PTA Board
President
Oversees all programs supported by the PTA. Along with the Board, makes decisions about fundraisers, budget, and activities. Works closely with the principal to ensure PTA’s goals are supporting our parents, students, and staff. The President is responsible for the association and makes sure the PTA follows all rules and regulations as required by the Maryland and National PTA and our bylaws.
First Vice President
According to our by-laws, the First Vice President assumes the duties of the President when the President is unable to perform said duties.  In reality, the First Vice President is a strong support person to the President.  This Vice President is responsible for the oversight and assistance of one-half of the committees.  The First Vice President carries out duties as assigned by the President.
Second Vice President
The Second Vice President, in accordance with our by-laws, assumes the duties of the President when both the President and First Vice President cannot perform their duties.  The Second Vice President is responsible for overseeing and providing assistance to one-half of the standing committees.  This person’s job also involves acting as a resource to all committees, heading up special projects, and carrying out other duties as assigned by the President.
Recording Secretary
The Recording Secretary is responsible for recording and transcribing the minutes of all executive board and general meetings, for both reference and archival purposes.  These minutes are presented at each executive meeting for approval and are sent to our Web Master to be posted on our web site.  The Recording Secretary also maintains a current accurate membership list for the entire FRES PTA as provided by the Membership Chairperson. 
Corresponding Secretary
The Corresponding Secretary maintains FRES PTA correspondence with outside organizations, including, but not limited to, other PTA’s.  This correspondence includes letters to the community requesting donations and follow-up Thank You notes. This secretary sends cards to school staff to recognize special events as well as thank you notes to those who provide services for our students or additional support to our school’s PTA.  This secretary also sends communications out as directed by the President, 1st and 2nd Vice Presidents.
The Corresponding Secretary assumes the responsibilities of the Recording Secretary if that person is unavailable.

Treasurer
The Treasurer is responsible for disbursing funds for the budgeted expenses incurred by the committees.  The Treasurer keeps all the financial records of the FRES PTA.  A current financial statement is provided by the Treasurer at each board meeting and presented at all general membership meetings.  Additional responsibilities include filing all financial reports with the appropriate federal, state and local offices.  The Treasurer maintains an accurate record of all paid members and works with the President and Board Members to set the budget. 


PTA Delegates
The PTA Delegate is responsible for attending the PTA Council board meeting once a month.  There are usually two delegates who share this job so that each delegate attends one meeting every other month. The business conducted at that meeting is then reported back to our PTA during out monthly meeting.  This is one way to learn what is happening in our area and in the County.  Legislative and general issues that may affect our children’s education are discussed, and the PTA Council votes to take a position.  Our delegate(s) vote on the behalf of FRES PTA.
PTA Programs/Committees:
[bookmark: _GoBack]All Committees can have more than one chair and all enlist the help of volunteers.
Adopt-A-Teacher
The chair of this committee plans and coordinates the Adopt-A-Teacher program.  The chair distributes flyers to teachers/staff and families to determine participation for the year.  The chair matches families with teachers/staff.  Families may sign up to adopt a teacher/staff for the entire year or a month.  Generally, families that sign up for a year are matched with teachers/staff that sign up to participate in the program.  Families that sign up for a month are matched with teachers/staff who have not signed up to participate but who we still want to show our support and appreciation.  For fairness, families are not matched with their homeroom teacher.  The chair sends information to each family regarding their adoptee.  The chair e-mails all the families once a month as a reminder for the program.  The chair also provides advice and assistance as needed to families or teachers/staff with questions.
After School Programs 
The chair of this committee obtains registration materials, establishes the number of times of classes that are to be offered and returns final class rosters and payment to the necessary company. The chair ensures that registration forms are distributed to all students. Registration is handled by the vendor. The chair makes arrangements to secure necessary rooms. Classes in the past have been after school science, Spanish and French programs. In 2012, the PTA currently has three separate coordinators for Mad Science, KidzArt, and Legos. This committee chair should always be looking for new ideas for new after school programs.
Box Tops for Education/Campbells Labels for Education
Forest Ridge is a proud participant in the General Mills Box Tops for Education Program. This fundraising program runs all year long. Students, families and friends are encouraged to save Box Top logos found on participating General Mills cereals, snacks, Betty Crocker fruit snacks, Yoplait yogurt, Lloyd’s Buckets etc. Each Box Top logo collected is redeemed for 10 cents. The chair coordinates the collection and submission of logos to General Mills. General Mills then a check is mailed directly to the PTA. Throughout the year, the coordinator may offer prizes as incentives for students, staff, and classrooms that submit the most boxtops.

The chair also coordinates the collection of Campbells Labels for Education. For every label submitted, our school receives points that the administration uses at the beginning of every year to purchase school supplies/equipment.

Carnival
The FRES Annual Spring Carnival is a big production involving many subcommittees. The Carnival Committee chair is responsible for overseeing all the committees and making sure that everything runs smoothly. The Carnival Chair should select a date (usually the end of April or beginning of May), identify areas required (i.e. gym, cafeteria, bus loop, blacktop, and grassy areas), and reserve those areas well in advance at the beginning of January.  The carnival subcommittees include:
Food: Responsible for hiring food vendor and/or purchasing food to sell. Food vendors must have a license.
Games: Responsible for buying/renting games, bouncy equipment, etc. Must comply with restrictions of National PTA and insurance policies.
Prizes: Ensures we have at least one level prize for each game. Sometimes there are 3 levels of prizes depending on the complexity of the game.
Community Donations: Solicits donations from the community. Some companies offer gift cards which the PTA gives to randomly selected volunteers.
Cake Walk: Receives donations of cakes/cupcakes and runs the cake walk.
Volunteers: Enlists volunteers and creates a schedule so that each game/table is matched to a volunteer working 1 hour shifts.
Tickets/Advertising: Creates the tickets, tracks sales, and advertises the carnival. Oversee the ticket booth on the day of the carnival.


Club Cards (e.g. Giant, Safeway, Target, etc.)
The chair of this committee oversees the club card programs. All programs have to be registered as early as possible. The Safeway program begins in September and the Giant program begins in November. The chair ensures that participants register either on the internet or at the local stores. Articles and placed in the menu/newsletters and the quarterly PTA newsletter explaining the program and keeping the community informed of our school’s progress. The progress of each program can be obtained by internet, at the store’s website. At the end of the program, the principal decides what the school will purchase and the chair reports what was ordered. In the past, the chair has joined the membership table at the ice cream social and other major events to encourage parents to sign up for this program.

Cultural Arts   
The Cultural Arts Chair is responsible for setting up the school’s Cultural Arts presentations throughout the year. They preview different artists and groups through accredited showcases. The committee schedules performers for FRES whose material correlates to each grade-level curriculum. The current chair attends each program (or sends a representative) to ensure that the participants are acting in accordance with their contract, to evaluate their performance, to share evaluations with other schools and keep records for future chairmen. In March of every year, we need volunteers to attend an artist symposium to select future programs for FRES. Through Maryland and Howard County grants, we receive funds that defray the cost of expensive programs, and help support artists in residence. Therefore, in June, we apply for at least one grant. Also, we meet as representatives from each elementary school in Howard County and share evaluations from the year’s programs. Teachers usually have a suggestion or preference for artists they want to perform. In recent years the PTA has simply taken requests from the teachers and hired those vendors. Cultural arts programs are usually held at the end of the year to make sure the PTA has enough money for these activities.
Dad's Club 
The FRES PTA Dad's Club is a new committee headed up by the dedicated dad(s). The Committee will run programs just for kids and their dads (father figures). Examples: A Dad's Club Board Game Night on Friday night to launch the committee at the beginning of the year in late September or early October. Events could be held on Friday evenings. Dad's and Donuts could be held on a morning before school starts.  
Directory
Compiles a list of families who wish to be included in the directory. Traditionally, we have included a class list by grade in the front of the directory, and an alphabetized list by family last name in the back. This directory is then sent via email to all families at FRES. The Directory is usually completed and sent in October.

Family Activities
This committee works best when one person is responsible for managing one or two family activity. The activities included in this committee are Ice Cream Social, Skate Nights, Chuck E. Cheese Nights, Movie Nights, and Restaurant Fundraisers. The Family Activities Committee is always looking for new and creative events to encourage family togetherness and participation at Forest Ridge. Movie Nights have not been conducted recently because of the cost to purchase a movie license (previously held by the school but not so in recent years).
Fifth Grade Activities 
This Committee chair’s responsibility differs from year to year. Essentially, they work with the fifth grade teachers to plan the Wall of Fame, Congressional Hearing, picnic and the reception following the Fifth Grade Closing Ceremony. Usually this involves helping with decorations and the food (either donated by parents or purchased with PTA money). The chair may also help with the 5th grade Tshirts and ordering the congressional hearing t-shirts. The chair coordinates the many volunteers that participate in the execution of these events.
Fundraising (Ways & Means)  
This Committee is responsible for all school-wide fundraising events. Funds are raised to support the approved PTA budget. This committee functions more smoothly with co-chairs sharing the responsibilities. In years past our primary fundraisers have been Sally Foster, Cherrydale, and Yankee Candle. The fundraiser begins the first day of school and continues till mid October. During that time the co-chairs collect orders, complete data entry, tabulate and deposit monies and order the merchandise. When the merchandise arrives, we arrange pick-up. With the help of volunteers, distribution is accomplished. 
Green Committee 
The Green committee works to develop and oversee programs that educate and actively involve FRES students in improving our environment. FRES is a Howard County Green School and the Green Committee ensures that Re-Certification is kept current every four years. The Green Committee works with FRES staff to organize projects that encourage conservation among students, staff, and the community. The committee can launch any number of eco-friendly programs, such as waste reduction (trash free lunch days, school worksheet-free days), school recycling (at lunch and Paper Retriever) and various year-long recycling fund raisers such as (printer cartridges, cell phones, computers, cameras, juice pouches, etc.), environmental education (ideas for teachers to implement into their curriculum), energy awareness programs (turning off lights, electronics), outdoor projects (tree planting events, garden, outdoor classroom,), organization of a student Green Team that supports and encourages students to implement green programs. The sky is the limit on the ways this Green Committee Chair & Co-Chair can teach students to protect our environment.

Holiday Shoppe
The chair selects a vendor in October and selects a date and reserves the required space. The chair also selects items that will be sold making sure that all holidays are represented and nothing is too specific for any one holiday. Prices are established and price cards are made to display on the tables at the shoppe. The chair also enlists volunteers to set-up the shoppe and decorate and to help younger children shop for their families. Traditionally, this has not been a fundraiser, but a service we offer our students. The PTA tries to break even. During the sale, it is important to track how many items are sold so the students are given duplicate carbon sheets to record their sale and to keep as a receipt. After the sale, the chair tracks how many items are returned to the vendor.

Ice Cream Social
Also listed under Family Activities. The Ice Cream Social is the PTA’s major back-to-school event. The chair is responsible for requesting the donation from Dreyer’s (usually requires 8 weeks advance notice), selecting a date and reserving the cafeteria, enlisting volunteers to pick up the ice cream and decorate, handle crowd control, and clean up on the night of the event. The chair also speaks with the cafeteria manager to make sure the PTA can use the small freezers. 

Kindergarten Social
Schedules and advertises a playdate at a local park for incoming Kindergartners. This event is usually advertised during Kindergarten registration the previous school year. A sign-up sheet is made available that explains the idea and asks for interested families to list their name and email. Then, at the end of summer, a few weeks before school starts, those families are emailed with a date and time for the event. A few PTA members are on hand to greet the new families.

Marquee
Post timely events on the PTA sign in front of FRES near Gorman Road.

Membership 
The chair of the Membership Committee encourages members of the school community to join the PTA, by initially sending home a membership envelope and letter the first week of school. S/he collects dues, records members and compiles statistics for the Executive Board. This person also ensures that a membership table is staffed during designated FRES functions (e.g. Back to School Nights, Ice Cream Social). Lastly, s/he submits announcements to the weekly bulletin and newsletter to keep everyone abreast of our success in this drive.

Newsletter
The PTA sends a monthly newsletter to all families subscribed to HCPSS News. The newsletter is usually sent the first week of the month and contains important information and PTA events for the coming month. The chair of this committee requests content from all committees and the Board and compiles the newsletter in an electronic format.

Reflections 
Each year the chair will receive “packet” information on the “phrase” that needs to be finished in one of the fine arts. This is a National PTA contest in which students submit their interpretations of the theme. The Reflections Chair collects the entries. The chair is also responsible for finding judges to review the entries. One entry from each category can be selected to go on to the County Finals. If an entry wins at the County level, it is automatically sent on to the state and ultimately someone wins at the national level.

School Supplies
This is a service the PTA provides whereby parents can purchase a kit containing next year’s school supplies instead of purchasing individual items separately. The chair selects the school supply vendor, distributes order forms and tracks orders (near the end of the current school year), and makes sure the kits are delivered to the appropriate classroom before open house the following school year.
Spirit Wear 
The Spirit Wear Chair plans and coordinates the sale of the school’s Spirit Wear. This involves developing a working relationship with the company representative to select the items, set the prices and develop a flyer for distribution. Once the sale is in progress, all the money and orders are collected and tallied. The final responsibility is the distribution of the goods, which is made easy with the assistance of a few volunteers. The Spirit Wear committee may also help with the sale of the 5th grade signature shirts. The chair begins work in the late summer and is very active until the end of fall. Occasionally spring sales have also been conducted.
Staff Appreciation 
This committee chair can be as creative as he/she has the time and talent. The committee organizes treats throughout the year with the help of parent volunteer bakers. Some type of treat is served to the staff almost once a month. This Staff Appreciation Committee relies on volunteers to assist in providing the goodies to our staff. In addition, the staff appreciation committee organizes a dinner for the staff during parent/teacher conferences (these conferences take place twice a year in Nov. and Feb.).

Summer Activity Books  
The books are provided by the county and distributed by the administration. The Kindergarten and First Grade Books are ready by the end of February (in time for Kindergarten registration). All students currently enrolled in FRES receive their book during the last few weeks of school for completion over the summer. Students return their completed activity books in September. The Chair orders the awards, which are distributed in October/November by the principal. In recent years, the PTA has not required the books themselves, but rather a signed form from the parents indicating that their child completed a summer activity book. The book can be any workbook that the parent considers appropriate.
Turn Off the TV Week
The chair of this committee plans and coordinates the Turn Off the TV Week.  A week is selected by the PTA and designated as Turn Off the TV Week.  The chair prepares sign up forms and promotional materials.  The chair determines and orders prizes.  The chair collects the forms and organizes the prizes to be given to each child.  The chair may help with the distribution of the prizes in the classroom.

Volunteers 
The chair of this committee is responsible for creating special school area and PTA volunteer forms and distributing them on the first day of school PTA folder. As the forms are returned, they are collated by the PTA committee. The chair may delegate some of the typing of the lists to volunteers. The chair then combines all the information and distributes it to PTA Committees. Finally, the Volunteer Committee provides parent-volunteers with the necessary information regarding volunteering within the school.
 
Walk and Talk
The chair coordinates the PTA walking program that encourages students to walk the bus loop during their recess time. The chair makes up cards for each student at the beginning of the school year and organizes the cards by grade and class. The chair schedules volunteers (2 are needed for kindergarten) to mark each student’s card whenever they walk a lap. During the year, the chair or committee member maintains a spreadsheet of each student and the laps they’ve completed. At the end of the year, the chair selects and distributes prizes to the top walker in each grade. The walker with the most laps is awarded “The Golden Shoe” which the teacher keeps in his/her classroom for the remainder of the year and then returns to the PTA.
Web Page
The Web Master maintains our PTA website at www.frespta.org. The chair is responsible for keeping the web site current and re-organizing as needed. 
Yearbook
The yearbook chair takes pictures, designs pages, and works closely with the yearbook vendor to produce the yearbook. The chair also distributes order forms, tracks orders, and delivers yearbooks at the end of the school year.
