ta CRS Prep schedule

PREPARE:  3 weeks ahead of time

Team Leader:

· confirm CRS date with the school

· select a date and Team Members to hand out the CRS packets to the TAs during lunch 1½ weeks before the CRS

· send a memo to all the teachers about the CRS day, with a TA student list, and a list of which freshmen classes & blocks which will be hosting CRS’s that day

· e-mail this info to the Team

· communicate with your Team the following responsibilities:


Team Member in charge of Trainings:

· secure date, time, & location for Training

· secure date, time, & location for Breakfast Huddle (if you have time for one)
· plan out refreshments for Huddle

Team Member in charge of Communication:

· e-mail the TAs to remind them of the CRS date coming up and to let them know which day Team Members will be at lunch to hand out their CRS packets

· can call or email  Moderators  to remind them of their important role as moderators
Team Member in charge of Scheduling:

· make the master schedule for the CRS day (remember diversity), assigning the TAs to the different freshmen classrooms and lining up Adult Listeners for each class

· e-mail that master schedule to the rest of the Team to review, suggest changes, etc.

· after reviews & suggestions come in, update schedule and e-mail finalized version to the Team

Staff Member:

· make copies of finalized version of the master schedule for each TA

· make copies of Breakfast Huddle reminders for each TA
· gather copies of the CRS guide for each TA
· assemble all this into CRS packets for each TA
· label each packet with the TAs’ names, so you’ll know who did & did not get theirs
· prepare for training 
HANDOUT CRS PACKETS:  1½ weeks ahead of time
Team Leader:

· confirm with Team Members who will hand out the CRS packets to the TAs during lunch

· have them hand-deliver the CRS packets to each TA during lunch
· afterwards, figure out how to get CRS packets to those students who did not get theirs

TRAINING:  sometime prior to CRS day

Team Member in charge of Trainings:

· set-up the Training location: unlock doors, arrange chairs & tables, etc.

· set out refreshments, cups, ice, paper products, etc.

Staff Member:

· train for the CRS using the Training template

Team Member in charge of Scheduling:

· make changes to the master schedule as necessary for no-shows
· coordinate those changes with all the Moderators at the end of the training
BREAKFAST HUDDLE:  on the morning of CRS day

Team Member in charge of Trainings:

· set-up the Breakfast Huddle location: unlock doors, arrange chairs & tables, etc.

· set out refreshments, cups, ice, paper products, etc.

Staff Member:

· train the TAs for the CRS using the Breakfast Huddle template

Team Member in charge of Scheduling:

· make changes to the master schedule as necessary for TA no-shows
· coordinate those changes with all the TAs at the end of the training
CLASSROOM SESSIONS:  throughout the day!
Team Leader:

· oversee & manage both your Team & the TAs throughout the whole day

· trouble-shoot as needed throughout the day

· TAs present CRS throughout the day at your school!
· Team Members and other trustworthy adults monitor the CRSs throughout the day.
