
Class Chair Guide 2025-2026

Thank you!
Thank you for volunteering your time to serve as the Class Chair for your class. This role is vital in keeping classmates connected 
with one another and to Proctor. Your position as Class Chair will help to ensure an informed and engaged Proctor Alumni Association 
(PAA), and we are grateful for your service to Proctor.

Goal of Class Chair Program
The goal of the PAA’s Class Chair Program is to maintain relationships, build engagement & excitement surrounding the school, 
encourage participation in Proctor happenings, and create opportunities to be involved with Proctor, ensuring a vibrant and active 
Alumni Association.

Class Chair Responsibilities
Acting as a Class Chair revolves primarily around a few suggested annual tasks: 

1.	 Alumni Class Notes: Communicate a call for Class Notes once a year (summer). When the call for content occurs, the PAA 
will ask all Class Chairs to reach out to their respective classmates to request content for the magazine. The Alumni Office (AO) 
will supply a link to a form for alumni to fill out. 

2.	 Contact Information: Finding lost classmates, updating contact information, etc. If you hear of a change of address, email, or 
phone number, please inform the PAA or AO so that we have the most current contact information. If we are looking for a ‘lost 
alum’, we would love your help in contacting other classmates who might know where they are. 

3.	 Alumni Office Resource: As the Class Chair, you will be ‘in-the-know’ about the goings on and happenings in your classmates’ 
lives. This includes: 
 
a. Giving: Encourage participation in The Hornet’s Nest. The Hornet’s Nest identifies all alumni who have made a financial 
gift to Proctor annually or other means through the Development Office. Class Chairs will be asked to encourage classmates to 
participate in the The Proctor Fund annual 1848 Giving Challenge each February. 

b. Events: Proctor events are held all across the country. We encourage Class Chairs to attend local alumni/all-inclusive Proctor 
events in your area, and spread the word to other alums. 

c. Social Media: If applicable for your class, manage (with help from the AO), a class page or account. We also invite you to post 
Proctor content on your personal and/or class page, specifically around Reunion Weekend, the Giving Challenge, and during 
the call(s) for Class Notes. 

4.	 Reunion: (For alumni +5 years removed) Assist in driving Reunion Weekend attendance. This is especially key during your 
milestone years. Optional: help organize a class-only event during Alumni Weekend.

Additionally, Class Chairs are asked to participate in a yearly Class Chairs Town Hall. These virtual, hourlong meetings are typically 
held in February just prior to the 1848 Giving Challenge.

https://www.proctoracademy.org/alumni/alumni-association
https://www.facebook.com/proctoracademyalumni
https://www.instagram.com/proctoracademyalumni/
https://www.linkedin.com/groups/3110/


Resources
The AO will make available to Class Chairs contact information on their classmates as well as other alumni contact information 
upon request.

Class Chairs are encouraged to contact the PAA or AO for any information needed, including–but not limited to–details on specific 
events or activities that may be of interest to you and your classmates.

Templates, and other various tools for communicating to your classmates (be it via email, social media, or text/phone) will be avail-
able to Class Chairs throughout the year.

Links to class yearbooks are also available to Class Chairs.
*Many classes are still without a Class Chair! Contact Whit Hill Sowles ‘92 P’25 , Director of Alumni Engagement, at alumni@
proctoracademy.org if you or someone you know is interested in becoming a Class Chair. 
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