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What’s Inside

Thank you for registering an Adult Team for New York Cares Day for Schools! We are excited to have your 
team join us on this city-wide day of service. 

Read at your own pace, this guide should take around 15 minutes to review. It will clarify your responsibility as 
a Team Leader and provide logistics for New York Cares Day for Schools. 

In addition to this guide, please download other Team Leader resources here: www.newyorkcares.org/new-
york-cares-day-for-schools/resources. 

At the end of this guide, you will find a code to verify your completion. After submitting this code, you will gain 
exclusive access to Site Selection details, including date and time that the email will be sent.

https://www.newyorkcares.org/new-york-cares-day-for-schools/
http://www.newyorkcares.org/new-york-cares-day-for-schools/resources
https://www.newyorkcares.org/user/
https://www.newyorkcares.org/new-york-cares-day-for-schools/resources
https://www.newyorkcares.org/new-york-cares-day-for-schools/donate
https://www.newyorkcares.org/new-york-cares-day-for-schools/faq
https://www.newyorkcares.org/new-york-cares-day-for-schools/
https://www.newyorkcares.org/new-york-cares-day-for-schools/
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Who is New York Cares?

New York Cares is the largest volunteer network in our city. Last
year, 64,000 caring New Yorkers made our city a better place by
participating in New York Cares volunteer programs at 1,300
nonprofits and schools – improving education, meeting
immediate needs such as food and shelter, and revitalizing
public spaces.

New York Cares offers volunteer opportunities year round and
you can find more information about volunteering outside of
Cares Day here.

New York Cares Day for Schools
On New York Cares Day for Schools 2017, thousands of New
Yorkers will work schools across all 5 boroughs to paint
classrooms, restore playground areas, and demonstrate that an
entire city is committed to its students.

https://www.newyorkcares.org/new-york-cares-day-for-schools/
https://www.newyorkcares.org/volunteer
https://www.newyorkcares.org/new-york-cares-day-for-schools/
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Your Role as an Adult Team Leader

As a Adult Team Leader you can expect to:
Recruit team members and direct them to join your 
team online
Communicate important information to your volunteers
Encourage your team to fundraise and make personal 
donations
Keep in touch with your New York Cares 
Representatives (Maggie and Natalie) and your Site 
Captain
Celebrate your team’s accomplishments on social 
media, #CaresDay
Spread the word within your networks

https://www.newyorkcares.org/new-york-cares-day-for-schools/
https://www.newyorkcares.org/new-york-cares-day-for-schools/resources
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Adult Team Overview

What is an Adult Team?
A team made up of volunteers from colleges, service clubs, 
companies, groups of friends, etc.
Can range in size from 3 – 25 volunteers 

Who is on an Adult Team?
A Team Leader ages 18 or older
Volunteers ages 18 or older 
Volunteers 14 to 17, supervised by their parent or legal guardian

What if my team doesn’t meet the Adult Team requirements?
If your volunteers are between the ages of 14 and 17, but are 
coming with chaperones or mentors, you must change your team 
type to a Youth Team by emailing cares.day@newyorkcares.org
Volunteers under 14 may not participate in Cares Day

https://www.newyorkcares.org/new-york-cares-day-for-schools/
mailto:cares.day@newyorkcares.org
https://www.newyorkcares.org/new-york-cares-day-for-schools/resources
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Recruiting and Registering your Team

It is important that your members join your team through the website, using the steps below: 

Please Note: When you created your team, you set a goal of recruiting a certain number of volunteers, 
anywhere from 3 to 25 of your friends, family, and colleagues

This number of spots is being reserved for your team to fill, and it is your responsibility to either have this 
number of volunteers register online or let us know of any changes so tasks can be planned appropriately 
and site selection can be optimized

Option 1: Sign Up Through Your Team Fundraising Page

How to Join Our Team
1. Start by visiting the Cares Day for Schools website

a. If you already have a New York Cares account, 
simply login 

b. If you are a new volunteer, create an account here
2. Go to our Team Page (Team Page Hyperlink) and click 

the green “Join Our Team” button on the right-hand side
3. Fill out your registration information, click “Submit,” and 

you’ll be registered for the event!

Option 2: Sign Up from the Main Event Page

How to Join Our Team
1.Start by visiting the Cares Day for Schools website

a.If you already have a New York Cares account, 
simply login 
b.If you are a new volunteer, create an account here

2. After logging in, select “Join a Team.”
3. Start typing [Insert your Team Name] in the Team Name 

box and once it appears, select the respective “Join Team” 
link. 

4. Fill out your registration information, click “Submit,” and 
you’ll be registered for the event!

https://www.newyorkcares.org/new-york-cares-day-for-schools/
https://www.newyorkcares.org/schools
https://www.newyorkcares.org/user/register?ref=new-york-cares-day-for-schools
https://www.newyorkcares.org/user/
https://www.newyorkcares.org/schools
https://www.newyorkcares.org/user/register?ref=new-york-cares-day-for-schools
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How to Contact Your Team Members
To contact your registered Team Members using the New York Cares website:
1. Go to your Upcoming Projects page
2. Find New York Cares Day for Schools 2017 (or your site after September 22) and click Manage
3. Select from a list of registered  team members and send a custom 

message through the website

https://www.newyorkcares.org/new-york-cares-day-for-schools/
https://www.newyorkcares.org/user/
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Why Fundraise?

Cares Day for Schools is a critical fundraiser for New York 
Cares.
Brainstorm with your team and come up with a few fundraising 
ideas. Consider hosting a fundraising event to raise money as 
a team or send emails to people who would support you!
Whatever method you choose, set a goal and connect it to the 
mission of the day. Here is some mission motivation: 

$150 – Makes it possible for 33 seniors to participate in 
wellness programs, ensuring that they are able to live 
longer, healthier, happier lives.
$500 – Supports three high school seniors through the 
College Application process.
$1,000 – Provides one-on-on financial aid application 
assistance to 12 students, helping them fulfill their dreams 
of attending college.

https://www.newyorkcares.org/new-york-cares-day-for-schools/
https://www.newyorkcares.org/new-york-cares-day-for-schools/donate


www.newyorkcares.org/schools 

What to know about Your Team’s Fundraising Page

Visit your team members’ Personal Pages 

Tip: This is also an easy way to see who has already 
registered for your team

Track the progress of your Team’s Fundraising Goal

Tip: Use this as inspiration to keep fundraising going

See who donated to your team

Tip: Remind your members to send a personal thanks!

When you created your team, a Team Page was made for you. From this page you can:

Allow others to join your 
team

Tip: Send your team members 
a direct link to this page and 
they can join your team by 

clicking Join This Team

https://www.newyorkcares.org/new-york-cares-day-for-schools/
https://www.newyorkcares.org/new-york-cares-day-for-schools/donate
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Who else is involved?

Your New York Cares Representatives (Maggie and Natalie)
Team Management: To confirm site details, make any team updates, including changes in team size,
and help with recruitment and registration reach out to Maggie 
Fundraising: For fundraising tips, questions about your team’s donations, and best practices for 
planning events reach out to Natalie
You will receive emails from them leading up to the big day, and it is important that you follow up with 
any appropriate next steps (confirming number of volunteers, selecting site, registering your members, 
etc.). 
They both can be reached at cares.day@newyorkcares.org

Your Site Captain(s)
This is your site specific expert on projects happening on the day and the liaison with the school. Your 
Site Captain(s) will be leading you on the day of the event and will help assign tasks, as well as 
welcome and thank you. 
You will be put in touch with your Site Captain(s) on September 22, so please reach out at this time to 
confirm site specific information such as tasks or local eateries. 

Your Registration Leader(s)
On New York Cares Day you will meet your Registration Leader(s) who oversees the check-in process 
for the day. They will collect waivers and make sure that everyone is signed in. They are the first face 
you see the morning of the day. 

https://www.newyorkcares.org/new-york-cares-day-for-schools/
mailto:cares.day@newyorkcares.org
https://www.newyorkcares.org/new-york-cares-day-for-schools/faq
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What are the Important Dates and Tasks?
Date Task

Sept. 14

Select Preferred Site – Watch your email because this is day you will receive a link with all of the sites
that can accommodate your team. Please note, sites are filled on a first come, first-served basis so use the
guidelines below to ensure you have the best site selection experience.
• Confirm your expected team size: Let Maggie know if your team size changes prior to September

14, so your list of available sites best reflects your volunteer count.
Tip: Keep in mind, you will only see sites that can accommodate your entire group, so if you have a goal of
20 volunteers you won’t see any sites that can accommodate 19.

• Be accessible by email: Have access to your email at the time that is confirmed at the completion of
this training.

Tip: If you aren’t available, recruit someone from your team to select your site and email
cares.day@newyorkcares.org with their contact information.

• Be a 5-borough Traveler: You will see sites available in all boroughs and they will come off the
website as soon as they fill. Do not get discouraged if your preferred borough fill up quickly, instead
look for other sites with interesting projects or high need for your team.

Tip: Use the “Ctrl+F” command to easily search through the list by using search terms such as borough,
specific task, or school code

Sept. 22

Receive Confirmed Site – The site you selected on September 14 is just your preferred site for the day
and we ask that you not share your site until it is confirmed. While we try to not move teams, in some
cases it is necessary because of over-booking or changes in site tasks. You will receive an email with your
confirmed site and contact information for your Site Captain and other Team Leaders on this date.

https://www.newyorkcares.org/new-york-cares-day-for-schools/
mailto:cares.day@newyorkcares.org
https://www.newyorkcares.org/new-york-cares-day-for-schools/faq
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What are the Important Dates and Tasks? (contd.)
Date Task

Sept. 30
Touch Base With Your Site Captain – After your site is confirmed, you should reach out to 
your Site Captain to discuss tasks and specifics of the school. Don’t worry if they reach out 
to you first! 

Tip: You can find their contact information in the confirmation email. 

Oct. 16

Last Day for Volunteers to Join Your Team – It is important that all of your team members
register online. This ensures they receive site information leading up to the day and helps
with a smooth registration process on they day.

Tip: This is the date that we begin sending registration materials to sites, so any changes to
registrations after this date will not be reflected on the paperwork on site.

Oct. 21
Volunteer on New York Cares Day for Schools – The day to go out and volunteer with
your team!

Tip: See a day of schedule on the following page.

After the 
Day

Share, Thank, and Fundraise – After the day, don’t forget to share stories and pictures
with New York Cares. Thank your team members for the great work they did leading up to
and on the day.

Tip: Remember you can continue to fundraise towards your team goals until December 2017.

https://www.newyorkcares.org/new-york-cares-day-for-schools/
https://www.newyorkcares.org/new-york-cares-day-for-schools/faq
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What is the Day of Schedule?
October 21, 2017 (9:00 a.m. – 2:00 p.m.)

Time Task 

9:00 a.m.
Team Leader Arrival and Set-Up – Arrive early to help your Site Captain with any
necessary set up and gain an understanding of tasks and project layout before your
team members arrive.

9:30 a.m. – 10:00 a.m. Team Member Arrival & Welcome - It is important that your team members arrive at
9:30 a.m. to sign in, so that the day can start promptly at 10:00 a.m.

10:00 a.m. – 1:30 p.m.

School Beautification Begins - At 10 a.m. your Site Captain will do a kick off to the
event, introducing the day and the tasks. He or she will make sure that your team
members have tasks for the day, which you will work on until 1:30 p.m. Exact tasks
are dependent on your site.

1:30 p.m. – 2:00 p.m. 

Wrap-up and Reflection - At 1:30 p.m. you will break for lunch after ensuring that
the tasks and supplies are cleaned. The Site Captain will close out the day with a
reflection and then volunteers are invited to wrap up and eat lunch. New York Cares
does not provide lunch or water so coordinate with your team members to ensure
everyone has food.

https://www.newyorkcares.org/new-york-cares-day-for-schools/
https://www.newyorkcares.org/new-york-cares-day-for-schools/faq
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Congratulations! You’ve now reviewed the Cares Day for Schools Team Leader Guide. 

To receive exclusive access to the time of site selection on September 14, enter the code into Google Form 
below and you will receive an automatic response. 

Training Completion Code: ATL30MB87

Adult Team Leader Guide Google Form: https://goo.gl/forms/2LZI3H8WHC295gqm1

If you are unable to access the Google Form please email the code to cares.day@newyorkcares.org.

https://www.newyorkcares.org/new-york-cares-day-for-schools/
https://goo.gl/forms/2LZI3H8WHC295gqm1
mailto:cares.day@newyorkcares.org
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