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General Information – PTO VOLUNTEERS

ALL visitors must enter through the front door.

( SIGN IN at the office.   You will need to leave your driver’s license with the Secretary after you sign in.   

( You will be given a nametag, which must be visible at all times when in the building.  If you lose your nametag, please report back to the secretary for another.
( After completing your activity, please SIGN OUT in the office (and don’t forget your license!).
( When signing in, please go only where you have stated on the sign in sheet.   For example, if you want to go to the PTO closet (to check for cups for a party) after reading for your child’s class as Book It Mom, please go back to the office first and let the secretary know where you are going.  

( When in the school, please refrain from peeking into your child’s classroom. Although tempting, this can disrupt the teachable moment going on, for both your child and the entire class.  

PARKING

There is No Parking on the side of the street where the school is located. Be considerate of our neighbors. Park WITH the flow of traffic Do NOT block any driveways 
If you park in the back lot, you will need to walk to the front to enter.  Consider dropping off any supplies in the front before parking in the back.

WELLNESS PLAN:
One sweet treat is allowed per event.   If any other treats are sent in, the party volunteers will bag them and send them home with each child.  (The PTO has provided Ziploc baggies for each class room). For example, Mrs. Smith has signed up to bring cupcakes for the party.  Another family sends in Smiley cookies.   The cupcakes will be eaten at the party, and the cookie will be sent home in a Ziploc bag. 
Only water, 100% juice or milk is acceptable beverages.  (No soda, Kool-Aid or fruit “drink, ade, punch or beverage”).   If any other beverages are sent in, please send them home with each child, if able.  For example, Mr. Jones signs up to bring in cups and 2 bottles of 100% juice.  Another family sends in Capri Sun drink pouches.    The Juice will be served at the party and the drink pouch will be sent home.   
Veggie trays, yogurt, string cheese, cheese & crackers, popcorn, pretzels, etc. can be eaten along with the sweet treat.   For example, Mrs. Lynn signed up to bring in ice cream sandwiches.   Mr. Smith also signed up to bring in popcorn.   Both can be eaten at the party.   
Please keep in mind any food allergies when sending in treats!!

FINANCIAL INFO

All chairpersons must stay within budget for their event.  Please contact the Treasurer for any questions.

If your committee needs start up cash (change), you must fill out a “Request for Funds” form and give it to the Treasurer.

The Treasurer will give you a check to exchange at the bank for whatever denominations you need.

Reimbursement forms must have receipts attached, to be reimbursed by the PTO.  We MUST keep accurate records for audit purposes.

No money will be given in advance for expenditures.  

Arrangements should be made between the chairperson and Treasurer to bank any money and/or checks collected before your event occurs.  (For example:  all cash and checks must be recorded, cashed and cleared by the bank before the Fall Fundraiser merchandise is picked up.   If a check does not clear, merchandise is not given out until the total payment has been received).

A tally of number of checks and dollar amount should be made by the chairperson and verified by the Treasurer.

A tally of paper and/or coin money should be made by the chairperson and verified by the Treasurer.

ALL Monies collected by a chairperson should be turned over to the Treasurer within one week. 

All reimbursement checks will be sent home via your child unless prior arrangements were made.  

ALL HOMEROOM COORDINATORS:

· $50.00 Budget is set for each Homeroom for all parties (Halloween, Holiday Party, Valentine’s Day, and End of Year Parties).
· Receipts should be turned in within one week of the party. 

· This money will not be given out in advance.  All Coordinators must turn in a reimbursement form and receipts to be reimbursed.

· Once the receipt(s) are received, you will receive a reimbursement check.

· Homeroom money must be spent on the parties for the assigned homeroom.  It cannot be used for any other purpose, including other PTO Committees or teacher’s gift.

All notes, receipts, etc. should include the Home Room Coordinator’s name and room number.

Copy Procedures:

ALL FLYERS/HAND OUTS MUST BE APPROVED BY DR. DICKINSON. 

Then all flyers/handout must go to central copy to be copied. Please allow 10 days to get the copies back. A form is available in the office. Please send it inter office mail to Central Copy.  

PTO Closet:

The PTO Closet is now located in the basement.  It is the first door on your left hand side when you get to the bottom of the stairs.  You will need to sign out the key from the office.  PLEASE BE SURE TO LOCK THE DOOR WHEN YOU LEAVE.  THIS HALLWAY IS ALSO THE ACCESS TO THE BOILER ROOM.

Please try to keep the PTO closet as you find it.  We do not want to obstruct access to the Boiler Room. The PTO closet contains items available for all PTO functions. Please check the closet before you buy anything.  If you are not sure about something, please ask any Board member.

NO FOOD IS ALLOWED IN THE PTO CLOSET.
Please wash all trays and plates, utensils, coffee urns, etc. before returning them to the closet.
PTO MAILBOX:

  The PTO Mail, including forms that are being returned to school, will be placed in a locked box in the office.  The mail will be sorted by a PTO Executive Board Member and then placed in envelopes in the General PTO Mailbox. 
COMMITTEE CHAIRPERSONS

Please have all of your volunteers sign a “Volunteer Sign in Sheet” as they arrive to help.   Turn this in with your money to the Treasurer.

Upon completion of your activity, please record a brief summary of the event you chaired, cost of items, equipment rental place/info, costs, etc.  This will help the Chairperson for next year.

Please contact the Treasurer to make arrangements to turn in all money, receipts and volunteer sign in sheet within 1 week of your event.

Please return only your completed committee folder to the PTO

Mailbox WITHIN 1 WEEK AFTER YOUR EVENT.
