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1. Before the workday
· Get administrator approval for the work day
· Talk to the administrator/ appropriate school staff to ensure the restrooms and water will be accessible in the school building for volunteers.  
· Promote the day: Get the word out with emails, signs in the garden, and/or personal invitations.  Be sure that your outreach method reaches the group you are looking to participate. 
· Set a rain date. 
· Order and place all materials (including tools) at the site before the work day.  If materials need to be prepped (wood cut, signs primed, etc…) do this ahead of time too. 
· Depending on the nature of work to be completed, secure some skilled volunteers to operate drills, saws, etc… 
· If possible involve students in the planning of the work day, students can help create pamphlets, and even organize other students to participate. 
· Take “before” pictures of the garden so you can document the hard work of your volunteers. 
· Create a work day agenda. A sample work day agenda can be found at the end of this document.
2. During the work day
· Arrive early to set up
· Have students greet volunteers as they arrive at the garden and had out the agenda
· Introduce yourself, the team, and provide an overview of the garden.  
· Divide up into smaller workgroups that are appropriate for the work needed.  
· Take many pictures of people working and the progress made.  
· Provide snacks if the work day is more than a few hours and be sure to have planet of water on hand.  
3. After the work day
· If you planted, make sure everything is watered. 
· Account for, return, and clean all tools. 
· Take some after pictures.
· Brag about what was accomplished to the school and community.  
· Thank everyone, if possible include before, during, and after pictures (post on flickr for example). 

		Sample Work Day Agenda
Below is a sample work day agenda that can be adapted to your specific project.  

11:30am Work Day Coordinators arrive
11:30am-1:00pm Set-up for work day
1pm-1:10pm Volunteer group arrives, check in
1:10-1:30pm Work Day Coordinators lead tour of garden
1:30-1:50pm Introduction of projects, splitting up volunteers into groups/project areas
2pm-3:45pm Volunteer group at work 
3:45-4:00 Break and snack
4pm-4:15pm Wrap up, final discussions, Q/A possibly a Raffle? 
4:15pm Volunteers Leave
4:15-5:00 Work Day Coordinators clean up and assess progress
5:00 Work Day Coordinators leave 
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