Chairperson’s Year End Information Report  2007-2008

Committee : After School Enrichment Clubs

Chairperson’s Names:  Sonja Thomson, Sabine Erickson and Amy Nelson

Calendar - List your committee’s activities month by month

We had 133 students participate over three days and offered 10 clubs during the month of January.  Club prices ranged from $4.00 – $28.00 with lower priced clubs filling first.  I started asking folks if they wanted to lead a club for the next school year in May and June.  Starting as early as possible to get people to teach classes is a must.   Folks like Patti Brousseau who makes the baskets needs to know 3 months in advance so she can set her work schedule.  

I have attached a lot of hard copies of all forms used this year and I have also included a CD with all the files used by the committee.  The forms more than this report will help guide the committee through the process.  The CD also contains many files from the previous 2007-08 year.  There is also a clear file box in the PTA cabinet in the cafeteria that contains the table tents that can be used for both the Curiosity Shop and After School Enrichment Clubs.

September  

Gathered volunteers to help with or teach a class.  I find that a lot of people are willing to teach they just don’t have an idea on what to do. Send out a note in back pack ail and put an ad in the CHES newsletter.  For next year I think you can still count on:  Patti Brousseau and the outside organizations – YMCA for dance, Jason Morris of Judo, Nancy Robertston of Cornell Cooperative Extension, the Burnt Hills Bowling Lanes.  

I think that you really need to go to the High School and ask the counselors (Kerry Austin) if you can set up a “sign up table” during lunch to get high school volunteers/Girl Scouts to teach a club (jumproping, playdough, foreign language, Girl Scout Badges and Try-its, sports, etc.)  I meet with the counselor and posted signs and even dropped off handouts to no avail.  Stevens had great success with a booth or table at lunch time.  I would also contact Girl Scout Junior and Cadette troops directly to see if they want to get involved – would make a great Bronze Award or Gold Award opportunity.  These are supposed to be enrichment classes but that is a hard bill to fill these days, so my answer to that is we take what volunteers step forward.  If you get any that require the gym, reserve it now with a request forms (see below).  You need to fill out a facility use form and get an insurance binder from the organization listing the school district and the PTA as additional insured for $1 Million.  Since we no longer join with the other two elementary schools you can set the dates and just clear those dates with the PTA and with Beth Stephens to make sure Gym not is use, etc..  The only club we joined with Stevens on was the off-site Bowling club.

If you have co-chairs I would meet with them in September to divide up roles, etc.  It is tricky dividing up the roles beyond 2 people because very quickly one hand doesn’t know what the right is doing.  Our division worked well.  One person handles completed registrations forms and money, and the other person does everything else.  

October  

Make up the schedule based on the days that you are going to hold classes. Be sure to stay clear of Martin Luther King Day and a half days.   It is a good idea to find out what days your volunteers are available before you set your schedule.   Create the Club Descriptions and Club Registration Form.  Get principals approval for anything going home via backpack mail. 

November

We piloted allowing registration through backpack mail only this year.  Mixed results.  Many folks said they didn’t get the forms but they all went home to all, a notice was posted in the CHES Newsletter, an email went out reminding with forms attached and second chance emails went out too.  I think folks are just busy with still settling into the school year and planning for Thanksgiving.  Forms get lost in the scuffle.  I would recommend moving back to allowing backpack early registration for Volunteers who step up and then do a in-registration night (from 5:30 – 7:00 so you can catch the YMCA parents).  When folks are paying at the end of registration night, I would have them immediately fill out the PTA permission form so you aren’t chasing after folks.  Clear this night with Beth Stephens to make sure cafeteria is free.  I would also leave a stack of forms on the YMCA After-school care table for parents.  Leave a note on the same YMCA table the night before in-person registration for an added reminder.  We were relaxed about registration and if folks didn’t send money we still registered them.  Big mistake.  We just ate up lots of time chasing after money.  I would strictly return any registrations forms that do not send money or are significantly not completed.  After registration is done, look at your classes and see if there are enough slots to warrant a second chance registration for those kids who want to take a second class.  If there are only 1 or 2 slots here and there, don’t worry about it.  Some volunteers who know the ropes may ask to sign up their child for a second class but it isn’t worth the paper cost for the few slots that need to be filled.  We sent an email out with forms attached alerting to second chance sign ups.  We finish all registration around the beg. of December.  

December  

Right after Thanksgiving break, get a list of classes with the ages they are for to Mrs.  Stephens so that she can assign classroom space.  If you are offering childcare be sure to ask for the social worker’s room as well.  Send out the NY State PTA permission slip and have a return date so you have time to remind stragglers.  Before the break send home club confirmation notices and weekly permission slips and PTA permission slips for those still needed.  Contact Knights orchards for the apples that we give out for snack.  Be sure to insist on the lunch size that comes in bags.  Makes it easier to dole them out.  Each club gets enough for one per child – tell the volunteers this as many let kids eat as many as they wanted.  Also, insist that the apples are delivered to school before clubs start – washed and ready to be served.  They can be stored in boxes above the PTA cabinet in the Cafeteria.  Make sure to get Tax exempt forms to your instructors and tell them final numbers for their classes so they can prep over the break.  Also make sure they have a check request form.  Make sure you send the volunteer schedule home in mid Dec so folks can plan accordingly.  

January 

Provide the office with a 2 copies of a list of each days registrants in alphabetical order.  Provide each school teacher with a list of the students who are staying for clubs so they know who to expect a permission slip from and so they will dismiss children to the proper place during club dates.   Then create club attendance forms, in alphabetical order for each club. Put a list on a clipboard with a pen.   All this can be done in EXCEL – this is how you make the labels that get attached to the notices that go home in December letting the students know what clubs they got in to.  Each week you will have to check the permission slips against the students who are listed to make sure that all who are expected to stay have permission to do so.  If  a slip is missing you need to get in touch with a parent to confirm they can stay after, a verbal will do, they fill out a form to alert the teacher that the child should stay after.  If you can’t get hold of a parent, leave a message telling them to call the main office.  You need to go in around 11:00 each club day.  Then you will need to return at around 2:00 to chase after stagglers and see if anyone went home sick -- and set up for clubs.  You don’t have to call YMCA after school care kids as they stay after anyway.  You will need to cross check the list with the office to see who is absent or going home early.  

On the days that you have clubs, volunteers should be in place by 2:30 the first day of clubs for a quick orientation.  Setting precedent the first week is critical.  Then volunteers can come around 2:40.  Have a sign in sheet for volunteers and nametags.  Volunteers need to sign in so we know who is in building in case of an emergency.  Clubs will seat at the cafeteria tables with table tents listing club name.  Separate tables for noise control.  Have volunteers stay between tables to take attendance and monitor students.  There is a volunteer responsibility sheet I sent home with the volunteer schedule so that they knew their roles.  One club volunteer (there should be 2 club volunteers excluding the teacher per club – PTA rule) should be responsible for taking attendance.  You will need to use Excel to create class attendance lists.  This year children were dismissed to the Cafeteria early at around 2:45 giving us more time to take attendance.  This was a huge help.  

Don’t forget to track expenses along the way – this is cash in and cash out club.  Make sure you are thanking your volunteers (club leaders and volunteers) with thank you notes.  Sometimes you can get all the kids to sign a card while they are in the cafeteria.  I also like to go around and take a few photos.  When clubs are in session, make sure you go around to see how everyone is doing and that nobody needs anything.  The first week, make sure YMCA kids are getting walked down at dismissal.  

Budget – List projected total income and projected total expenses


Income Charged $4 per class for those that have no expenses such as legos.  What ever the club fee is from the instructor, remember to tack on an additional $2 to cover the apples, pens, Xeroxing and other admin. costs.  I had very few volunteers this year and had to rely on community organizations which drove prices up.  I’d say 3/5 of the registrants chose the lower costs clubs first but the higher cost clubs fill up if attractive and enriching enough.


Expenses Each instructor will tell you what they feel supplies will cost so you can determine the appropriate fee.  For the most part they stay within budget.  There is some wiggle room and sometimes we have money left over that goes towards student programming anyway.  Encourage the instructors to submit receipts early on so that you can get the checks from the treasurer.  This is a self funded program so there is no budget from PTA per se.

Volunteer Needs – List jobs and number of volunteers required for each

Instructors and helpers.  Need at least 2 adults in the room at all times.  I try to have a teacher plus 2 club volunteers so that if someone calls in sick we have coverage.  I didn’t have a need for childcare, but think we should keep this as an option if there are 2 volunteers to run it.  Do not let volunteers bring their own children with them unless they register them and pay for them as a club member.  I would print this somewhere on the registration form next year.  You may even need help at registration with childcare.  Volunteers get to register their children first which has lead to some controversy as helpers and instructors are in classes every week and someone who helps with registration is only there a couple hours.  It isn’t a perfect system and just do the best you can.  For in-person registration, I would get two volunteers per day of classes for registration (i.e. if you are going to have clubs n Tuesday and Thursday then you need 4 people to do registration, 2 for each day)  and someone to handle the money and another person to get PTA permission slips signed.  Get some change before the event although we encourage the use of checks.  

Meeting Schedule

If co-chairs, I would meet in person in September and then the rest can be done via email and phone calls.  

Activities to Continue

The new dismissal system in cafeteria worked GREAT.  There are lots of forms for this.  The volunteer responsibility sheet was very well received and I would continue to send this home attached to the volunteer work schedule.  The children look forward to the apples for snack.

We allowed kindergarteners to join clubs this year.  Unfortunately, we had to cancel the fully booked Playdough club due to lack of parent volunteers. We did have some k students attend Judo and Yoga which worked fine.  The a.m. kids got notes home telling parents that they needed to provide transportation back to school and bring child in at 3:10 after buses dismissed directly to the club room.  Some parents repeatedly tried to drop kids off in cafeteria – don’t allow this to happen as they aren’t on our lists and we need procedures to be followed and a paper trail for safety reasons.  The p.m. kids came down with the other children and seemed fine.  

I would offer just two clubs and keep the Kindergarten clubs on two different days to pilot for one  more year to see how it goes.   

Activities to Discontinue

I would go back to backpack mail for volunteer/early registration and then add an in-person registration night.  

Make the daily permission slips either larger or on colored paper so they are detected easily.

Additional Suggestions

Make sure you put the registration forms in alphabetical order so that when you have to call parents to track down missing permission slips and if the child has an accident or allergic reaction you can contact that parent VERY quickly.  The school maintains a list of emergency numbers, make sure you know where it is.  The nurse is not on duty afterschool – I would print this on the registration form somewhere so parents don’t have a false sense of security.  READ THE PTA permission slips and be familiar with special needs and tell instructions discreetly of any concerns.  

I gave the final list of student names to the principal with a note asking if any of the children had any behavioral or emotional needs that we should be aware of so that we were prepared to provide the support necessary to make sure the child could be successful.  Sometimes you might have to ask the parent to shadow or remain in building if you think support is needed.  

On back to school night I would get a large sign up sheet and ask folks to sign up as a club leader or club volunteer via just filling in the spots.  Create courses for them and see if you can get folks to just lead a club that takes little talent (Play Dough Club for k-1st; Jump roping Class 3-5th; etc.).

We had tons of legos donated – enough for two clubs.  These are all stored in plastic bins in the closet in the music room.  Please note that the Judo Club has a $5.00 fee since the instructor didn’t inform me he wanted any compensation.  If you run the club again, I believe he would have wanted $14.00/per student (plus you would need to tack on $2.00/additional per student for admin. costs).  I was $47.00 over budget because I got an unexpected bill from Judo.  

On that note, I would like all club expenses that are being submitted to the treasurer to go to me first so that I can track expenses and ensure that the invoices are accurate.  

I strongly recommend moving the After-School clubs to the month of March.  The reasons are three fold: less chance of snow days; the month is a quiet time after all holidays and before the nice weather when kids are bored and looking for things to do; to reduce volunteer burn out.  I found it very difficult to ask volunteers to teach a class in September and October when they were already buried with settling into the school routine, helping with fundraising/Curiosity Shoss/Monster Mash……..  I think we need to give volunteers a breather in Jan. and Feb. and then we’ll have a better chance of re-engaging them for March.  This was we aren’t asking for club teachers until after the Christmas Holiday.  I would also recommend having 5-6 clubs meet on two days for three weeks.   Shortening the duration to 3 weeks would be perfect.   If a date could be chosen before the school calendars go to print this would be great – then you could indicate the in-person registration night and the club start and end dates.  This might reduce paper costs and increase involvement.  

Man a table at the high school to get volunteers during their school lunch.  And reach out to older Girl Scouts troops to come in and work with the kids.  

