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A TBL School Leader … 

· Ensures the students within their designated school receive a consistent and fulfilling experience.
· Maintains the relationship between the full-time teacher and TBL

Incremental time commitment is minimal, but this role is key to why we are invited back to teach each semester. 

School and teacher relationship management

· You will be the point person between that school and TBL for teacher feedback and suggestions 
· The full-time teacher will be a great resource for feedback and understanding the school and your students. Please be cordial and keep him or her involved (i.e. introduce yourself on the 1st day, follow-up after class, etc.)

Curriculum guidance

· Provide advice and suggestions for TBL Volunteer Teachers
· Be aware of the general pace and direction of the curriculum within that school (i.e. to prevent repetitive teachings).
· Keep track of the student surveys and waivers.
· Make sure all TBL Volunteer Teachers in your group are on the same page with TBL Volunteers 

Student projects: “News & Views” and Business Plan
· Offer general guidance topics to cover and be aware of the overall progress of the student projects. This may require reviewing the following week’s lesson and splitting the sections (if necessary) for certain volunteers to tackle.
Communication with the Management Team:

· Set up one mid-semester call with teacher and Volunteer Program Coordinator/TBL Program Director 
· This call would include details about the progress of the semester, any relevant updates on any volunteers, notable concerns/recommendations on the curriculum, student participation, etc. The Volunteer Program Coordinator/Program Director will be setting up these calls with you.
· Participate in TBL Management Call at least twice during the program. You will receive information on these calls once the school year begins.
Guest Speaker Event:
Once a Guest Speaker (GS) is chosen for the school, you will be carbon copied on all communication sent to the GS by the Volunteer Program Director confirming the exact time, date, and location. The final e-mail will be sent out by the School Leader which will include more details about the school, where to meet him/her, the audience type, provide personal contact information (cell phone #), etc. As the School Leader, you must attend the GS Event.

Volunteer management 

· There will be about 5-10 volunteers that you will be responsible for in your school group 
· It is the responsibility of the School Leader to ensure that all TBL Volunteers prepare and review the material covered in the lesson plan as a group (via a conference call, E-mail, group meeting, etc.) before teaching their scheduled class. For the alternating group, please ensure that the seasoned volunteer takes the lead to coordinate meetings with their respective volunteers to prepare the instruction of lesson plans before class.  
· Attendance is your responsibility. If someone is unable to make the class, find a substitute from your school group. If you cannot find someone within your school group that is able to substitute, please escalate to Tina (tina.p.shah@jpmorgan.com and tina.shah@tomorrowsbusinessleaders.org) 
· Maintain an open line of communication with your school group. 
-Although not mandatory, previous TBL School Leaders have held bi-monthly calls or organized drinks with their School Group
-Ensure that all volunteers are making their best attempt to attend all classes. If there is a problem with attendance, it would be the responsibility of the School Leader to inquire and determine if a volunteer is not upholding their duties/responsibilities as a volunteer. At such time, the TBL Volunteer Coordinator and Program Director should be contacted as well.
· Requirement:

(1) Class summaries: Kindly request that one volunteer from each class send you a consolidated class summary within 2 business days from teaching, after which you can send an E-mail to all volunteers about the class session from the day. 

· This e-mail/class summary should consist of the following:

a) Overall impressions

b) What was taught

- Lesson plan
- Company update
c) Suggestions/feedback/anything you would like to note

(2) Take attendance: Please track for each class (1) the number of students who attended and (2) which TBL volunteers led the class session. In addition, please include names of students who were assigned to bring in a “News and Views” article and any survey results.
(3) Once the above information is received, consolidate this information to send to all volunteers before class each week and be sure to CC: volunteer@tomorrowsbusinessleaders.org.  This E-mail should including the following:

- As mentioned, include class summary to inform next week’s volunteers about what happened in the previous class, especially if they are on alternating schedules 
- Names of volunteers who will be teaching next week and remind them to notify you promptly if they cannot teach
- Guidance on how to split up the class (if necessary)
- Remind volunteers to bring in a back up article for “News & Views,” in case the assigned students do not bring one in
- Any housekeeping items (such as reminding volunteers to print and distribute waivers, surveys, etc,)
***First Day Class Tips to send Volunteers before the first day of Class***
Be energetic - Students will feed off your enthusiasm.  Lecture as little as possible, and interact as much as possible. Walking around the room will also hold their attention.

Be on-time - Remember those high school days? When the bell rings, class starts - never a second too early or too late. To prevent tardiness, arrive 5-10 minutes early.

Be prepared - Students see you as a role model, and your confidence will be noticed. Sometimes the lesson plans have class exercises that you will likely stumble through if you try to wing it. And, please make sure you coordinate the lesson plan with your partner teachers before class.   

Teach by example - Often times, the easiest way to get an idea across to your students is to use an illustration. We have tried to include many helpful examples in the curriculum, but feel free to make the lesson your own!

Teach until the last second - If you think you may run out of material, have a back-up class activity or discussion in mind. 

One last note: it is not your job to discipline the students! This is the teacher's responsibility. 

Have fun! You'll usually find yourself enjoying it, but always remember that TBL should be interesting and rewarding for both students and volunteers.

Along with sending out this E-mail to volunteers prior to the first day of class, be sure to send them the updated curriculum and remind them to bring business cards. 
You will be receiving a master list of all the school leaders, who will be in your school group, and information about your school from Tina before the semester begins. After that, you will be running the show! Good luck![image: image1.png]



