DODGEN PTSA  AND SCHOOL PROCEDURES

Plan of Work
Before the school year begins, each committee should submit a “Plan of Work” to the Executive Board, outlining 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

(See Georgia PTA Leadership Resource 2006-2007 pp. 131-132, at www.Georgiapta.org)

Publicizing Events
An event may be publicized in any of the following ways:

Dodgen Dateline – Articles for the Dateline should be submitted to the editor by the monthly deadline date (see appendix and current year handbook/calendar for editor information and specific dates).

Morning Announcements – The office has forms on which Morning Announcements are printed.  Completed forms are placed in the Morning Announcement basket located under the front desk. 

Scrolling Messages – Please see the Media Center Specialist to place a scrolling message.

E-Message – E-messages need to be approved by a PTSA co-president prior to being sent to the E-message chairperson (see appendix and current year handbook/calendar for chairperson information).

Outdoor Sign – Outdoor sign messages need be given to the Outdoor Sign chairperson (see appendix and current year handbook/calendar for chairperson information).

Phone Message – Please see Mr. Snell for availability and approval to use the In-Touch phone messaging.

Posters and Flyers – Please be conservative in your use of posters and flyers due to paint and surface damage.  Use tack strips whenever possible.

All publicity must be approved by a PTSA co-president before being disseminated.  The work of the PTSA is promoted through its publications.  The goal is to publicize and inform about PTSA events and in doing this earn the respect and confidence of the home, school and community.
USE OF SCHOOL FACILITIES:

Reserving Rooms at Dodgen

1. Professional Library:  The calendar is on the black file cabinet in this room.  Block out the desired time and write PTSA.  The professional library is the room attached to the Media Center, behind Sue Klodnicki’s office. 

2. Conference Room:  The calendar is on the table in this room.  Block out the desired time and write PTSA.  The conference room is straight down the “mural hall” from the Dodgen front office.

3. If neither of these rooms are available, there are various small rooms in Dodgen.  Ask Sue Klodnicki, MJ Perkins or Lisa Boardman for help. 

Scheduling a Meeting with Students before School Hours

If a PTSA committee wishes to hold an event before school hours, they should do one of the following:

(a) Provide a list, to the front office, of students that will be attending. This should include names, the time they are to be permitted into the school and location of the event. Please note that 8 a.m. is the earliest they can schedule morning activities. The students will then need to check-in at the front desk for permission to enter the building, or

(b) Or provide each student, in advance, with a PTSA pass. This pass should state the location of the event as well as an entry time. They will need to show this pass to the hall monitor.

Scheduling a PTSA event at Dodgen 

When scheduling a PTSA event at Dodgen Middle School,  please consider the following:

- A standard for chaperone to student ratio is approximately 1/20 ( obviously this can vary depending on type of event)

-Security may be necessary, especially when chaperones are not involved. Please contact administration regarding specifics.

-The head janitor is Mr Ronald Wilson. He should be contacted regarding the specifics of each function. Depending on the time of each event, it may be necessary to pay for janitorial services. Mr. Wilson will also be able to assist with access to the building and any questions regarding clean-up, set-up and tear-down.

-Should your event need access to the kitchen please contact the lunchroom manager.

Please feel free to contact Patricia Chandler, assistant principal, with any questions regarding your PTSA event.

Making Copies
1. Making copies at Dodgen:  If you bring your own paper, just use the copy machines in the office across from the Guidance Office.  If you do not bring your own paper, please log the number of copies in the black notebook labeled “PTSA.”  There are signs directing you to this notebook.  PTSA is billed a small amount by Dodgen for copies and paper.

2. Making copies offsite:  Please use a discount card wherever you go.  We would prefer not to pay more than $.025 per copy, as that is what Dodgen charges us.  To be reimbursed, fill out the appropriate form from the Treasurer. 

PTSA Mailboxes
There are 3 ways to deliver mail to a PTSA mailbox.

1. There is a PTSA mail slot in the main mailroom behind the front office where the teacher’s mail is delivered.  This is where internal and external post is distributed and collected.

2. There is a mailbox for each of the committee chairs in the photocopy room across from the Guidance Office.  This room is open during school hours. A key to this room can be obtained from the Front Office or a janitor, if locked.

3. There are 2 locked mailboxes; one situated outside the Front Office and one in the hallway where the busses unload the students.  Only the PTSA Secretary, Treasurer or Co-Presidents have access to the locked mailboxes.

The locked mailboxes and the mailbox in the main mailroom will be emptied periodically; (probably twice a week,) and all correspondence delivered to the PTSA room and placed in the appropriate slots for each Committee Chairperson.  If you need an urgent response you may wish to call the person to be sure they make a trip to their mailbox in a timely manner.
FINANCIAL:
Collecting / Turning In Money:

When receiving checks, please review them and make sure that they are for the correct amount, that they have a name and address and that they are signed.  If the check is incorrect for any of these reasons, please return the check and ask for corrections.  If a check covers more than one thing (membership, T-shirt, directory) it must have a form or a listing showing exactly what items the total amount covers.

 

All cash must be counted by two people, the Cash Verification Form must be filled out completely and signed by both counters.  According to PTA rules, the treasurer is not allowed to count cash.  Then the form and all cash and checks are to be handed in to the treasurer immediately for deposit into the bank account.  

Getting Reimbursed for Expenditures:

In order to be reimbursed for personal expenditures on behalf of PTSA, fill out a PTSA Check Request Form.  Make sure that all receipts are attached to the form then have your committee’s oversight officer sign it.  Place the request in the Treasurer’s mailbox in the PTSA Mail Room.  Checks will be signed at PTSA Board meetings or Executive Board meetings, so please submit your requests by the Friday afternoon prior to those meetings.  Call the Treasurer directly if you need reimbursement prior to the next meeting.  Please submit all reimbursement requests within 30 days of the date on the receipt. 
Obtaining Checks for Vendors:

 In order to obtain a check for a vendor, submit a PTSA Check Request Form.  Attach all related invoices and have your committee’s oversight officer sign it.  Place the request in the Treasurer’s mailbox in the PTSA Mail Room.  Checks will be signed at PTSA Board meetings or Executive Board meetings, so please submit your invoices by the Friday afternoon prior to those meetings.  The check will be mailed directly to the vendor unless you request differently on the Check Request form.  Call the Treasurer directly if you need an invoice paid prior to the next meeting.  Submit all invoices upon receipt – it is important that we pay our bills on time.

Signing Contracts

In order for a contract with a vendor to be legal, only the PTSA Co-Presidents and/or the school Principal can sign contracts.  If you are working with a vendor that requires a contract, contact the PTSA Co-Presidents immediately.
Post Event Form

At  the completion of a PTSA event, the committee chair should complete and turn in a Post Event Form (see appendices).  This form should be completed within two weeks of the end of the event.  Attach the form to the expense report and turn in to your oversight officer.
E-messages - Format and Policy
· E-messages should be short (and to the point,) ideally no more than 
15 – 20 lines.

· They should be readable.  Bullets and judicious use of bold can be very helpful.

· Information that is detailed should be posted on the website (or in Dateline,) and referred to with a link in the e-message.

· The final font used will be Times New Roman, 14 pt for titles and 

12 pt for text.

· The committee chair is responsible for drafting the e-message and for all content.  Please check (and double check) that dates, days and times match up to your scheduled program / event.

· All e-messages must be approved by Sue Rogers, PTSA Co-President.

· If edits occur during the approval process, the chair is responsible for making the changes and sending the final copy for final approval.

· After final approval, the chair is responsible for sending a final, approved draft in its entirety to emessages@dodgenptsa.org 
Contacts:

Sue Rogers – PTSA Co-President (co-president@dodgenptsa.org)

Kate Maloney – PTSA Committee Chair E-Messages (emessages@dodgenptsa.org )
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