
Woodland Elementary West  Harvest Garden Team  
Job Descriptions

 
 
1. Grant Management Coordinator (1 person) 

 
• Follow up with farm bureau regarding $250 grant: what are grant 

parameters, limits, and reporting requirements? 
• Communicate with bureau as required 
• Manage spending, make purchases, and complete necessary 

paperwork/reporting 
 
 
Volunteer:  
 
 
2. Donation Coordinator (1-3 people) 
 

• Approach Walmart, Menards, and Ace Gurnee for donations 
• Letter and photos provided to facilitate presentations 
• Needed: 1000 peat pots, vegetable seeds, money for replacement plants 

 
 
Volunteers:  Name     phone   email 
 
   
 
3.  Classroom Seed Planting Kit Coordinator (1-2 people) 
 

• Collect seeds, peat pots, “clamshell” containers and organize for 
distribution 

• Update planting and care instruction sheet for classes 
• Bring planting kits to school and distribute to 17 2nd grade classes 

 
 
Volunteers:   Name     phone   email

 
 
 
 

4.  Garden Tilling and Compost Provider (1 person) 
 

• Provide tilling equipment, labor, and compost to garden 
• Till and amend garden plot in early May 

 
Volunteer:   Name     phone   email
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5. Garden Design & Layout Coordinator (1 person) 
 

• Review and revise last year’s garden plan, with crop rotation 
• Put plan on graph paper 
• Stake out and tape vegetable plots, with assistance 

 
Volunteer:   Name     phone   email
 
 
 
6. Planting Day Coordinator (1 person) 
 

• Supervise 2 days of classroom plantings of seedlings 
• Direct volunteers who come to help kids plant 
• Call volunteers as a reminder the day prior to planting 
• 1 week prior, go through classrooms and inventory needed replacement 

plants (each class needs 25 seedlings or plants so there will be min. 1 
plant/child) 

• Just prior to planting days, purchase replacement plants 
 
Volunteer:   Name     phone   email
 

   
 
 
7. Field Trip Organizer (1 person) 
 

• Contact local educators to identify options (on or off-site) 
• Finalize plans 
• Work with school staff to sign up classes and (possibly) organize bus 

schedule 
• Write up details to provide for Woodland Public Relations department for 

press release 
 
Volunteer:   Name     phone   email
 

 
 
 

8.  Mulch Coordinator  - grass clippings (1 person) 
 

• Organize 5 – 10 mulching volunteers for 3 – 4 mulch sessions 
throughout the life of the garden 
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• Coordinate with school groundskeeper, local township for delivery of 
grass clippings to the garden as needed 

• Participate in and direct each mulching session (or get a backup 
person to replace you). 

 
Volunteer:   Name     phone   email
 
 
 
9.  Weeding Coordinators (2 people) 
 

• Schedule and direct volunteers for weed control throughout the season  
• As necessary, call together “weed intervention” sessions if things start to 

get out of control. 
 
Volunteer:   Name     phone   email
 

 
 

 
10. Watering Coordinator (1 person) 
 

• Assist with setup of sprinklers and hoses immediately after garden is 
planted 

• Update watering instructions for volunteers and forward to office for 
distribution prior to school release for summer vacation 

• Be the contact person for volunteer questions during summer 
• Troubleshoot sprinkler system by checking once/month to ensure all is in 

working order 
 
Volunteer:   Name     phone   email
 
 
 
 
11. Harvesters (1-2 people) 
 

• Pick vegetables weekly or biweekly (July-September) 
• Deliver produce to Warren Community Center at Almond & Washington 
• Track pounds of vegetables donated for garden records 

 
Volunteer:   Name     phone   email
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12. Public Relations Interface (1 person) 
 

• Collect information regarding major phases of garden (field trips, planting 
day, 3rd grade harvesting), type up, and submit to Woodland Public 
Relations department for press releases. 

 
Volunteer:  
 
 
 
13. Photographer/Historian  (1 person) 
 

• Attend and photograph major phases of garden 
• Produce a photo album or CD for historical files 
• Produce, if needed, a display or presentation for school to promote garden 

results 
 
Volunteer:   Name     phone   email 
 

 
 
 

14. Community Outreach (1 person) 
 

• Reach out to and recruit members of local communities (e.g. senior 
center, HS kids needing service hours, garden clubs) to serve in the 
garden with planting, watering, weeding, mulching. 

 
Volunteer:   Name     phone   email 
 
 
 


