Ribbon Festival Jobs 

	Registration Manager 
	Workshops Manager 

	Scheduler 
	Tests Proctor 

	On-Site Manager 
	Ribbon Festival Chair 

	Break Room Manager 
	  


  

1.    Registration Manager 

a. Prepare registration packet 

i. (work with Workshop Coordinator for workshops info) 

ii. (work with Tests Proctor for test info) 

b. Submit Opus and Yearbook Announcements 

i. Yearbook due by August 

ii. Opus announcements for September, October, November, January 

c. Collect registration forms and deliver to Scheduler. 

d. Attend chapter meetings and make announcements. 

i. Answer questions from chapter members regarding the festival. 

ii. Let new members know what the festival is about. 

  

2.    Scheduler 

a. Arrange for data entry 

i. Lots of students need volunteer hours; they make good minions… 

b. Computer work: 

i. After data entry: 
1. Determine workshop schedules 

2. Assess recital needs 

3. Assess Scale Olympics needs 

4. Plug data in to Set Up screens 

5. Run scheduler 

6. tweak as needed. 

c. Work with On-Site Manager: 

i. Inform of: 

1. Piano needs (recitals, Scale Olympics, ET) 

2. Harpsichord needs 

3. How many ribbons to order for each category 

d. Work with Tests Proctor: 

i. Inform them of how many tests are needed and at what levels. 

e. Work with Break Room Manager 

i. Give them a list of registered teachers and their contact info. 

f. Print schedules and assemble teacher packets 

i. Mail out by one month prior to event. 

g. Handle schedule change requests 

h. Print score cards and master schedules 1-5 days prior to festival. 

i. Deliver to On-Site Manager 

  

  

3.    On-Site Manager 

a. Arrange for church rental 

i. Sign rental contract 

b. Arrange for event insurance 

i. See www.mtna.org 

c. Submit check requests to chapter treasurer for: 

i. Church rental 

ii. Church damage deposit 

iii. Instrument rental (Kennelly Keys) 

iv. Harpsichord rental (Jack Peters) 

d. Coordinate instrument rental with Kennelly Keys. 

i. Get instrument requirements from Workshop Coordinator. 

ii. Get piano and test requirements from Registration/Scheduler. 

e. Arrange harpsichord rental with Jack Peters 

f. Order ribbons by six weeks prior to event. 

i. Get numbers from Scheduler 

g. Submit room set-up request to church at least three weeks prior. 

i. Get room set-up requests for workshops from Workshops Manager. 

ii. Use previous year’s set-up instructions for all other recital/test/Scale Olympics rooms, etc. as a guide. 

h. Get tests from Tests Proctor. 

i. Coordinate with teachers in charge of set-up for: 

i. Resources (Workshops Manager) 

ii. Tests (Tests Proctor) 

iii. Workshops (Workshops Manager) 

iv. Staff Break Room (Break Room Manager) 

j. Hang signs the day before the festival.  (Line up volunteers to help with this) 

k. Arrive 90 minutes before festival start time; 
i. Set up signs at road and on sidewalk 

ii. Set up Registration 

iii. Hand off any supplies for set –up for: 

1. Resources, Theory, Workshops, Scale Olympics 

l. Circulate during Festival to ensure things run smoothly.                            
m. Work with church staff to handle doors getting locked/unlocked, etc. 

i. Church staffer will provide cell numbers for janitor and herself, and be onsite all day. 

n. Coordinate tear-down 

i. Assign or do the following tasks: 

1. Count leftover tests (and record) 

2. Count leftover ribbons (and record) 

3. Take down all signs and 60-second challenge certificates 

4. Shred Theory tests, if using WSMTA Musicianship Exams 

5. Fold up tablecloths 

6. Pack everything in bins 

7. Make sure rooms are emptied of our stuff 

8. Make sure harpsichord is packed off with Jack safely 

9. Let church staffer know when we’re outta there. 

4.    Break Room Manager 

a. Get list of teachers registered from Scheduler, along with contact info. 

b. Contact the teachers and ask each to sign up for a contribution to the break room. 

i. Aim for a balance of foods, so that it’s not all sweets or veggie trays, etc. 

c. Be sure to have: 

i. One person bring paper goods (napkins, cups, silverware, plates) 

ii. One person bring coffee & tea service 

iii. A case of bottled water 

d. Make sure On-Site manager knows the room set-up request for break room. 

e. Arrive an hour before festival to set up break room. 

f. Deliver bottled water to each workshop teacher in their classroom. 

g. Make sure that break room is broken down and cleaned up at end of festival day 
i. This could be assigned to a participating teacher not on the committee if needed. 

5.    Workshops Manager 

a. Recruit workshop teachers (6-9 per year) – try not to repeat too many classes from previous year, but repeat classes every 2-3 years. 

b. As soon as On-Site manager has a firm date from the church, confirm with workshop teachers. 

c. Ask for their requirements: 

i. How many students per session? 

ii. How many sessions? 

iii. Sorted by age/level? (Both is possible, but makes scheduling difficult) 

iv. Special space/seating/equipment requirements? 

v. Instrument needs? 
1. Do we need to rent instruments? 

a. How many? 

b. From the instructor or Kennelly Keys? 

vi. Will they bring stuff for the resources table? 

1. If they know what they’re bringing far enough in advance to have it announced in the Opus or the registration packet, get that info to the Registration manager. 

2. Make sure they provide a price list (tax included) 

3. They need to bring an envelope with their name and price list on it for checks to be put in, along with their stuff. 

vii. Volunteer needs?  How many helpers per session/set up/tear down 

viii. Discuss payment 

1. In the past, we’ve paid $45/hr. 

2. Some instructors have their own pay scales.  If so, ask if they have a non-profit or educator discount. 

ix. Coordinate with schedule manager.  
1. Get class schedules to workshop teachers. 

2. Make sure they have maps and their room assignments. 

a. Also make sure they know that we’ll feed them lunch. 

3. Make sure they have volunteers assigned to them. 

4. For new volunteers – make sure they know what they’re to do. 

x. Coordinate with on-site manager: 

1. Inform of classroom and equipment needs for all workshops 

xi. Submit check requests for workshops to treasurer 

xii. Prepare “Thank You” notes for each workshop teacher with check inside. 

1. Deliver to each teacher at festival. 

6.    Tests Proctor 

a. Locate tests for Ribbon Festival. 

i. Options:  Scale Olympics, Theory, Ear Training, Rhythm, Sight Reading 

ii. Previous year’s tests are fine. 

b. If tests are new, create or locate instructions for teachers to use while preparing students for the exam. 

c. Locate/create instructions for teachers giving the exam. 

d. Coordinate with Scheduler: 

i. Call each new teacher and walk them through the tests. 

ii. Find out how many of each test is needed 

1. Print/copy needed exams 

2. Deliver to On-Site Manager before the festival. 

7.    Ribbon Festival Chair 

a. Coordinate with all RF committee members to oversee the festival. 

i. Arrange for any necessary strategy meetings. 

b. Track the finances. 

i. Submit finance report, sign off on check requests. 

c. Keep a timeline of deadlines and double check to make sure tasks are done on time. 

d. Answer questions from chapter members. 

e. Make judgment calls on issues that arise. 

f. Be on-site at Ribbon Festival to assist On-Site Manager. 

