East Side PTA and School Procedures (2011-2012)
1. Plan of Work

Before the school year begins, each committee should submit a “Plan of Work” to its Oversight Officer, documenting the goals, plans and resources needed for the year.  Your plan should outline the following:
· Goals/purpose of your committee

· Timeline, significant dates, and deadlines for all your committee’s programs and events

· Estimated revenue to be generated

· Estimated budget

· Facilities/resources needed for each program/event

· Staff involvement needed for each program/event

· Any sponsor/partner participation and contact info if applicable

· Evaluation plans/post event analysis

The Plan of Work should be maintained in your Committee Manual. 
Each committee is allocated a budget number based on historical experience and current input. On occasion, additional funds may be appropriated for a committee.  However, our funds are limited and additional appropriations for committee activities are carefully scrutinized. Questions concerning your budget can be directed to the PTA Treasurer and your Oversight Officer. 

2. Publicizing Events
Programs and events may be publicized in any of the following ways:
E-News – Messages for the weekly E-News should be submitted to E-News@eastsideelementary.com by Friday evening to guaranty inclusion in the following week’s edition. See Appendix A for format and policy guidelines.

Website – Both the blog and calendar can be utilized. Submit information to Communications@Eastsideelementary.com. As a general rule, procedures covering E-News will also pertain to website announcements. 
Tiger Times – Articles for the newsletter should be submitted to the editor at TigerTimes@eastsideelementary.com by the deadline dates published in the East Side Calendar.  Note: The Tiger Times is published six times during the academic year. 
Outdoor Sign – Requests should be submitted via the PTA School Sign Advertising Request. Follow directions on form. Note: This is for sign on Indian Hills Parkway.

Monday Folders – While we hope that most events and programs can be advertised via other means, sometimes it is necessary to send a flyer or announcement home as part of the Monday folders. Use the PTA Copy & Distribution Request Form and follow attached Procedures. Note: To ensure inclusion, paperwork must be in teacher’s mailboxes no later than Friday morning at 7:15 am.

Bulletin Boards – No bulletin boards for PTA use have been hung in the new school as of 8/24/11.   To check availability contact “Communications” at Communications@eastsideelementary.com 
Morning Announcements - Submit a written copy to school secretary (Pat Mabry) at least one day in advance. 

Teacher Email – To communicate with East Side staff, please submit the message for approval to Pat Mabry (Patricia.Mabry@cobbk12.org) by the previous Thursday for inclusion the following week. 
All publicity must be approved by a PTA officer before being disseminated. Following the procedures on forms and in Appendix A will ensure that the proper approvals are received. The goal is to publicize and inform others about PTA programs and events and in doing this earn the respect and confidence of the East Side staff, families and community.
3. Scheduling a PTA event at School
See Appendix B for the steps necessary for hosting an event on campus. 

All PTA volunteers involved with program should be aware of emergency procedures. These include:

· PTA sponsor/volunteer should have the cell phone # of one of the administrators to contact in the event of an emergency. Contact administrative team no later than Thursday before the weekend event to confirm which administrator will be “on call.” 

· Sponsor/volunteer should obtain a Risk Management's Incident Report prior to event.  If/when an injury occurs, the person in charge should complete the form with the help of any witnesses.

· If the emergency involves an injury, it is then up to the parent of the injured child to make the next decision (e.g., call 911, visit a doctor, or go home.)  If no parent is available, the school asks that the person in charge use their best judgment.

Contact Media Specialist Dawn Alexander (Dawn.Alexander@cobbk12.org) to reserve the Media Center.  
4. PTA Mailboxes
All officers and committees have “mailboxes” in the staff mailroom (across from the clinic).   Your committee’s mailbox (hanging folder) is located in the top drawer of the metal filing cabinet.    Please check your mailbox regularly, even if your committee’s programs have already finished.  If you need an urgent response to a request, you may wish to call the person to let them know the item is being placed in his/her mailbox. 

Hard copies of all PTA forms are behind the Secretary’s folder. Forms are also available at http://www.eastsideelementary.com/forms.html
5. Financial 
Contracts - The PTA Co-Presidents are the only persons authorized to sign binding financial agreements and contracts.  You are personally liable for any contracts you sign.
Collecting / Turning In Money - When receiving checks, please review each one and make sure that it is for the correct amount, has a name and address and is signed.  If the check is incorrect for any of these reasons, please return the check and ask for a corrected one. If a check covers more than one thing (membership, T-shirt, directory) it must have a cover sheet or a listing showing exactly what items the total amount should be allocated to. 
Cash and checks should be accompanied by a PTA Money Collection Form. Follow instructions on form. It is imperative to turn over checks and cash as soon as possible and no later than two weeks after the program or activity has ended. If you need to make special arrangements to deliver the deposits, please contact the Budget and Finance Officer at BudgetandFinance@eastsideelementary.com. 
 
Reimbursements for Expenditures - In order to be reimbursed for personal expenditures on behalf of PTA, complete a PTA Reimbursement Request and follow all directions in terms of receipts and required approval levels. Please submit all reimbursement requests within 30 days of the date on the receipt. Note that checks are written twice a month and will be placed in your mailbox. 
Obtaining Checks for Vendors - In order to obtain a check for a vendor, submit a PTA Payment to Vendor Form.  Attach all related invoices and follow directions on form.  The check will be mailed directly to the vendor unless you make other arrangements with the Treasurer.  Submit all invoices upon receipt – it is important that we pay our bills on time.
6. Volunteers
Volunteers can be recruited through E-News, Volunteer Forms and person-to-person contact. You will be provided with an initial list of people who have expressed an interest in working on your committee.  It is up to you to call them and get them actively involved. A few points for all parent volunteers to remember:
· Always sign in at parent volunteer table in front hall. Wear a “visitor” sticker while on school property. Remember to sign out. 

· No strollers are allowed in the school at any time. This is a fire code regulation.
· Preschool children are not permitted in the classroom.

· Be a volunteer with “character”—demonstrate loyalty, trustworthiness, and fairness in all school and PTA-related matters.

Appendix A – Communications Protocol
E-News Blurbs - Format and Policy
· E-News items should be short and to the point ideally no more than 

4-5 lines. Double check dates and times before submitting. 
· Flyers, signup forms and other detailed information should be referred to with a link in the news item. Please include the attachment when you submit. 
· Send items to E-News@eastsideelementary.com by Friday evening to ensure inclusion in the following week’s message. 

· The final font used will be Arial, 12 pt for titles and 10 pt for text.

Tiger Times

Articles and pictures should be submitted electronically to editor (TigerTimes@eastsideelementary.com) ready to print (i.e., no bullets with a request to “please write something up about this”). Please note deadlines as published in the Calendar and submit articles as early as possible. Articles and E-News blurbs are subject to editing for content and length. Articles should be sent as attachments to the Email (v. being included in the body of the email.)
Written Communication
Any communication going to parents and/or students must have the proper approval before it can be copied and distributed. Approval can be obtained via Email or hard copy, but always utilizes the PTA Copy & Distribution Form. Please follow these steps:

· Email (or deliver hard copy) of proposed document to your Oversight Officer. Subject line of email to read “PTA Approval for Distribution.”

· Your Oversight Officer will review any recommended changes with you and then will forward to a PTA Co-President for approval. 

· Only a Co-President forwards request to the Front Office. We have over 40 committees and must follow this communications protocol to ensure the East Side Administration is not overwhelmed with requests. 

· The Approval will be routed back to you and only then can copies be made. (Attach copy of final approval Email to PTA Copy & Distribution Form). The UPS store will not make copies unless you have the proper approval. Please do not put our Partner in Education in an awkward position by assuring them that “it’s okay to go ahead and copy.” If you make copies at another store, you will risk not being reimbursed if the documentation was not approved. 
Email Protocol 
Recognizing the prevalence of Email as a means of communication, the Georgia PTA has issued some procedural recommendations for Email. Some points to keep in mind:

· Always include “East Side PTA” in the subject line. 

· Emails are considered public property. Therefore do not include anything that you wouldn’t want to see printed in a memo. Criticisms and complaints should be handled in person, by phone or in writing. 

· Use the “C’s” – check to make sure your email is courteous; concise; clear; communicates the message; has a cooperating tone and has been checked. Once you send email it cannot be undone!
Appendix B – Scheduling a PTA Event at School
As soon as possible:

· Establish event date and time. 
· Over the summer, contact PTA Co-President for inclusion in ESE Calendar.  

· Complete a PTA Request to Schedule Facilities form and return to Oversight Officer for approval. Your Oversight Officer will forward on to the applicable people for approval. 
· Contact Diane Gurr (Dianne.gurr@cobbk12.org) to ensure event is on school central calendar (in hall near front office). You risk not having access as well as heat/air if your event is not on the calendar.
· If synagogue/church parking will be needed, call to ensure availability

· Congregation Etz Chaim 770-973-0137

· Lutheran Church of the Incarnation ELCA 770-971-2738
2 Months in Advance:

· Contact Cobb County Facility Use Coordinator, Bonnie Garrett’s office at 678-398-5102 with event information.  The District will fax a contract for the PTA and Ms. Mavity to sign. After execution,  this paperwork will be returned to Garrett’s office.

· Once the County approves the event, a copy will be faxed to school with billing information.  Work with Dianne Gurr to help determine the required number of staff to have present. She will contact those individuals to make arrangements. 
· General Staffing Guidelines:

· If using the cafeteria kitchen for cold storage only, generally one staff person is required.  If using for any food preparation, 2 may be needed. A supervisor carries a higher contract rate. 
· A minimum of one custodian is required for all events.
·  If it is a 40-hr. classified employee, they will be paid time and a half plus fringes

· Approximate costs:

· Facility Use Fee is $25 per hour

· Set Up/Clean Up Fee is $50 ($25 per hour, 1 hour prior and 1 hour post assumed)

· Additional salaries for custodial and kitchen staff vary depending on numbers needed.
· These costs will need to be considered in the overall planning and pricing of your event. 
1 Week in Advance

· It is recommended that you Email Pat Mabry a few days before your event to make sure that all the approvals are in place and that the custodial staff is aware of the event. The head janitor can be reached at Robert.Bedsole@cobbk12.org. 
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