
 
MBMA Halloween Carnival 

Volunteer Lead Descriptions 

 

Food Vendors - This volunteer is responsible for contacting the various 

food vendors.  They confirm prices that the vendors will sell their food for and 

get a list of needs that each vendor needs the day of the carnival.  In the past, 

vendors have donated 10% of sales to MBMAPG.  The volunteer is in charge of 

collecting the money at the end of the event. 

 

Prizes Preschool Side - Prizes have been collected throughout the year.  

This volunteer is in charge of doing an inventory check of what we already have 

and purchasing prizes that are still needed.  Prizes are categorized into prize 

levels and parents run the prize booth the day of the carnival. 

 

Prizes Elementary Side - Prizes have been collected throughout the year.  

This volunteer is in charge of doing an inventory check of what we already have 

and purchasing prizes that are still needed.  Prizes are categorized into prize 

levels and parents run the prize booth the day of the carnival. 

  

Decorations - Decorations are a group effort but is usually led by 1 or 2 

volunteers.  An inventory is taken of what parent group already has and other 

decorations are purchased (this includes supplies needed to hang decorations 

with).  The decoration leads helps distribute duties the Thursday before the 

carnival and the day of when the carnival is set up. 



Haunted House - the 6th graders decorate The Haunted House.  1 or 2 

volunteers who are in charge of taking inventory of what has been collected 

over the years lead it and purchase new items that may be needed.  The 

volunteers work with the 6th graders and 6th grade teachers to find a time to 

create the haunted house. 

 

Newsletters - Newsletters are sent out via email on a weekly basis leading 

up to the carnival.  Information is conveyed to the families about deadlines that 

are coming up and important dates and times of the various events that take 

place the day of the carnival.  Newsletters are also posted each week on each 

classroom door (Upper side and preschool side) as well as in the main office.  

 

Donations - Monetary donations are accepted from families and their names 

are displayed throughout the school.  Donation forms are sent out to each 

student in their family folders.  The volunteer is in charge of getting copies of 

the donation forms made and distributed to the classrooms.  They collect the 

money and keep track of families who have donated, student’s names, their 

classroom number, and the amount donated.  There are various sponsorship 

levels and the family’s names are put in the newsletter and signs are made to 

recognize the sponsors.  The donations volunteer works with the signage 

volunteer so that signs can be made to put up around school. 

 

Fire Truck - This volunteer is in charge of contacting and confirming a fire 

truck to be present during the carnival for students to enjoy.  

 

Humvee - This volunteer is in charge of contacting and confirming a military 

humble to be present during the day of the carnival for students to enjoy. 

 - Signs are needed throughout the carnival the day of as well as leading up to 

the carnival.  The signage volunteer checks to see which signs we have that can 

be reused as well as making new ones.  They work with the volunteer in charge 

of donations to make signs of families that have made donations. 



Adopt-a-Pet - This volunteer is in charge of collecting the stuffed animals, 

categorizing them by size, and running the adopt-a-pet booth the day of the 

carnival. 

 

Guessing Jar - This volunteer fills 2 large jars with a variety of Halloween 

items (toys, small stuffed animals, etc.).  One jar is on display outside of the 

Preschool side and the other in front of the office during drop off and pick up. 

Children can guess how many objects are in the jar.  The cost is 25 cents per 

guess.  The volunteer is in charge of filling the two jars, and collecting the 

guessing money each day.  The winners are announced during the Halloween 

parade. The first place winner gets a choice of either the prizes in the jar or a 

Jamba Juice gift card. The second place winner gets the remaining prize. 

 

Equipment / Linen Rentals - This volunteer gets the final count of things 

that need to be rented, contacts the company, and works with them during 

delivery and pick up. 

 

Tickets Purchases / Online Payment - Tickets are purchased both online 

and in person.  This volunteer sends out the ticket forms to the classrooms as 

well as makes sure the online payments are up and running.  They order the 

tickets (wristbands), keep track of how many tickets are ordered per students 

and help distribute the bags to the student’s classrooms.  They also sell tickets 

the day of the carnival.   

 

Pumpkin Decorating Contest - Preschool and Elementary students are 

able to participate in this event.  Pumpkins are decorated at home and brought 

in to school the morning of the Halloween carnival.  The volunteer in charge of 

the contest is responsible for picking 5 or so categories that are advertised in 

the Halloween newsletter.  The volunteer makes sure the pumpkins are placed 

in the right category and lines up judges.  Ribbons and prizes are purchased 

and displayed with the pumpkins the afternoon of the carnival. 



Canopies - The Halloween Parade takes place on the upper blacktop. With 

little shade, the students can get very hot while they wait their turn.  This 

volunteer is in charge of working with each classroom parent to make sure each 

classroom has enough pop-up tents donated to wait under.  A designated spot 

is assigned for drop off and pick up.  The volunteer works with other day of 

volunteers to set up the tents and helps break them down immediately 

following the parade before the carnival. 

 

Inventory - Each year in the beginning of planning, the parent group shed 

is cleaned out and an inventory is taken of what items we have as well as 

possible items that might need to be replaced. 

 

Art Tote Bag Contest - This is one of the first things that need to get 

started when planning begins.  All students who order carnival tickets in time 

are given a tote bag and one winner is selected to have their  Halloween 

themed picture printed on the front of these bags.  Flyers and application forms 

are made and distributed to teachers to be included in family folders.  A 

deadline is decided on in order to guarantee enough time for the bags to be 

completed.  The volunteer is in charge of getting the order into the company 

that makes the bags and works with other volunteers to make sure there is a 

bag for each person with the correct number of wristbands and tickets.  Bags 

are given to each teacher to be handed out to students the day of the carnival. 

 

Fortune Teller - This volunteer is in charge of contacting the fortune teller, 

making sure she has everything she needs the day of (tables, etc.), and paying 

her. 

Feather Lady - This volunteer is in charge of contacting the feather lady, 

confirming prices, making sure she has everything needed the day of (tables 

etc.), and paying. 

 



Face Painter - This volunteer is in charge of contacting the face painters, 

confirming prices, making sure they have everything needed the day of (tables 

etc.), and paying. 

 

Bake Sale – During the carnival there is a bake sale with items that are 

brought in by the families.  This volunteer is in charge of sending out forms, 

collecting food the morning of the carnival, creating prices for each item, and 

working with other volunteers at the table during the carnival. 

 

Volunteer Food - Food is provided for the parent volunteers who work set 

up Thursday and Friday.  This volunteer is in charge of ordering and pick 

up/delivery of the food. 

 

Elementary Booths - There are 8 booths located around the parking lot 

with games aimed for elementary students.  The booth lead helps coordinate 

and work with other volunteers to make sure all of the supplies are bought and 

accounted for.  They help with the set up of the booths as well as work with 

the volunteer coordinator to make sure there are enough parent volunteers to  

keep the booths open. 

 

Preschool Booths - There are 8 booths located in the preschool side.  The 

booth lead helps coordinate and work with other volunteers to make sure all 

of the supplies are bought and accounted for.  They help with the set up of the 

booths as well as work with the volunteer coordinator to make sure there are 

enough parent volunteers to keep the booths open. 

 

Preschool Volunteer Coordinator - The booths and games cannot stay 

open without parent volunteers!  This person takes the lead and makes sure 

that each classroom has enough volunteers signed up for each booth and each 

time slot.  If someone does not show for their shift, the lead contacts them via 

cell phone. 



 

Elementary Volunteer Coordinator - The booths and games cannot stay 

open  

without parent volunteers!  This volunteer takes the lead and makes sure that  

each classroom has enough volunteers signed up for each booth and each time  

slot.  If someone does not show for their shift, the lead contacts them via cell  

phone. 

 

Electrical - This volunteer works with others to make sure that everything 

electrical is up and working the day of the carnival. 

 a. Generators 

 b. PA system 

 c. Electrical 

 

Carnival Layout - This volunteer works with the Halloween Carnival leads 

and creates a map of where each vendor/booth/etc. are to be  placed.  

Maps are made and distributed to volunteers as well as the vendors. 

 

Pony Rides/Petting Zoo - This volunteer is in charge of contacting the 

company, making sure they have everything they needs the day of (tables, etc.), 

and paying them.   

 

FAQ - A FAQ sheet has already been created.  This volunteer is to look over 

the document and make sure there are no facts or questions that need to be 

added.  Copies are made for each classroom and distributed in the teacher’s 

boxes.  A copy is also included on the parent group website. 

 

Carnival Permission Slips - Permission slips are needed for both preschool 

and elementary side students.  This volunteer makes copies and sends out the 

permission slips in the family folders.   

 


