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Woodinville Toddler Group 

Job Description 

HISTORIAN 

 

 
Summary: The Historian is responsible for documenting the WTG program throughout the school year. 
 
Estimated Time Commitment: 5-7 hours a month  
 
Peak Busy Time: Spring during Yearbook production, otherwise consistent flow. 
 
Detailed Description:  
The Historian is responsible for photographing WTG events, establishing, maintaining, and organizing photo 
storage, working with class coordinators to determine usability of photos, coordinating and creating program 
yearbook, and working with the Marketing Coordinator and Webmaster on photo availability. 
 
Photograph WTG Events 

Document all WTG events using a personal camera. If unable to attend an event, please coordinate to have 

another parent document the event and upload photos to the photo storage. When photographing members at 

events please ensure you have their verbal permission. Possibly use the phrase, “Could I take your picture for 

use on our website and marketing materials?” There is a 3-day turnaround time for all event photos. Historian 

will ensure at least 5-10 event photos are accessible and available to the Webmaster and Marketing 

Coordinator for prompt posting to both the website and social media outlets 

Collect and Organize Photos Submitted by Parents 

Encourage Class Coordinators to remind their class to regularly take and submit photos. Photos should be 

emailed to the Class Coordinator. The Class Coordinator will then review and omit any that should not be used 

and upload the approved photos to the photo storage. 

Establish and Maintain Photo Storage 

Research and create a multi-user photo storage system. The storage system will need to be accessed by the 

Historian, Class Coordinators, the Marketing Coordinator and the Webmaster. These users will need admin 

credentials when logging in in order to add and delete photos to remain in compliance with the WTG Parent 

Agreement and Photo Release Form (see attached). Class Coordinators know which parents have not granted 

permission for use of photos of their child.  

Work with Class Coordinators to Determine Usability of Photos 

It is the Historian’s responsibility to ensure with Class Coordinators the usability of photos as per the WTG 

Parent Agreement and Photo Release Form before the photos may be used. 

Coordinate and Create the Program Yearbooks  
This includes working with the WTG Administrative Assistant to obtain the master photograph CD from Yuen 
Lui containing each class photo and individual photos, class rosters from each instructor confirming spelling of 
names and current enrollment, as well as gathering “action shots” from each class, taken by parents 
throughout the year. Work with Class Coordinators to assure permission to photo has been granted for each 
child included the book. Consider involving the CC’s in class page(s) formation, to assure there is a balance of 
action shots from each class. Choose a vendor and create the yearbook using pictures mentioned above.  
 
Coordinate Payment for Yearbooks with Treasurer 
Update and use the order form included below; keep all order forms and tape to yearbooks for distribution to 
families. Order the number of yearbooks requested and organize distribution to parents. Recommend having 
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order forms and payment complete prior to ordering, to get the most accurate count of yearbooks needed. 
Please order one copy to keep at WTG. All yearbooks must be ready for distribution prior to the last week of 
classes. 
 
Work with the Marketing Coordinator and Webmaster on Photo Availability 

Alert the Marketing Coordinator and Webmaster to recently uploaded photos once they have been approved 

by all of the Class Coordinators. Approved photos will be used in marketing material and on the website. 

Check E-mail and Green Crate: 
Check the historian e-mail multiple times per week to ensure prompt response to requests. Check the Historian 
file in the green crate weekly. 
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Woodinville Toddler Group 

Parent Agreement and Photo Release Form 

 

PARENT AGREEMENT 
As	a	member	of	Woodinville	Toddler	Group,	I	agree	to	comply	with	all	of	the	requirements	established	by	
the	program.		I	recognize	that	WTG	is	a	parent	cooperative,	and	requires	my	time,	talents,	and	willingness	
to	share	the	duties	needed	to	create	a	successful	parenting	education	cooperative	program.	
	

I	have	read	and	agree	to	the	following:		
ü I	am	the	registered	student	at	Lake	Washington	Institute	of	Technology	(LWTech)	and	am	enrolled	

under	a	parenting	education	class	at	Woodinville	Toddler	Group	(WTG).	
ü I	will	pay	the	reservation	fee	(non-refundable)	when	I	register	and	the	tuition	on	a	quarterly	basis.	
ü I	will	attend	the	required	orientation	prior	to	the	start	of	the	school	year,	and	complete	the	required	

WTG	and	LWTech	forms	(available	online)	as	described	in	the	orientation	letter.		
ü I	will	read	and	abide	by	the	parent	handbook,	rules,	and	by-laws	of	WTG.	
ü I	will	view	the	Prep	Videos,	Risk	Management	Safety	Video,	and	AED	Emergency	Video	(located	on	our	

website	 or	 at	 https://youtu.be/6Y-3hSiz9Is)	 and	 will	 familiarize	 myself	 with	 the	 emergency	
procedures	and	safety	policies	of	the	program.			

ü I	will	notify	WTG	of	CPR	and	First	Aid	certification	with	the	date	of	expiration	when	applicable.	
ü I	will	notify	WTG	of	any	allergies	for	myself	and	my	child(ren).	
ü Attendance	is	important.	I	will	attend	class	on	a	regular	basis,	including	in-class	parenting	education	

every	other	week.	
ü I	 understand	 WTG	 has	 open	 enrollment	 fall,	 winter,	 and	 10	 days	 into	 spring	 quarter.		 If	 I	 am	

registering	after	LWTech’s	10th	day	of	the	fall	or	winter	quarters,	I	will	have	my	college	registration	
held	 until	 the	 following	 full	 quarter.	Regardless	 of	 my	 status	 with	 LWTech,	 I	 will	 attend	 evening	
parenting	education	events.		See	instructor	or	registrar	for	more	details.			

ü I	will	attend	a	minimum	of	three	evening	parenting	education	options	each	quarter,	for	a	total	of	six	
by	the	end	of	Winter	Quarter,	and	nine	by	the	end	of	Spring	Quarter,	to	complete	my	requirements	
for	credit.		I	understand	that	this	is	a	requirement	of	the	WTG	and	LWTech	program.		I	will	mark	my	
attendance	on	the	evening	parenting	education	form	each	quarter.	

ü I	will	do	my	part	to	responsibly	supervise	children,	participate	in	classroom	responsibilities,	and	to	
be	a	courteous	class	participant.	

ü I	will	participate	 in	at	 least	one	extra	volunteer	activity	per	year;	 including,	but	not	 limited	to	the	
duties	assigned	to	the	class	in	which	I	am	enrolled.	

ü I	will	keep	myself	and	my	child	home	when	signs	of	illness	are	present.	
ü I am aware that it is my responsibility to let parents who are taking photos know if I do not want 

my child to be photographed.  As a courtesy to other parents, I  will  ask permission before 
taking pictures of their child during class time activities.   I  will  only distribute or post photos 
of my own child(ren) on social media sites; I will post photos of other children only after I 
have express consent from each child’s parent/guardian.  This includes individual and private class 
Facebook pages.	

PHOTO RELEASE	

I	give	permission	for	my	child	to	be	photographed/videotaped	in	scheduled	toddler	group	activities	for	
use	by	the	program	for	publicity	and/or	educational	purposes.		My	child’s	picture	may	be	included	in	any	
yearbooks	that	are	produced	for	this	school	year.	

					Permission	Granted											 					Permission	NOT	Granted						 						Permission	granted	ONLY	for	Yearbook	

Primary	Participating	Parent/Guardian	Name:	

(Print	name)	_____________________________________________________________		Date	___________________________	

(Signature)	_________________________________________________________________________________________________	
updated	6/20/17
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WTG Yearbook Order Form 2016-2017 
 

Photos include headshots of each child, all whole-class pictures, as well as “action 

shots” that have been taken throughout the year.  If you did not give permission for 

your child to be photographed on WTG’s Parent Agreement form, s/he will not 

appear the yearbook unless specific permission is granted by you. 

 

If your child did not have his/her individual photo taken on picture day, please submit 

a headshot of your own to (your email address).  Submit “action shots” taken 

throughout the year to your Class Coordinator no later than _______.           
 

Order form and payment due no later than May 8. 

 

Adult Name: __________________________  Child: ___________________ 
 

Email: _________________________________ Class: ___________________  
 

Payment type (circle one):  Cash   or   Check #______ 
 

***Please attach a $25 check made out to WTG or cash (please put cash in an envelope 

before attaching) to this paper and put in the black mailbox.  Thank you!*** 
 

 

WTG Yearbook Order Form 2016-2017 
 

Photos include headshots of each child, all whole-class pictures, as well as “action 

shots” that have been taken throughout the year.  If you did not give permission for 

your child to be photographed on WTG’s Parent Agreement form, s/he will not 

appear the yearbook unless specific permission is granted by you. 

 

If your child did not have his/her individual photo taken on picture day, please submit 

a headshot of your own to (your email address).  Submit “action shots” taken 

throughout the year to your Class Coordinator no later than _______.           
 

Order form and payment due no later than May 8. 

 

Adult Name: __________________________  Child: ___________________ 
 

Email: _________________________________ Class: ___________________  
 

Payment type (circle one):  Cash   or   Check #______ 
 

***Please attach a $25 check made out to WTG or cash (please put cash in an envelope 

before attaching) to this paper and put in the black mailbox.  Thank you!*** 


