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Coordinator Checklist

Extra, Extra Read All About It Thanks

Top Hat of Thanks
(Whole School Thanks)

Request of Parents Template

Printable Thank You Notes

Coloring Page

The Cat's Meow Presentation

Social Media Posts/Instructions

The Speakeasy Scoop

All That Jazz Messages

Bee's Knees Care Kits

Templates
Water Bottles & Chocolate Bars

Posters

Awards
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Planning & Coordination
5 the Custodian Day [

Schedule date and time for

presentat'\on

. Decide appreciation day activities
. Work out logistics for activities and presentation ( Marketi
. Ensure custodial staff are invited and available to eting, Media &
attend. ™ » Post promoti Documentatio
. Determine any special guests to invite - Faceb Ional message on n
. Askthe principal to say a few kind words at the ' T 00k page (before th Seplele]
resentatio - lake photos/vide & event)
_ Decide if a meal will be provided o Decorat os of.
. Coordinate with PTO/community group if - ations
applicable reparation
- . Send reminders to all helpers and food donors o Presentation
o Decorations & Theme Setup Include photos with h
~ Create and post sighs and posters onorees
. Decorate custodian door P
. Put up marquee message ost-Ev
o ent (Required Report:
Care Kits (Bee’s Knees Theme) Ost at least 5 photos/yi porting)
_ Collect items for Bee's Knees Care Kits on: os/videos and a s
" Print labels and affix to water bottles and candy o Sch AR
ool page

o Utrust
Awards & Eligibility App

- Upload t
o the A
PP up to .
notes for award considerjc'Emprec}zmoh
ion

bars
. Assemble Care Kits
. |nsert thank-you notes into Care Kits

& Execution )
- Compile '
a short highlight video and sh
share

4 before the event
ace for students etc.). with ho
! Norees (O .
ptional)

student movement

Presentation Prep
. Setup presentat'\on are
f trash cans, Sp

and behavior during the activity.
kits (students Or

e “Thank You Toss’ activity

ft frems/bean bags)-
(who tosses, who

staff).
. Secure materials forth

(trash cans Or bags and SO
. Plan student participat\on roles
helps, where they stand)-
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DUR CUSTGD]ANS ARE Around Our school!

Tipped & Thanks Bus

custodian’s door and create the look of a 1920s newspaper front page.

Extra, Extra ke

All About It....

Create an “EXTRA!I EXTRA! Read All About It!" door display to honor the

custodians.

Gather large sheets of white, cream, or light gray butcher paper to cover the

Add simple black lines or borders to resemble newspaper columns if desired.
Create a bold headline at the top of the door that reads:
. "EXTRAIEXTRA!I READ ALL ABOUT IT!”

Add a subheadline underneath such as:
. “Our Custodians Are the Bee's Knees!” or
. "“Top Hats Tipped & Thanks Buzzing All Around Our School!”

Cut out black top hats from construction paper to serve as the main
“headline stories.” These will hold longer student thank-you notes.

Once the notes are complete, arrange the top
hats across the middle of the door like newspaper
articles. Leave space so all notes are easy to read.

Add optional newspaper-style sections near the
bottom of the door, such as:

. Custodian Daily: Keeping Our School Clean,
Safe, and Running Smoothly

. Top Story: Custodians Help Our School
Shine Every Day!

. Student Quote: "I like coming to school

because it's clean.”

Top Hats

for fixing §
ﬂ'\mgs when §
they break.

Finish the display with a simple footer or label

. such as:
. "“Top Hat Thanks — Big News!"
. us sare!

When complete, the door will look like a
front-page newspaper filled with good
news, celebrating the custodians with
student voices, gratitude, and Roaring
1920s flair.

Clean, Sufe, a D Schoat hi
l'-;.unnring Sy

i Az BIG THANKS |
L ToP ““tTHANKS ; J:‘ Buzzing with Gratitude!
== Big Mews! 5‘

( STUDENT QUOTES
N DALY TOP STORY b = 2
ISTODL AN TRALL e
Cusiy yar Sehool Custodians H;;lpm| L\;w i ‘
Keeping (r - e
o
sothly”
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TIP YOUR JAT |

. Provide top hat-shaped thank-you note 5

templates, along with pencils, crayons,

markers, and pens. Students may also write

their notes on plain paper if they prefer.

. Encourage students to draw a picture and use

the prompt “I tip my hat to you because...” to

thank custodians for keeping the school clean,

safe, and welcoming.

ure of e Custodians

Draw a Pich




Ask parents to get involved by helping their child write a heartfelt note about the honorees
to include what they like about them and what they appreciate about them.

You can either send an EMAIL attaching the note template or you can PRINT
the letter provided and the note template to send home with your students.

EMAIL TO PARENTS TEMPLATE - Copy and paste the message below into an email

New message
« >0 Q

To.. Parent
Help Your chil

d Write a Note
Subject...

y

On
e jan usi ched template.
- d write heartfelt note t0 a custodian using the atta
ild write
gC:(;\to write a note to them a well.

|
tion and honors them too!

Please help your
you are encoura

' (ia
This helps teach kids the importance of appre

-
please return notes {0 the school by

day very specid !

_Thanks for making this

Sincerely, [Your Name]

OPTIONAL:
Print the next page to send a note home with

the student instead of sending an email. j
Be sure to fill out the dates in the blank spaces.

CUSTODIAN

APPRECIATION DAY 26
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THANK YOU!




|. WELCOME + INTRODUCTION
Coordinator (or Chosen MC) Script:

+ “Extral Extral Read all about it! .
+ We have some very important news 4. CABE KIT PRFSENTATION e
today!” (Pause for attention) Coqrdlna‘tor S'crlpt: ' oo’
« ‘Today is a very special day! We are here » "Extral Extral More good news! Ve i
to celebrate our custodians — the have a _spegal surprise for our 4Py
people who help keep our school clean custodians! C
and safe every day. . L
+ They help us have clean floors, empty Option A: Student Helpersl o i
trash cans, and happy classrooms. (Select a few students ahead of time) o0
. Let's give them a BIG clap!” (Pause for » "Friends, come help me pass these o M
clapping) o, s
+ "Today, we' ing t THANK YOU . . )
wi”(t)h ?ﬂ\j\r/weg:n%g;%doasc?ant!” (Students hand care kits to custodians)
+ “Let’s say thank you as we give them :-:
2. “THANK YOU TOSS” ACTIVITY el gt %
Setup: . o e g
» Custodians hold a trash can or trash bag Opt‘lion B: Staff Prlesent e i
. Use bean bags or crumpled paper + “Teachers are going to help pass out o
these special gifts to our custodians.” .
Coordinator (or Chosen MC) Script: e’
+ "I need a few helpers to come up!” 5. GRAND FINALE SR

+ (Call students up in small groups)

+ “Our custodians help keep our school
clean every day. We can help too!

» When we clean up after ourselves, we

o "Extral Extral One last headline! Our
custodians are the best!”
+ ‘“Let’s give them one BIG cheer!”

Coordinator/MC Script: .
L ]
L3

ey make our school a better place for » "Everyone countwith me... ... 2...
S e g everyone. 3.

68y . §O|t(')dall’>'/y we're going to practice Call and Repeat:

<o elping! and Repeat: .
: « “When it's your turn, toss your ‘trash’ + "Hip hip — HOORAY!" (students
o into the bin. Our custodians are going to Ii?'ll?sat? P "

: helb usl” . anks for cleaning every day!

i S (students repeat)

oo 3. CHANT (CALL & REPEAT) * Clapand cheer
: ga? Coordinator/MC says, kids repeat: ) .
o o « “Sparkle and shine!" Optional:

+ Thanks for cleaning every day!”
o (kids repeat)

o o (kids repeat) : . ”
b5 % + "You help us all the time!” remember this special day!
.- o (kids repeat) + Take a group picture
ooy « “Hip hip — HOORAY!
" B o (kids repeat)

“Let’s take a quick picture to

e ge agd o l.ﬁ. e ses 8
® L] ]
- » ® o . . L] ® ae
* e (X ] ... L ®
] L] L ] [ ]
L] e, . L] ™ L] " ]



choose 1and poston your
school's social media pages

OST |:
Well hello there, |adies & gents!

Today were tipping our hats to the bee’s
knees of our school — our amazing
custodians!

They keep ou’ halls shining and our school
running <mooth as a jazz tune. Drop a 1op
Hat of Thanks below!

#Custod'\anAppredat\on #1920sTheme

pOST 2:

Our custodians are the cat’'s meow =~

always dependable, hardworking, and
o lend a hand. Thanks for

keeping OU

running like 2

#Custod'\anAppredation #1920sTheme

Download
Graphic

pOST 3:
Let's give it UP for our custodians!

From spotless classrooms 1O helping
wherever needed, they keep everything
running <moother than a jazz band ona
Saturday night. \We sure appreciate
all you do

#Custod'\anAppredation #1920sTheme

pOST 4
Hats off to our Top Hat Crew!

Thank you for your har

d-the-scenes magic th

| safe and welcoming every day.
You're truly the bee's knees!

#Custod\anApprec\at'\on #1920sTheme
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https://utrust.org/wp-content/uploads/2026/01/Social-Media-Graphic-Custodian-Appreciation-Day-26-1.png
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(have pr'\nc'\pa\ “The th’s MeowW Crew!” —
or during t Celebrating Our Custodians,
1920s Style!

Good morning, everyone!

This week, we are going back in time 10 the Roaring 1920s!
The 1920s were full of music, fun, and people working
together.

That reminds Me of our school — because we have people
here who help us every day.

Our custodians take care of our school. They keep it clean,
<afe, and ready for us. They fix things when they break and
help everything run smoothly.

In 1920s words, they aré the bee's knees =~ that means they
are the best! Recause of them, our school is 2 great place 1o
learn and play.

Today, let’s say THANK YOU!

Re sure 1O write a " Top Hat of Thanks'' to show your
apprec'\at'\on.

Even a small thank you can make someone smile.
Our custodians are very important, and we are so

lucky to have them!

Let's show them how much we care!
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Choose one of thesex

messages or create

your own to display on

the marquee for the
appreciation day

W&
o2
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Get Creative:

. Decorate brown paper gift bags in a Roaring 1920s style using
black, gold, and cream colors.

. Add Art Deco patterns, top hats, gold bees, jazz notes, or city
skyline silhouettes.

. linclude fun phrases like “You're the Bee's Knees!"”, “Top Hat of
Thanks", or “The Cat's Meow!"”

. Tie black-and-gold ribbon, twine, or yarn around the handles, and
attach a 1920s-style tag (like the Bee's Knees Care Kit tag).

. Label each bag with the custodian’s name to make it extra special.

Put It Together:
Enlist a community partner, PTO, or school

group to donate treats or small gifts to place
inside the bags.

Label each item with [920s-inspired names, such as:
“Jazz Boost” (snack bar or trail mix)
“Bee’s Knees Treat” (chocolate, honey sticks,
or candy)
. “Speakeasy Sips” (drink mix, bottled tea,
or water) f for Quy Amﬂlm

“Keep the Hustle Going” (mints or gum) C"Sfﬂdlﬂnsf
“Smooth Operator Care” (hand lotion,

sanitizer, or lip balm) _' &¥1 E’Eﬁ ;
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cRANT REQUIR
anb ﬂwgnegs'fn I's

(Fulfills Grant Requ'\rement
+ Chance 10 Win $100 for
Your A-Team)
e Submit in the AppP:
Sme-“:- in the APP" . Photos of yourp ;best
« Minimum of 5 themed
ohotos Awesome Notes
_ Brief summary of . Eachnote photographed
n Day activities separate\\/
. Clear, readable IMages

Apprec'\at'\o
mission Keeps your

This sub
e for next year's

school eligibl
grant f unding.

e Utrust Awards & Grant

MPORT ANT
ubmitted through th

. Al entries must be S
Eligibility App
. No Facebook posting s required A
. Submit pefore the deadline listed in your | ogistics Overview ACCESS THE APP
akes submission simple, guided, and complete — no extra

The app M

steps 1o remember.
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