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I. Procedure Name:  Ground Breaking and Grand Opening Ceremonies
II. Basic Procedure:  

Purpose of this procedure is to standardize the methodology for orchestrating ground breaking and grand opening ceremonies.
A.
Ground Breaking Ceremony

1.
It shall be the responsibility of the Facilities Planning Department to work closely with the project architect to identify the ground breaking ceremony date.  Several possible dates and times will be provided to the office of the Superintendent to determine best available date.  The Assistant to the Superintendent shall consult with the School Board office to maximize the participation of as many School Board Members as possible.  No date shall be selected that would preclude the Superintendent or the School Board member representing the District in which the project resides from attending.  The event shall be scheduled at such a time as to ensure some level of activity on the site has occurred (site fencing, minor grading, etc.).
2.
Once a date and time has been established the Facilities Planning Department shall work with the architect to create a suitable program commensurate with the complexity of the project.  At minimum, programs should include but not be limited to the following:

a.
Superintendent remarks
1.
Recognition of other elected officials, distinguished guests and participants
b.
School Board Chairman Remarks
c.
District School Board Member Remarks
d.
Opportunity for selected civic leaders to offer remarks
e.
The Superintendent, all School Board Members, the Deputy Superintendent, the Assistant Superintendent of Operations, Director of Facilities Planning, Supervising Construction Project Manager, Architect of Record, and General Contractor as well as all confirmed distinguished guests shall be indicated in the guests in attendance portion of the program

3.
Once a draft program has been generated it shall be provided to the Superintendent, the Deputy Superintendent and the Assistant Superintendent of Operations for review and final approval.
4.
The Supervising Construction Project Manager working with the Architect shall be responsible for the site configuration for the ground breaking and shall make appropriate accommodations for seating, ADA compliant access, refreshments and inclement weather contingency.
5.
The program shall be structured to be conducted in the most efficient, expedient manner and in no case shall exceed one hour in duration.
6.
At least two weeks prior to the Ground Breaking the Supervising Construction Project Manager shall notify the Assistant to the Superintendent to begin the invitation process for dignitaries, distinguished guests and elected officials.  All invitations shall originate from the office of the Superintendent and shall be a formal written invitation.

7.
The Assistant to the Superintendent shall be responsible for confirming attendance of dignitaries, distinguished guests and elected officials.  Upon confirmation the Facilities Planning Department shall be notified of confirmed attendees so that a final program may be created.
8.
At least one week prior to the Ground Breaking the Supervising Construction Project Manager shall notify the Assistant to the Superintendent to alert the appropriate media of the event.
9.
The Assistant to the Superintendent shall confirm media attendance the morning of the event.

B.
Grand Opening Ceremony

Grand Opening Ceremonies shall be conducted in the same manner as prescribed above with the following exceptions:

1.
It shall be the responsibility of the Principal, Department Head, or Site Administrator to work closely with the project architect to identify the grand opening (ribbon cutting) ceremony date.  Several possible dates and times will be provided to the office of the Superintendent to determine best available date.  The Assistant to the Superintendent shall consult with the School Board office to maximize the participation of as many School Board Members as possible.  No date shall be selected that would preclude the Superintendent or the School Board member representing the District in which the project resides from attending.  The event shall be scheduled at conducive to maximum participation.
2,
Once a date and time has been established the Principal, Department Head, or Site Administrator shall create a suitable program commensurate with the complexity of the project.  At minimum, programs should include but not be limited to the following:

a.
Superintendent remarks


1.
Recognition of other elected officials, distinguished 


guests and participants

b.
School Board Chairman Remarks


c.
District School Board Member Remarks

d.
Opportunity for selected civic leaders to offer remarks
e.
The Superintendent, all School Board Members, the Deputy Superintendent, the Assistant Superintendent of Operations, Director of Facilities Planning, Supervising Construction Project Manager, Architect of Record, and General Contractor as well as all confirmed distinguished guests shall be indicated in the guests in attendance portion of the program

3.
Once a draft program has been generated it shall be reviewed first by the appropriate Level Director (Elementary, Middle, High, and ESE) then it shall be provided to the Superintendent, the Deputy Superintendent and the Assistant Superintendent of Operations for review and final approval.

4.
The Principal, Department Head, or Site Administrator shall be responsible for the site configuration for the grand opening/ribbon cutting and shall make appropriate accommodations for seating, ADA compliant access, refreshments and inclement weather contingency.

5.
The program shall be structured to be conducted in the most efficient, expedient manner and in no case shall exceed one hour in duration.

6.
At least two weeks prior to the grand opening/ribbon cutting the Principal, Department Head, or Site Administrator shall notify the Assistant to the Superintendent to begin the invitation process for dignitaries, distinguished guests and elected officials.  All invitations shall originate from the office of the Superintendent and shall be a formal written invitation.

7.
The Assistant to the Superintendent shall be responsible for confirming attendance of dignitaries, distinguished guests and elected officials.  Upon confirmation the Principal, Department Head, or Site Administrator shall be notified of confirmed attendees so that a final program may be created.

8.
At least one week prior to the grand opening/ribbon cutting the Principal, Department Head, or Site Administrator shall notify the Assistant to the Superintendent to alert the appropriate media of the event.

9.
The Assistant to the Superintendent shall confirm media attendance the morning of the event. 
III. Contingencies/Variations:  
A.
None.
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