acknowledge and ENCOURAGE support of administrators to teachers, and 

· publicize the program through media outlets in the region.
Event Planning Timeline
FOUR TO SIX MONTHS PRIOR TO THE EVENT
· Contact Marsha Willis to let TRC know you are planning an HTT event.
· Discuss with Marsha 2-3 dates that are good for the TRC Office. 
· Contact desired Keynote Speaker (State Senator and/or House of Representative Member) to check if any of the 2-3 dates will work for them to consider a commitment to attend.  If both Senator and House Member commit to attend, ask the Senator to be the Keynote Speaker, and the House Member to bring greetings from the House.  Share with legislators collection of images of previous HTT events (contact Marsha for copies in color or visit the TRC website) www.thetrc.org/trc/honoringtheteachers.html
· The TRC will contact the appropriate TRC corporate partner to inform them about the 2-3 dates which are being considered.
· After you secure the Senator and/or Representative commitment to attend on one of the 2-3 dates, contact Marsha to confirm the committed date.
· Start communicating with the Senator/Representative legislative aid to prepare Certificates of Commendation for the teachers from either the Senate or the House. (see sample on HTT Procedures link)  www.thetrc.org/trc/scienceprojectdirectorcorner.html
· Secure event location and approximate cost of the event. 
· Contact Marsha to discuss the funding source for the event and possible contribution from the TRC Office to supplement ESC and/or University resources in support of the event.
· The TRC will contact the corporate partner to confirm the date and attempt to get a commitment from a corporate representative to attend and bring greetings at the event. 
· Contact other VIPs to inform them of the confirmed date (University President(s), Provost(s), ESC Executive Director, School Superintendents, etc.) and ask them to bring “Welcome” and/or greetings and remarks.
TWO TO FOUR MONTHS PRIOR TO THE EVENT

· Consider any gift to be given to teachers.  If items need special printing (like logo on bags, cups, plaques, etc), get appropriate file formats for printers located on the HTT Procedures link.
· Make sure you use the complete TRC title and correct logo on all printed materials.
· If sponsor is a TRC Corporate Partner, get sponsor’s logo and appropriate directions for use and printing from Marsha.
· Generate invitation (See sample in HTT Procedures link - make sure to include RSVP and sponsor logo). www.thetrc.org/trc/scienceprojectdirectorcorner.html
· Prior to printing, email a draft invitation to Marsha for review.
· To insure attendance by the Keynote Speaker and other VIPs, communicate regularly (every week or every two weeks) with the Keynote Speaker’s office and other VIPs. Communication subject may include FYIs, phone calls, emails or other correspondence about VIPs that confirmed attendance, the number of teachers who will be present, the districts that the teachers represent, especially the district of the Keynote Speaker, etc.   
ONE TO TWO MONTHS PRIOR TO THE EVENT

· Mail invitations

· Provide a list of teachers to be honored with the TRC Certificate of Achievement for 105 hours of Professional Development in Excel spreadsheet provided in HTT Procedures link. www.thetrc.org/trc/scienceprojectdirectorcorner.html  Make sure all names and titles are correct.  (see sample at the HTT Procedures link)  
· Please provide the name of authorizing official at your institution who will be signing the certificates such as the University President, ESC Executive Director, ISD Superintendents  The TRC will print all certificates and return them to you for official signatures.
· Select lunch/dinner menu at event location.
· Secure video and photography to document the event (use University, ESC, or School District Media Departments as appropriate).
· Develop sample Agenda/Program. (Please see sample Agenda/Program at the HTT Procedures link)  Make sure you feature Corporate Sponsor(s) logo(s). Upon completion send draft of program to Marsha for review.
· Confirm with Marsha that Dr. Jbeily will speak about the TRC statewide activities as outlined on the program; and what other TRC staff members may be attending the event.

SEVEN TO TEN DAYS PRIOR TO THE EVENT

· Re-confirm Keynote Speaker (s) and other VIPs attendance.
· Finalize RSVP list.
· Print name tags for confirmed attendees (as appropriate).
· Assemble gift bags/folders; frame certificates.
· Confirm lunch/dinner count with event location.
· Plan audio/microphone for speakers.
· Re-confirm photography and video recording.
THREE DAYS PRIOR TO EVENT

· Obtain final confirmations of Keynote Speaker, and other speakers and presenters.  Finalize the names of teachers and their districts, edit all agenda and program materials carefully.
· Print Agenda/Program.
· Continue printing name tags of late confirmations (as appropriate).
· Rehearse the agenda sequence.
DAY OF EVENT

· Transport to event location the framed certificates (organized in alphabetical order), gift bags, name tags, camera, camcorder.
· Decorate the facility as needed.

· Welcome guests, enjoy dinner and make presentations.

WEEK AFTER EVENT

· Send a CD of photos to Marsha.
· Post an event follow-up. Send an electronic copy of final invitation and agenda to Marsha
· Write letter for appropriate funds.  (Sample letter located at the HTT Procedures link)

Materials available at the HTT Procedures Link:

· Sample Certificate of Commendation from the Texas Senate or House.

· TRC logo in appropriate file formats for printing

· Sample invitation

· Excel Spreadsheet for teachers first and last names (needed to print certificates)

· Sample agenda/program

· Sample letter to request payment to sponsor event

HELPFUL HINTS

· Have fun planning this event for your wonderful, hard working teachers.

· Do not schedule your HTT event when the Texas Legislature is in session. Your Senate or House Member will probably not be able to attend.
· Make sure you plan for all aspects of the event.  Questions to be thinking about:


Will you take group photos of teachers?



Will each teacher have an individual photo taken while receiving the certificates?



If more than one certificate is given, who will be presenting them and what is the order of presentation?



Who will introduce your VIP guests to the official photographer? 



How will you inform your teachers about the formality of the event, and what type of attire is 



recommended?
· Do use the sample materials at the HTT Procedures link.  They are there to offer you guidelines as you


plan the layout of your invitations, and agenda/program.

www.thetrc.org/trc/scienceprojectdirectorcorner.html
· Use the “Honoring the Teachers Planning Checklist.”  It will help you keep organized with all your planning.

“HONORING THE TEACHERS” PLANNING CHECK LIST

	Collaborative Name


	

	Project Director Name


	

	Event Date


	

	Event Location


	

	INVITED/TARGETED KEYNOTE SPEAKER: 

Senator/House of Representative Member 
	


CHECK LIST 

	Item
	Due Date
	Done

	Contact Marsha Willis about dates
	
	

	Contact guest speaker
	
	

	Contact other VIPs
	
	

	Secure event location
	
	

	Gift for teachers
	
	

	Create invitation
	
	

	Email sample invitation to Marsha for review
	
	

	Email teachers’ names using the EXCEL file to Marsha
	
	

	Choose lunch/dinner menu
	
	

	Secure video and photographer
	
	

	Create agenda/program
	
	

	Email agenda/program to Marsha for review
	
	

	Contact Marsha about Austin TRC greetings
	
	

	Confirm VIPs attendance
	
	

	Print agenda
	
	

	Print name tags
	
	

	Assemble gift bags
	
	

	Confirm dinner count with event location
	
	

	Frame certificates
	
	

	Provide Marsha all video and/or photographs
	
	

	Write and mail letter to request funds.  Send to Marsha
	
	

	Email final invitation and agenda/program to Marsha
	
	


