PALOMARES WINTER PROGRAM


The flier for the Winter Program should appear in both the Palomares Post-It and PPTC newsletter at least 3 weeks prior to event and then 1 week prior to event. Fliers, signs should be posted around the campus as well.


Call Canyon Middle School and set up an appointment with the janitor AT LEAST ONE WEEK BEFORE the event.  Please go over the following:


Set-up- what is the earliest time we can get in to decorate, set-up?


Kitchen – ask to use the refrigerator to store punch 


Lighting needs- have janitor show you how to operate stage lights


Lunch tables – request they be folded and pushed against the walls


Chairs – found underneath the stage, need to be accessible


Music stands – request the number needed 


Risers – request the longer ones to be put on stage to accommodate our students


Garbage and clean-up requirements

SET-UP: 

  Need at least 10- 15 people, start at 2:15PM or earliest possible time per janitor

              PA system provided by the L’Heureux family

     CHAIRS


  Set up at least 300-350 folding chairs in front of stage


  Arrange in rows of 20 with a wide walkway down the middle (i.e. 10 chairs on 


  either side of the walkway)


  Ribbon off the first 6 rows for the school children to sit while waiting to perform

      DESSERT & BEVERAGES

  
  Arrange 3 long buffet tables end to end at the back of the auditorium


  Use a small table against the wall near the kitchen door as the coffee station


  Use a larger table in the back corner closest to the kitchen for the punch station


  Allow enough paper dessert plates, napkins, forks, hot/cold beverage cups for

  
  300- 350 guests. Have plates, napkins, and forks on the end of the buffet table 


  furthest from the kitchen.

      DECORATIONS


   Garlands can be found in the shed, bring library armchair


   Gladys Kong – small white lights, tablecloths for buffet table


   Jeannie L’Heureux – 2 punch bowls and ladles, artificial tree from school


   Eme Aqua- assorted holiday decorations for tables

REFRESHMENTS:


   Need 6 people to receive dessert items and stage them in kitchen and need 


   2 people to serve punch. Bring a few knives from home to pre-cut cakes.


   Bring extra platters from school to consolidate items, table space is scarce.


   Refreshments are to be served AFTER the entire program is over. May want to 

               keep items covered 


   Punch was pre-made by Gladys Kong and stored in the kitchen refrigerator. 


   Sherbet was used to keep it cold. DO NOT mix punch until program is OVER.


   Have small bottles of water on hand for those who cannot drink punch.


   Start 100-cup coffee pot around 5:45PM. 


   After program is over have guests start down buffet table on either side 


   beginning from the end furthest from the kitchen. This way they will end 


   at the beverage tables. 

SECRET GUEST:


   About 2 weeks before event, arrange to have Santa make a visit around 7:30PM 

  
   when the program is over. Bring library armchair from school for him to sit. 


   Provide a basket of candy canes for Santa to pass out to kids. 

CLEAN-UP:


   Need all the dads possible to put chairs back and take out garbage to dumpster 


   as well as sweep the floors. A crew of 20 can clean up in about 30 minutes.  

