4th Annual

Triangle Town Center Career Fair

Document of Understanding

This Document of Understanding (DOU) lists the criteria for participation.  A signature from the school’s Career Development Coordinator (CDC) signifies agreement of the following

PRE-EVENT:

1. The CDC, or designate, will attend the planning meetings.

· Thursday, May 11, East Millbrook Middle School

· Monday, June 12, East Millbrook Middle School

· Wednesday, August 23, Wakefield High School

· Wednesday, September 13, East Millbrook Middle School

· Wednesday, October 4, Triangle Town Center

2. Each CDC will be on a committee

· Attend committee meetings

· Only the Volunteer Committee will be responsible for assignments of volunteers

· Only the Logistics Committee may make/change table assignments

· Each school is to provide a portion of the Hospitality Room refreshments

3. Each CDC will recruit a minimum of 5 businesses to participate

· Send Space Reservation Form to nominees

· Follow-up with businesses

· Be contact person to answer initial questions

4. Each CDC will participate in the mall set-up on Wednesday, October 25.  Bring your Hospitality Room refreshments.

5. Student Preparation

· Only students from grades 8-12 will attend

· Discuss use of the student handout

· Discuss professional dress requirement.  

· Non-compliance of dress code disqualifies student attendance

· Discuss possible media exposure in reference to behavior

· Discuss terms such as career pathway, global economy, criminal background check, credit check, internship, apprenticeship, etc.

DAY OF EVENT:

1. Logistics:

· Bring only the number of students agreed upon

· Enter via assigned school entrance—2nd floor entrance by California Pizza

· Follow the directions of the ROTC Navigators

· Chaperones are to monitor student behavior at all times.

· Enforce the “no shopping” criteria for students and chaperones

· CDCs introduce themselves & thank businesses for participation

· Arrive and depart at assigned times:

	TIME
	SCHOOL
	COMMENT
	#’s

	
	
	
	

	8:30  - 1:30 pm
	Wake Forest ROTC
	
	

	
	
	
	

	9:00 – 10:30 am
	Sanderson HS
	
	

	
	Millbrook HS
	
	

	
	Wakefield High (lunch)
	Lunch
	45

	
	
	
	

	9:30 – 11:00 am
	Wake Forest-Rolesville HS
	
	

	
	Dillard Dr. MS (lunch)
	Lunch
	27

	
	Mt. Vernon MS
	Lunch
	25

	
	Leesville Road HS
	
	

	
	Garner HS
	Lunch
	

	
	East Wake MS
	
	

	
	Centennial MS
	Lunch
	200

	
	Knightdale HS
	Lunch
	50

	
	
	
	

	10:00 – 11:30 am
	Wakefield MS
	Lunch
	100+

	
	West Millbrook MS
	Lunch
	170

	
	Zebulon MS
	Lunch
	300+

	
	Carroll MS
	Lunch
	250

	
	
	
	

	10:30 – 12:00 pm
	Southeast Raleigh HS
	Lunch (noon)
	30

	
	East Wake HS
	
	

	
	EW School of Health Science
	
	

	
	Durant Road Middle
	Lunch (noon)
	125

	
	
	
	

	11:00 – 12:30 pm
	Wake Forest-Rolesville HS 
	Lunch (12:30)
	150

	
	Martin MS
	
	

	
	Raleigh Charter HS
	
	

	
	
	
	

	11:30 – 1:00 pm
	East Millbrook MS
	Lunch (11:00)
	120

	
	Wakefield High
	Lunch
	45

	1:00 – 1:30 pm
	Breakdown
	
	

	
	
	
	

	1:30 pm
	Organizer Debriefing 
	
	


POST EVENT

1. CDCs are to remain at the TTC and attend the debriefing meeting held immediately at after the conclusion of the event.

2. All CDCs participate in clean-up:

· Table tent cards are to collected and saved for next year

· Throw away paper

· Collect exhibitor evaluations and pencils  

I hereby understand my role and responsibilities to ensure the quality of this event.

CDC Signature:  _________________________   Date _____________
School:  ____________________________________________________
