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PTA PROGRAM PROCEDURES & GENERAL INFORMATION

Visit us at http://chespta.yolasite.com
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Thank you for your valuable time and the skills you will share with the children of Charlton Heights.  We hope you find it to be rewarding.  Our programs would not be successful without all your help and hard work.

PROCEDURES AND GENERAL INFORMATION

As a Chairperson of a PTA committee/program, you are considered a member of the Charlton Heights PTA Executive Board and as such must be a member of the PTA, so please be sure to look for membership information in your child’s backpack mail or at Back-to-School Night.

If a vote becomes necessary during the year, you are eligible to cast a vote.  Only one vote is allowed per person, no matter how many programs you may oversee.

Only one vote is allowed per program.  In the event that the chairperson is unable to attend the vote, a co-chairperson is able to cast a vote on the program’s behalf.  

As per our NYS PTA By-Laws, no absentee ballots are accepted.  PTA Meeting Minutes are printed in the PTA newsletter each month.

We encourage you to attend the monthly PTA meetings.  We value your opinions and thoughts on PTA issues and programs.  The President will send an email requesting meeting agenda items (things to address/discuss regarding PTA programs/events,) about a week before the meeting.
Monthly PTA Meetings will be held on the first Wednesday of every month at 6:30 pm (there may be exceptions to this)  A meeting reminder will be sent out prior to each meeting and the date and times are posted on the website.  Meetings will be held in the Charlton Heights Library.

You are expected to attend the PTA meeting prior to and the month your program runs  to communicate specific program goals and activities with the Executive Committee which will be recorded and included in the meeting minutes. 

If you are unable to attend a meeting and wish to report on your committee please contact the VP of Programs or President with the information you would like reported.

COMMUNICATIONS
The Charlton Heights PTA Newsletter (published monthly) is an essential means of communicating your events and programs to our student families.  The newsletter is a great tool of reference and reminder for upcoming events.  All materials for submission must be forwarded to the Newsletter Program Chairperson by the deadline for submission.  Submission dates are posted on the website calendar of events and the PTA bulletin board.

Flyers and communications must be on PTA letterhead and approved by the principal and the PTA President prior to being sent home.  A copy must be given to secretary in the main office so she can handle any inquiries about your program.  Please try and limit distribution of flyers to Tuesday and Friday.  Please post a copy of your flyer on the PTA News bulletin board.
Flyer Distribution: A grid of classroom teachers/# of students is posted above the Xerox machine in the CH faculty copy room and is on file at Mail-n-More.  PTA uses a “YO” (Youngest and Only) list for school wide distribution whenever possible.  The use of these lists helps to cut costs and eliminates families from receiving duplicate publications.
Any publication that meets the criteria for the Youngest and Only distribution should have a “YO” marked in the top right hand corner.  Please have 10 extra copies printed so that office secretary will have some available.  If you have any questions regarding this policy please contact the VP of Programs or the President.

PTA Mailboxes: The mailboxes for the PTA are located in the faculty copy room which is located between the faculty lounge and Beth Stephen’s office.

Bulletin Boards:  The PTA Bulletin boards are located in the hallway between the cafeteria and the main office.  If you would like to utilize the bulletin boards to promote your program status or special event you may do so by contacting the President or the Bulletin Board Program Chairperson.

Xeroxing:  You may use the Xerox machine in the faculty copy room, the PTA code is 2010.  For larger copying needs the PTA also has an account at Mail-n-More.  The number regarding school wide/ “YO” distribution is kept on file.  You will need to sign the log for any copying applied to the CH PTA account.  PLEASE BE SURE TO SIGN YOU R NAME LEGIBLY AND INDICATE THE PROGRAM THAT SHOULD BE CHARGED.  Please use these resources wisely.  Your copying costs will come out of your program budget.

Charlton Heights Sign:  If you would like to have the program information/status, date announcements, or welcome messages included on the CH Sign, you may do so by contacting the principal.

Charlton Heights PTA Website:  If you would like to have any information added to the website please contact the webmaster.  The website is a great way to get your program information out to the families!  
FACILITY SPACE AND SCHEDULING
Any PTA program that requires the use of school space during the day and evening must be contracted with the school for its usage.  You will need to sign a Facility Use contract from the secretary in the main office for the use of the assigned space.  You will need two responsible adult names on the contract.  Your committee or program may also be charged for maintenance by the school if additional staffing is necessary for service or clean up.  Scheduling for any school wide program may also need to be presented to the School Building Council Scheduling Committee.

FINANCIAL MATTERS
EXPENSES

Reimbursements:  Please fill out a Charlton Heights PTA Check Request Form and attach all receipts.  Please be sure to include the name of the Program/Committee for accounting purposes.

Invoices: Please fill out a Check Request Form and attach 2 copies of the invoice. 

Please allow at least a 1 week turnover time on all payments.

INCOME

If your program generates income it is your responsibility to make the deposit.   Please fill out a PTA Deposit Verification Form and follow the instructions on the form.  Under No circumstances should funds go home with anyone.  We have a key for the night deposit box at Trustco.  

Questions or problems:  please contact  the treasurer - Daphne Jameson at 384-3369, 366-9441, gjameso2@nycap.rr.com.

Year-End Information Report:  As a program chairperson/member or PTA, your program folder needs to be returned via the PTA mailbox at the completion of your program.    Pertinent information to your program should be included.  Remember to include a list of names and phone numbers of any contacts.  Your information on program expenses will also help determine a program budget for the following year.  Please be sure to complete a Chairperson Year End Information Report and include it in your program folder when you turn it in.
SUPPLIES AND DONATIONS
PTA has a storage closet in the school.  It is located in the back, right hand side of the stage.  The closet is kept locked at all times, but someone from the custodial staff can open the closet for you.  The closet is stocked with all kinds of supplies including food serving items, party theme packs/decorations, and items that are used for PTA programs and events.  There is an inventory list of supplies that is posted on the website.

What is organized and stored is PTA property for PTA use.  Any “leftover” items purchased with PTA monies should be stored in this closet and recorded for use/reuse for programs and events.

PLEASE…Absolutely NO FOOD of any kind.  Including sugar packets or drink mixes, should be stored in the PTA storage closet.

You may solicit donations from local businesses in our community, to use during your program.  Some businesses make only one donation during the school year (i.e. Stewarts donates ice cream and paper goods for the Ice Cream Social)  It is important not to stress these resources.

