
 

 

ABLE Event Planning 2020-21 

Together we are advancing into the school year, supporting our students’ growth and learning, 

and providing them with a wealth of co-curricular experiences.  In this email I will provide 

updates and clarifications regarding our event planning procedures. 

ABLE events are organized through an established process.  Events are defined as any occasion 

involving students, parents, and/or staff that take place outside the normal time, location, or 

scope of the classroom.  Examples include rallies, presentations, guest speakers, spirit weeks, 

fundraisers, charity drives, etc.  These events are organized by an ABLE staff member and then 

go through various levels of approvals and planning. 

In years past we have used paper Event Planning Templates to receive approvals and calendar 

placement for events.  Due to the remote nature of all things 2020, we are employing an all-

digital solution this school year. 

If you would like to plan an event, please follow these steps: 

1. Determine a date or dates you would like to hold your event. 

NOTE: Planning should begin 3 weeks before the proposed date. 

2. Check to see if that date is available by emailing Sara Breedlove 

(sara.breedlove@ablecharter.com) 

3. Receive approval for the event from your principal. 

a. Your principal will likely require you to explain how you will implement the 

event and may require you to provide additional logistical information before 

giving approval. 

4. Once approved, send all pertinent details to Sara Breedlove 

(sara.breedlove@ablecharter.com) 

a. These details include: Event Title, Date, Time, Grade Level, Event Description, 

Flyer (if applicable), etc. 

b. In addition to these details, make sure to include proof of approval by your 

principal.  A forwarded email with principal approval will suffice. 

If you have any questions about these procedures, if you want to talk about how to bring to life 

an idea for an event you have, or if you have any concerns please feel free to reach out to me 

and/or Sara Breedlove.  We are very happy to help. 

Thank you very much, and have a wonderful week. 
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