Heritage Fair Teacher To-Do Checklist 

	To Do
	When/Deadline
	Notes

	Attend  Heritage Fair Teachers’  Workshop
	You’re doing it!
	

	Register Class for Heritage Fair
	Due: 
	-on-line form for registering -Look at heritagesask.ca website for ideas under Heritage Fairs tab

	Pick date for school-level HF
	Start talking to people in Jan. 
	Talk to administration, office coordinator, caretaker, music/band teacher, etc. about room availability and school happenings (ex. music concerts, assemblies, etc.)
-talk to principal about sub coverage/teacher support the day of RF so you can supervise at RHF

	Talk to Teacher-Librarian, School/Community Librarian
	Topic choices form due 8 weeks before school fair
	-Inform librarians that student resources will be needed about certain topics. Discuss deadline for Student Topic Choices form                 

-Have students choose 2 topic choices, in case there are not enough resources for first choice

	Talk to principal, caretaker and office coordinator
	8 weeks before HF
	-Book school space (ex. gym, library, hallways)  

-Book extra tables/chairs if needed

-Talk to caretaker about using plug-ins and if there are any breaker issues                                                                      

	Letter to Families/Topic Choice Form
	8 weeks before HF
	-Inform families about HF date, expectations, Topic Choice form, when families are invited to come see projects

	Contact volunteer judges
	4-6 weeks before HF
	-Contact: retired teachers, board members, superintendents, church leaders, STA reps, trustees, teacher-librarians, community leaders, government leaders
-E-mail judges evaluation form before HF

-Want each student to be judges 2X min.

	Provide student rubric to students; start student process
	6 -8 weeks before HF
	

	Check plug-ins

	1 week before HF
	-Ask students who needs access to plug-in, students are responsible for bringing/labelling their own extension cords/media equipment

	Student Supervision
	3-4 days before
	-Get principal/VP to supervise students while at judges’ orientation

	Classroom viewing sign-up
	3-4 days before
	-Post sign-up sheet for classes to come and view projects for allotted times
-Remind students not to interrupt students when they are being judged; food at displays is not for students to eat or touch, it is for bribing judges!

	AM Announcements
	Morning of
	-Welcome to HF; Remind students about judges/food/etc.

	Set-up tables/chairs
	Day before/morning of HF
	-Students set up tables/chairs/backboards/multimedia
-Name tags for students

-Number each project clearly (to help judges find the projects they are to evaluate); make a note of students who do not have media release consent
-Reserve tables for those students needing access to plug-in

	Welcome/brief judges
	Morning of HF
	-Name tags for judges, clipboard or binders for each judge, pens, welcome sign to indicate where judges are to meet, copies of evaluation forms, hand-in box for forms, food/snacks, washroom locations, gather general feedback from judges about projects/evaluation forms/process, take pic of judges before they head out to judge

	Pictures of students’ projects
	Day of HF
	-Ask another staff member/parent to be in charge of this

	Thank you to judges
	Week after
	-E-mail judges thank you and the students chosen to go on to Regionals; ask for any feedback/suggestions

	Regional Fair Student Registration Forms
	Due: 
	-Regional Fair Coordinator will contact you about how many students your school can send to RF

-Approach appropriate students about RF date/commitment/expectations/willingness to participate
-Each student is in charge of registering themselves online 

-Provide each student an outline of the two days and what they need to bring (ex. supper not provided in the evening, lunch is provided during the day, bring snacks/water bottle, times to be dropped off/picked up, etc.) 

	Saskatoon Regional Heritage Fair
	Usually in May
	-Located at Western Development Museum in Saskatoon
-Teacher chaperone is expected

	Provincial Heritage Fair
	
	-Located at Government House in Regina
-Teachers are not expected to attend this


