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Dudley PTA – Kindergarten Screening



Process Title


Prepare folders to be distributed during Kindergarten Screening appointments during first week in June and coordinate schedule for volunteers to sit at the PTA table.

Process Steps


· Confirm there are enough books to distribute– Kindergarten Here I Come and Head to Toe

· If not, have office staff (Susan) order more books


· Confirm number of PTA brochures available. If more needed, order additional copies.


· Check “Donated by PTA” stickers located on top shelf of Dye Cut room by cafeteria. Order more if needed.

· Contact Kindergarten Room Parent chair – need letter requesting room parent volunteers


· Contact Bus Greeter/First Day Friends chair – need letter requesting volunteers

· Create sign-up sheet for volunteers to sit at the PTA table during screening times. Post in office next to visitor sign-in sheet for best results. If there are still openings, have Vice President request volunteers via email.


· Confirm number of handouts needed, make necessary copies and assemble.


· Order t-shirts, magnets, and notepads for next year’s incoming class and new students. Confirm quantity with office (Susan). 


· KB Advertising


Jim Capellupo


408 W. Commercial St.


East Rochester, NY 14445


381-3630

· No shipping charge usually, tax exempt, bill sent to Dudley


· When order comes in, assemble t-shirts, pads w/magnet and note from PTA. Divide into classroom sets. Susan will give you class counts. Put a note in each teacher’s mailbox that the sets are available in the library (ask librarian for a table to use). Put teacher’s name on top of appropriate pile. All must be done prior to 1st Meet the Teacher Day.


Responsibilities


		Name/Role

		Responsibility Description

		Time Frame



		Books

		Confirm available Kindergarten Here I Come and Head to Toe books. Order more if necessary.

		Early Spring



		Stickers

		Confirm available Donated by PTA stickers

		Spring



		Volunteer Forms

		Need Room Parent, Bus Greeter/First Day Friends, Open Position forms. Make 220 copies.

		May



		Welcome Letter

		Need letter from PTA president. Make 220 copies.

		May



		PTA Brochure

		Confirm enough brochures available. If not, copy/order more.

		Spring



		Volunteer Schedule

		Create volunteer schedule. Usually 2 hour shifts work best. Post sign-up sheet in office. Have VP send email to fill remaining slots.

		May



		Take Home Info

		Assemble kits to be distributed during screening.

Kindergarten Here I Come, Head to Toe book with Donated by PTA sticker on inside cover, Room Parent volunteer form, Bus Greeter/Caboose/First Day Friends volunteer form, Open PTA Positions form, Welcome letter from PTA President

		May



		New Student Welcome Kits

		Order T-shirts, Notepads, Magnets for next year. Confirm numbers with Susan.

		July



		New Student Welcome Kits

		When order arrives, assemble welcome kit. T-shirt folded, notepad w/magnet taped to first page, and note from PTA. Group kits by teacher and put in library for them to pick up. Put notes in teacher mailboxes to remind them to pick up before first Meet the Teacher Day.

		Mid-August





Miscellaneous Information


Please remember that Dudley Elementary is TAX EXEMPT. 


All bills should be sent to the attention of the DUDLEY PTA TREASURER c/o Dudley Elementary, 211 Hamilton Road, Fairport, NY  14450.


The above vendors have been used in the past, but you are not required to use them.  If you find other vendors which you believe would be more suitable and still within the budget, please feel free to research.  


Updated:  Jennifer Pellittiere 8/09


Dudley PTA – Lost and Found



Process Title 

Lost and Found Chairperson

Process Steps


· September – check clothesline and clothespins

· Each week hang up lost items


· Put notices in newsletter about lost items


· End of November/December talk with Admin about email to go out on the weekly enewsletter that states “you have until ________ to remove items”.


· Take down items before December break. Sort out junk and clean the rest. Have nurse go through them for anything she can use.


· Continue and repeat in late May/June


Responsibilities


		Name/Role

		Responsibility Description

		Time Frame



		Coordinator  

		Make sure clothesline and pins are set up

		September



		    

		Take items down, clean them, give to nurse, donate rest

		December & May





Miscellaneous Information


Whatever nurse doesn’t want, call Candy Rifkin (503-8891) from Fairport Neighbor to Neighbor to set up donation. She lives on Hogan Rd and can always use clean clothes that are in good shape. 


Dudley PTA – Process Template




Process Title

Math Action ~ Games are played in the classroom to encourage mathematical thinking.

Process Steps


Math Action provides an educational and fun math experience for the children.  It reinforces math concepts by playing math games in small groups with the students in each participating classroom.  Parents of the 1st or 2nd grade students visit their child’s classroom for about an hour to play games that encourage mathematical thinking.  The games are easy to learn and the students (and parents!) have a lot of fun.


At the beginning of the year, room parents have a sign up sheet at Meet the Teacher to find volunteers for Math Action.  If a parent does not sign up to be the Math Action Room Coordinator, the room parent assumes that role.  They will be in charge of contacting the volunteers and notifying them of dates and times.  They will also give the volunteers directions on each of the games.


The program is run in two sessions – winter and spring.  The dates are typically the last week of January and the first week of February for Session 1.  Session 2 occurs during the first two weeks of April.  During both sessions each classroom participates in Math Action for one hour per week for two consecutive weeks.  The Grade Level Coordinator sends out a notice in October to each of the teachers asking them to choose three days and times during the week that works best for their class to participate.  Class participation is scheduled for the same time and day for all four weeks of Session 1 and 2.  Once all forms are returned, the Grade Level Coordinator follows up with a completed schedule, more information on how the program is run and session game descriptions.  This should be completed prior to the holidays to ensure that enough time is given to the Math Action Coordinators (or room parents) to call and schedule their volunteers.


Prior to each session, the Grade Level Coordinator verifies that all games and pieces are in order in each of the boxes.  The boxes are located in the PTA storage room in the Kindergarten corridor.  The Math Action Coordinators obtain the box for each session and set the games up in their classroom prior to the session time.  Math Action Evaluation forms are located in the Math Action folder in the Dudley Main Office.  A few forms are placed in each of the game boxes so that volunteers and teachers can give their opinions/suggestions on how the program is doing. 

Responsibilities


		Name/Role

		Responsibility Description

		Time Frame



		

		

		



		Math Action Coordinator

		Send out correspondence to teachers.  Make up kit schedule.  Send out reminders.  Replenish kit supplies.

		Approx. 5 hrs. total ~ beginning of school year & prior to second session.






Dudley PTA – Membership



Process Title


Coordinate membership drive.

Process Steps


Summer


· Plan “theme” for the year.


· Receive packet of info from NYS PTA: will include local representative contact info in case you have membership questions, membership cards (last year’s amount plus 10%)


· Keep track of membership cards – we pay for any lost cards. Must turn in any cards not sold.


· Communicate with Room Parent Coordinator to have room parents sign up for membership at their initial meeting.  All room parents must be members for insurance reasons.


Fall


· Plan on putting blurb in each PTA newsletter to advertise membership and include registration form

· Meet the Teacher Nights – need a table at each night (complete and turn in building use form for each event requesting table and chairs)


· Should have at least 2 volunteers per night (get dates from Susan in the office).


· Table should have information regarding programs, sign-up sheets for volunteer opportunities/open positions, and membership registration forms with a lot of pens


· Volunteer opportunities: PARP, Pancake Breakfasts, Family Fun Nights, General volunteer interest, Open Positions


· PTA Banner should be hung around table, bring duct tape just in case.


· Stress to parents they can be active or silent members. Silent members just pay the $5 membership fee and provide symbolic support. Only parents who express an interest in volunteering by signing up on a volunteer sheet will be contacted. 


· Give volunteer names to Vice President to distribute accordingly


· Consider having membership forms in each classroom for parents to complete while they are in the classroom. They can drop them off with the fee at the table on the way out. May save some time. 

· Have forms available on the registration table that people can complete and bring back to you.


· Keep track of membership. Excel spreadsheet works well. Should include membership number, member name, address, phone, email, child’s name, child’s teacher.  Print copy at end of drive to be kept in membership folder for audit purposes.


· Opportunities for contacting potential members


· PTA Newsletters each month


· Weekly principal’s e-newsletter


· Notice in students’ backpacks with membership form – create notice, copy on colored paper, distribute in teachers’ mailboxes, office has grade level quantities. Also check PTA website. There may be sample forms you can use.

· Note in new student packets distributed before school starts (check with Kindergarten Screening chair to coordinate this.)


· Any PTA event


· PTA meetings


· Check mail folder in the office for registrations


· Have a box in the office for teachers to place returned registration forms, check regularly


· Coordinate with teacher rep to sign up staff.


· Send teachers a join PTA letter and put extras in the lounge.


· Follow up with teacher rep periodically to check on status

· Go to PTA meetings


· Sign up new members


· Turn in money collected to Treasurer regularly. There is a form in the treasurer folder to complete when turning in money.


Spring


· You will receive a form from PTA to confirm number of memberships, number of cards you are returning, number of teacher members, number of non-school members, number of male members

· When order comes in, assemble t-shirts, pads w/magnet and note from PTA. Divide into classroom sets. Susan will give you class counts. Put a note in each teacher’s mailbox that the sets are available in the library (ask librarian for a table to use). Put teacher’s name on top of appropriate pile. All must be done prior to 1st Meet the Teacher Day.


Responsibilities


		Name/Role

		Responsibility Description

		Time Frame



		

		

		





Miscellaneous Information


Previous Membership Director: Heather Bennett  315-5525 cell, 425-2091 home, hev@rochester.rr.com  She is more than willing to answer questions you may have.


Please remember that Dudley Elementary is TAX EXEMPT. 


All bills should be sent to the attention of the DUDLEY PTA TREASURER c/o Dudley Elementary, 211 Hamilton Road, Fairport, NY  14450.


Updated:  Jennifer Pellittiere 8/09


Dudley PTA – Mitten Tree



Process Title


Coordinate donation distribution from Mitten Tree during Red Ribbon Week (October).

Process Steps


· Contact Susan Campbell in the Main Office to tell her you are the Mitten Tree coordinator. 


· Confirm she has the evergreen tree and that the custodian will assemble it before Red Ribbon Week.


· Confirm there is a note on the Red Ribbon Week Calendar advertising the Mitten Tree and where the donations will be sent.


· Contact Candy Rifkin from Neighbor to Neighbor to arrange for donation drop off. 


· Candace@rochester.rr.com

· 152 Hogan Road
Fairport, NY 14450
585-503-8891


· Mitten Tree is usually left up for one week past Red Ribbon Week to collect any additional donations. Once the Mitten Tree is disassembled, go to the Main Office to collect the items.


· Offer donated items to Nurse first


· Drop off donations to Candy Rifkin


Responsibilities


		Name/Role

		Responsibility Description

		Time Frame



		Mitten Tree Coordinator

		Contact Susan Campbell in Main Office to confirm tree assembly and note in Red Ribbon Week Calendar

		Mid September



		Main Office

		Coordinate tree assembly with Custodian

		October



		Main Office

		Add note to Red Ribbon Week Calendar advertising gloves, mittens, scarves collection

		October



		Main Office

		Collect donations and place in boxes every couple of days

		October



		Main Office

		Provide all donated items to coordinator

		End of October



		Mitten Tree Coordinator

		Bring all items to Nurse to see what she needs

		Collection Conclusion



		Mitten Tree Coordinator

		Bring remainder of items to Candy Rifkin of Neighbor to Neighbor

		Collection Conclusion





Miscellaneous Information


· Red Ribbon Week happens in mid to late October. Mitten Tree is available during Red Ribbon Week plus one extra week.

· The Main Office does most of the work during the collection period. You are responsible for coordinating with the receiving agency. We have used Neighbor to Neighbor since it focuses on needs in Fairport. If you would like to use a different agency, it needs to be approved by the PTA at the first meeting in September. 











Dudley PTA – Monthly Committee Status Report



Committee:  <Committee Name>

Chaired By: <Chair Person’s Name>

Reporting Period:  <Month>

Achievements

· <Insert list of monthly achievements>

Tasks Planned for Next Month

· <Insert list of planned activities>

Concerns/Issues

· <Insert list of any issues/concerns>

Status on Budget (planned vs. actual)

<Insert current status of budget>

Miscellaneous Notes


<Please include anything that should be brought to the Executive Board’s attention>

Please e-mail monthly updates to: charles1@rochester.rr.com and


cc Fisher.kate@hotmail.com and Curt.moczarski@eds.com




Dudley PTA – NY State PTA Officer Contact



Submission of annual NY State Officer Contact form

The President/Officer Contact Information (FORM A) form is required annually as verification of contact information.  In order to receive future mailings from New York State and National PTA, this form needs to be completed.  It can be done electronically at http://www.nyspta.org

Process Steps


· Go to the NYS PTA web page:  http://www.nyspta.org

· Search for FORM A


· Complete President/Co-President and Treasurer information


· Submit as directed


Responsibilities


		Name/Role

		Responsibility Description

		Time Frame



		PTA President

		Submit FORM A with updated exec board info

		Mid June



		

		

		





Miscellaneous Information


· Unit/Council Code #:  07/248

· U/C Name:  Dudley Elementary PTA


· School District:  Fairport


· Number of Buildings related to this PTA:  1


· Did you file 990 with the IRS:  Yes (confirm w/treasurer)


· Federal Employee Identification Number:  16 1349075

· Tax Id# 189770



Dudley PTA – Nature Outreach




Process Title


The Nature Outreach program provides the students with a hands-on opportunity to experience different nature topics per grade.  Teachers have the option to participate.  


Process Steps


· At the end of the summer or early September contact administration to discuss possible times/dates and rooms available for the program.  


· Schedule and complete building request forms as needed.  (See Maureen or Susan in the office for forms and scheduling). 


· Current Nature Outreach provider contacts are as follows:  Kreative Klasses.  Contact them to confirm dates and times.  


1. Karen Barriault 5 Blue Spruce Lane, Fairport 14450, 223-4451 


2. Kathleen Messer, 44 Northview Terrace, Rochester, NY  14621


· Send letter to teachers (attached) alerting them to the program and requesting them to sign up their class.  


· Create schedule for teachers per their requested times.  Make sure Kreative Klasses, Maureen, Susan, and each of the teachers has a copy of the schedule.  


· Send a reminder to teachers as their day approaches. 


· Make periodic reports to the PTA as to how the program is going.  Process reports can be found at www.dudleypta.org. 


Responsibilities


Name/Role

Responsibility Description

Time Frame



Coordinator

Schedule dates/times with admin, teachers and Nature Outreach provider

Early in school year.



Reminder

Send reminders to teachers as date approaches

Throughout the year. 



Miscellaneous Information


All bills should be sent to the attention of the DUDLEY PTA TREASURER c/o Dudley Elementary, 211 Hamilton Road, Fairport, NY  14450.  


2006-2007 cost was $35.00 per class ($17.50 per instructor).  2007-2008 proposed budget is $1500.00.


Updated:  Mary Adams 8/07



Dudley PTA – New Student Welcome Package



New Student Welcome Package

In order to help welcome new students to Dudley, the PTA puts together a package that is distributed at the beginning of the year.

Process Steps


· Determine the number of package materials that are needed and how many need to be purchased.

· Group packages by classrooms


· Provide packages to teachers before any of the “Meet the Teacher” dates.


· Teachers distribute during the “Meet the Teacher” conferences.


Responsibilities


		Name/Role

		Responsibility Description

		Time Frame



		Heather Bennet/ Kindergarten Screen.

		· Prepare packages

· Order supplies as necessary


· Group packages by classroom


· Provide groups to teachers

		Prior to “Meet the Teacher” dates (Mid-August)



		Susan Campbell / Dudley Office

		· Provide total number of new and incoming Kindergarteners  - work with Kindergarten screener to determine number of needed supplies

· Provide information for new and incoming:  Name/Classroom/Teacher – new or kindergarten

		· Numbers should be provided in June.

· Additional information as soon as possible





Miscellaneous Information


Packages Include:

· Dudley t-shirt


· Magnets


· Notepad


Contact Information:  

KB Advertising (Jim Capellupo)
408 Commercial Street
East Rochester, NY
585.381.3630

Questions to consider yearly:


· Should different sizes be ordered for the children?


· Is KB Advertising the best option?


Package should include a short note explaining that the package is from the Dudley PTA and welcome them to the school.


Last year (2006-2007) shipping charges of $40 were waived.


Last Year (2006-2007) 300 t-shirts were ordered at $2.75/shirt.


Keep in mind that we are a Tax Exempt Organization


Dudley PTA – Newsletter




Process Title


Newsletter


Process Steps


· Check with executive board to see how often Newsletter should be printed (currently monthly)


· PTA owns MS Publisher 2007 or use your own publishing or word processing software


· Send request email to exec board members and committee heads for articles 10 days out.  


· Send reminder email about 2 days out. 


· Create newsletter.  


· Print and give newsletter to Susan Campbell for approval by administration.  


· Copy Newsletter (classroom list and class sizes located on bulletin board in copy room) – allow 45 minutes to 2 hours. 


· Distribute to teacher mailboxes, include newsletter for custodians, librarian, office staff (Maureen, Susan, Laurie, Karen, Lucas) and anyone else needed.  


· Place a copy of newsletter on PTA bulletin board and email a copy to webmaster for website. 


Responsibilities


		Name/Role

		Responsibility Description

		Time Frame



		Request information

		Send email request to exec and committee heads

		10 days out



		Create Newsletter

		Compile emails 

		Monthly or as requested



		Approval 

		Have administration approve before printing

		1 day prior to date



		Copy and Distribution

		Copy newsletter and distribute

		Monthly or as req





Miscellaneous Information


If you need any help with copier, Laurie, Susan and Maureen are always ready to help.  Teachers have priority.  The copier is not available 9:15-10:15 each morning. 


Copies of 2008-09 can be found on enclosed disc.


Sample email request can be found on the enclosed disc and below.

Sample Email message:


Happy Spring!  It's Newsletter Time again!!

 


Please submit your articles, advertisements, save the date info and volunteer requests via email to mbadams@rochester.rr.com by Thursday March 27th.   

 What are we looking for????

· Information about upcoming events 


· Thank you's/wrap-ups for past events  


· Information/Details on ongoing events  


· Communication (Website, Bulletin Board,...) 


· Any information that should be communicated to the parents....

 


Sending your info written up so we can easily transfer to the newsletter would be great!  We'd love to hear from anyone!  We are hoping to have the newletter distributed the first week in April!

Mary Adams

425-4767

Updated:  Jennifer Pellittiere 08/09


Dudley PTA – Monthly Committee Status Report



Committee: PARP parents as reading partners

Chaired By: Gretchen Hicks & Katie Karren

Reporting Period:  September 2008 thru March 2009

Achievements

Meeting starting in September – planning for assembly, activity night and incentives.  PARP began 3rd week of February runs until 2nd week of March.  Assembly on book, guessing game, activity night, book hunt for teachers, newsletter w/ reading slips etc…


Tasks Planned for Next Month

Teacher survey

Concerns/Issues

Please keep budget amount the same for next year.  Every year themes change and prices change. Thanks

Status on Budget (planned vs. actual)

Planned budget:  $2,200


Actual budget:  $1,600

Miscellaneous Notes

Suggestions for years to come:  Pick three themes that have worked well and rotate every three years.  This would cut down on cost and be easier for the actors of the assembly.  The Magic theme worked well and Wild things theme.  There are lots of stuff in the PARP closet.

Please e-mail monthly updates to: DudleyPTA@yahoogroups.com




Dudley PTA – Process Template




Process Title:  PARP reading incentive program that last three weeks.

Process Steps


Start planning meetings, assembly, and activity night dates in early September.  Also, fill out room request forms, at office for all meetings etc…


In early October start ordering books for incentive Friday.


Pick theme, get book for assembly, and start planning assembly.


Have meetings once a month, brain storm ideas for activities.


Purchase rest of incentives, paint scenery, and make sure everything is ordered early.  Always, count everything you receive to verify correct amounts.


Ask gym teachers, principals and Mr.Beck to be your actors in assembly.


Have all your members help with activity night...PTA members can also help.


Remember to always send in your green reimbursement forms to PTA.


Responsibilities


		Name/Role

		Responsibility Description

		Time Frame



		Katie Karren/chair

		Organizing activities for PARP

		Sept. – March



		

		

		





Miscellaneous Information:

Contact Gretchen Hicks…598-3135


or Katie Karren…377-1483  with questions or help..


Dudley PTA – PJ Movie Night




Process Title


Fun Family Night  


Process Steps


· Check budget for available funds and calendar for appropriate night (usually )


· Schedule cafeteria for night and fill out appropriate forms.  See Maureen O'Brien for scheduling (Dudley seats 250/NS seats 350)


1. Need 2-3 groups of chairs to be set up around perimeter for parents seating


2. Need tables set up for popcorn and drinks – need outlet for popcorn machine.


3. Need DVD player, projector and sound system.


4. Need popcorn popper


· Decide on appropriate movie and check with librarian for rights to show movie. 


· Get volunteers.  Popcorn, refreshments, set-up and clean-up. 


· Create flyer 2 weeks before show – sample attached. 


· Collect requests and send tickets out 5 days out. 


· Purchase water and juice boxes, pre-popped popcorn (bulk section at Wegmans), kernels for popper (rental places), movie if needed.


· Rent popcorn popper or borrow from Martha Brown 


Responsibilities


		Name/Role

		Responsibility Description

		Time Frame



		Scheduling


Volunteers

		Schedule and complete forms 


Request Volunteer assistance

		ASAP


Can do on flyer



		Flyer/Tickets

		Advertise event and distribute tickets

		2weeks out



		Purchaser

		See list above

		Before Event





Miscellaneous Information


Please remember that Dudley Elementary is TAX EXEMPT. 


All bills should be sent to the attention of the DUDLEY PTA TREASURER c/o Dudley Elementary, 211 Hamilton Road, Fairport, NY  14450.


Popcorn scoops, scissors and PTA sign are located in the file cabinet in the die cut room.  


Updated:  Mary Adams 3/09


Dudley PTA – General Meeting Schedule



Process Title

Plan the general meeting schedule for the year.

Process Steps


· Request a calendar of events from the Dudley Office


· Request a calendar of scheduled School Board Meetings


· Meet with Exec board to determine date/time for general meetings

· Complete Building Use Form and attach list of all dates


· Submit completed form to Dudley Office


Responsibilities


		Name/Role

		Responsibility Description

		Time Frame



		PTA President

		· Request calendar from school office and the school board. 

		July



		PTA Exec Board

		· Determine schedule for  the general meetings (i.e. 2nd Wednesday of the month)

		July



		PTA President

		· Fill out building use form and submit to school office

		July





Miscellaneous Information
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FAIRPORT CENTRAL SCHOOL DISTRICT



APPLICATION AND AGREEMENT FOR USE OF SCHOOL FACILITIES



Person in Charge (PLEASE PRINT)





			Application



Date


			School Building


			Room or



Facility


			Date(s)



Requested


			Hours





			


			


			


			


			From


			To








			Organization Name


			Actual Time of Event





			


			From


To








			Estimated Attendance


			Number of Supervisors


			Purpose for Use of Facility (Explain Completely)





			


			


			








			Personnel Required & Fees (See attached Schedule)


Facility Use Fee/hour
$


 



Custodial Rate/hour
$






Other



 $




			Furniture and Equipment Needed



Equipment to be brought in by Organization


















General Liability Insurance: Organizations/Persons using school facilities shall provide the District with proof of liability insurance with the Fairport Central School District listed as an Additional Insured at limits equal or greater than $1,000,000 per occurrence and $2,000,000 aggregate. Where it is determined such certificate is not feasible, limits will be at the discretion of the District.



Hold Harmless Agreement: The undersigned is over 21 years of age and has read this form and attached regulations and agrees to comply with them.  He/she agrees to be responsible to the District for the use and care of the facilities.  He/she, on behalf of ________________________(Organization) does hereby covenant and agree to defend, indemnify and hold harmless the District from and against any and all liability, loss, damages, claims, or actions (including costs and attorneys fees) for bodily injury and/or property damage, to the extent permissible by law, arising out of or in connections with the actual or proposed use of District's property, facilities and/or services by Organization.



			







			






			








			Signature of Person in Charge


			Title


			Date








Address







Telephone


 











- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -



CHECK ONE:

Approved 

   Disapproved






Building Principal





Date



Distribution:
Applicant (ORIGINAL)     



Principal  (    Head Custodian  (     Buildings & Grounds (      District Information Office (



REGULATIONS



1. Application for the use of Physical Education Facilities and Grounds shall be filed with the Director of Physical Education and Athletics.  All other applications shall be filed with the respective building principal.



2. Reservations must be arranged by the responsible representative of the organization at least two (2) weeks prior to use.  Annual reservations must be renewed at the beginning of each school year.



3. In cases of conflict of dates, established priorities are followed after activity leaders are consulted by the appropriate administrator.  



4. Use of district facilities on Sundays for school-related or non-school-related activities is discouraged and will be considered only in an emergency.



5. All activities must be properly supervised by the organization.  The number of supervisors is determined by the building principal and/or Director of Physical Education and Athletics.



6. Responsibility for any damage resulting from the use of school facilities is assumed by the person whose signature appears on the form.  Responsibilities and payment for any damage resulting from use of the facility is assumed by the organization.



7. The facility is to be left in a clean condition which includes cleaning up any litter and repositioning furniture.



8. Supplies and equipment in the room or area reserved may be used only if prior arrangements have been made.  No custodian is authorized to loan supplies or equipment.



9. All activities must be properly supervised by the facility user.



10. School authorities reserve the right to reject any member of a group or the entire group, guilty of unsatisfactory conduct, abuse of facilities, or not following regulations.



11. The use of open flames such as candles in school buildings is prohibited.



12. Smoking is prohibited in school buildings and on school grounds.



13. Storage of non-school property is limited.  Request for storage must be submitted on the application.  If equipment, apparatus, scenery, decorations, or other materials are brought into the building, it must be so stated on the application and fire safety regulations must be satisfied.  The responsible organization assumes all risk for such storage.



14. All groups must be out of the building by 10:15 p.m.  Buildings will be closed at 10:30 p.m. unless authorized by the building principal or Director of Physical Education and Athletics.



15. The group using the facilities is limited to the assigned area.



16. No hazardous materials are to be brought on property for use by organizations.



17. No alcoholic beverages or illegal substances should be brought into or used on any school property.



18. School personnel will be on duty during the hours of the event.  If kitchen equipment is used, a school cafeteria worker must be present to supervise the use of the equipment.  Other specialized supervisory personnel may be assigned at the discretion of the school district.



19. Labor costs will be computed on basis of current wage rates and fringe benefits.  Overtime is charged at time and one-half.



20. Fees for the use of facilities may be charged in addition to the labor costs, at the discretion of the school district.



21. Payment is to be made to the Business Office upon receipt of billing from the school district.  Invoice not paid within 45 days may result in revocation of further facility use by the delinquent organization.



22. Hunting is prohibited on school property.



23. The following activities are prohibited on school property unless part of the district instructional program:



Horseback riding;



Playing golf or hitting golf balls;



The use and operation of snowmobiles, motorcycles, mini-bikes, go-carts, and the flying of gas propelled or motor driven model airplanes, and model rockets, ATV’s, sleds of any type, toboggans;



The use or possession of firearms, air guns, sling shots, bow, or other like instruments;



Running-walking dogs.



24. Motor vehicles (including motorcycles) shall not be parked or operated on school driveways, roads or parking areas unless the operator of the same is in attendance upon a school purpose, school business or school activity and has specific permission.  Vehicles may be parked only in those areas specifically designated for the purpose.



25. Vehicles parked in fire lanes, bus loops, or other areas designated as NO PARKING will be removed by towing at the owner’s expense.



26. Motor vehicles operated  on school grounds must be operated in a careful and prudent manner.  The operation of motor vehicles is restricted to a rate of speed not in excess of 15 miles per hour.



27. Use of district facilities on custodial holidays, school recess, Saturdays and Sundays for non-school activities or related activities is discouraged.



28. In event of an emergency school closing (e.g. snow), all events are usually cancelled, but check with building principal or Director of Physical Education and Athletics to determine if the facility would be available and staffed with district personnel.



FACILITY USE FEE SCHEDULE



			ROOM FEES


			





			


			





			Fairport High School/Minerva Deland


			Fee (per hour)





			Classrooms


			$10.00





			Auditorium


			$25.00





			Gym (Full Gym at MD, Half Gym at FHS)


			$20.00





			Dining Room


			$10.00





			Kitchen 


			$12.00





			Kitchen and Dining Room


			$15.00





			FHS 512 - Multi Purpose Classroom


			$15.00





			Pool     0-30 swimmers


			$12.00





			Pool     31-59 swimmers


			$18.00





			


			





			


			





			Middle School


			





			Classrooms


			$10.00





			Auditorium


			$20.00





			Gym


			$20.00





			Dining Room


			$10.00





			Kitchen


			$12.00





			Kitchen and Dining Room


			$15.00





			


			





			


			





			K-5 Schools


			





			Classrooms


			$10.00





			Auditorium


			$15.00





			Gym


			$15.00





			Dining Room


			$10.00





			Kitchen 


			$12.00





			Kitchen and Cafeteria


			$15.00





			


			





			


			





			LABOR FEES


			





			


			





			Custodial Fees


			Fee (per hour)





			Saturdays and Overtime


			$37.51





			Sundays and School Holidays


			$48.23





			


			





			Kitchen Staff


			$25.00





			Adult Lifeguard


			$10.00





			Student Lifeguard


			$  7.50
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The PTA runs pancake breakfasts to support PTA programs and activities.  Since this is such a popular event, we have scheduled two breakfasts this year.  

The breakfasts will be held at Applebee’s in Perinton on Rt. 250 on Saturday, 2/27 and Saturday, 3/6 from 8 – 10am.  

Teachers and staff serve as hosts and hostesses and the children really love to see their teachers “working” at Applebee’s!


Ways you can help:


Before the breakfast - Make copies, collect order forms from the office, distribute tickets to students    Time commitment: 5 minutes + 

During the breakfast - Serve pancakes & drinks, clear tables    Time commitment: 2 ½ hours

Assistant Coordinator - The assistant coordinator will work side-by-side with the chairperson this year to get hands-on training so that he/she can take over the role as chairperson next year. If you are interested in being the assistant coordinator, please indicate that below.


If you would like to help in any way, please sign up and I will contact you.  


Thank you!  Jennifer Pellittiere  388-7485


 Name





Phone




Email

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


Dudley PTA – Co President Breakdown 



Presidential Responsibilities 

This document provides a list of presidential responsibilities and how they will be broken out between multiple presidents.

Process Steps

· Identify all responsibilities

· Assign specific president to each

Responsibilities

		Name/Role

		Responsibility Description

		Time Frame



		Curt

		Schedule 1st Exec Board Meeting

		June/July



		

		Create/Publish Exec Meeting Agenda

		Monthly



		

		Create/Publish General Meeting Agenda

		Monthly



		

		Facilitate Exec Meetings

		Monthly



		

		Facilitate General Meetings

		Monthly



		Curt

		Attend Superintendant’s Meeting

		Monthly



		Curt

		Schedule Initial Meeting with Principal

		July



		

		Plan/Schedule Committee Chair Meeting

		August



		

		Ensure following chairs are filled prior to start of the year:  Bus Greeter; 1st Day Friends; Bus Caboose; Cafeteria Orientation

		Prior to Committee Chair Meeting in August



		Curt

		Create Standard Agenda for Meetings

		June



		

		Check President folder in office

		Weekly



		

		Presidential Initiative – Membership

		School Year



		Curt

		Presidential Initiative – Getting Dad’s involved

		School Year



		

		Presidential Initiative – Limited space functions

		School Year



		

		Presidential Initiative – Getting more teachers involved

		School Year



		

		President’s Pen – Newsletter column

		Bi-Monthly



		

		Package information for committee folders

		Prior to meeting in August



		

		Manage student welcome package

		July



		

		Manage bagels for transportation on 1st day

		August



		

		Manage balloons and banner for 1st day

		August










Miscellaneous Information

· Need to remind all that any flyers going home must be Pre-Approved by the Principal (actually this should be discussed with the Principal at the initial meeting to decide direction – since it is a new Principal)

· Make no assumptions on how things work, ask questions! – just because they were done a certain way last year or in previous years does not mean that it will be the same this year.  A new administration (Exec board and Principal) is bound to trigger changes in the way things “have always be done”.

· Need to have a “Gift and Greetings” chair assigned this year.  Covers things such as birthdays for the teachers and special items such as the coffee machine and bird bath from last year.


		7/26/07 Meeting Agenda



		Dudley – Principal’s Meeting







Meeting Date:
July 26, 2007

Time:

9:00 – 10:00 am

Facilitator:  
Curt Moczarski


Scribe:
Kate Fisher

Location:

Dudley Elementary

Distribution List:


		

		Fingar, Karen

		

		Fisher, Kate



		

		Moczarski, Curt

		

		Rurak, Jenn





Legend:


X   - Attended


O  - Unable to Attend


V   - Vacation

Agenda


		9:00

		1. Intro & Agenda Review

		Facilitator



		9:10

		2. Principal’s Topics

		Jenn



		9:35

		3. PTA Topics

a. Overview – Dudley PTA


b. 2007/8 Initiatives


i. Increasing participation (Teachers, Dads, etc.)


ii. Free Memberships?


iii. Event Fees (member/non-member)


c. Teacher Liaison




		Kate/Curt



		9:55

		4. Review Action Items

		Scribe





Meeting Notes:

Principal’s Topics

PTA Topics

· Overview – Dudley PTA

· 2007/8 Initiatives


· Increasing participation


· Free memberships?


· Event Fees (members/non-members)?


· Scrap Paper?


Action Items - Open


		Action Item

		Description

		Owner

		Due Date

		Status



		

		

		

		

		





Action Items - Closed


		Action Item

		Description

		Owner

		Due Date

		Status
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Sheet1

						2008-9009 R.E.A.D Schedule   **Birthday Books**		2007-2008 R.E.A.D Program Schedule (Birthday Books)

		Time		Room		Teacher

		9:10		629		Kress

				628		Leap - Natale

				627		Metz

		9:20		626		Daly

				625		Grimm

		9:30		631		Majczak

				632		DeLorenzo

				633		Mitzler

				635		Cardona

		9:40		604		Edwards

				606		Gwaltney

				603		McDermott

				605		Stratton

		9:50		608		Mattis

				609		Johnson

				607		Hazard

		10:00		610		Billow

				611		Beck

				612		Short

		10:10		621		French

				622		Grace

				620		Wendell

		10:20		615		Anderson

				614		Peterson

				616		Roncinske

		10:30		617		Evans

				619		Murphy

				618		Willard

		10:40		K1- AM		Loomis

				K2 - AM		Adams

				K3 - AM		Bowerman

		10:50		K4 -AM		Fitzgerald

				K5- AM		Foote

				K6 - AM		Mykins

		12:30		K1 -PM		Loomis

				K2 - PM		Adams

				K3 - PM		Bowerman

		12:40		K4 - PM		Fitzgerald

				K5 - PM		Foote

				K6 - PM		Mykins

		If you have any questions or need to make a chance to your time please call Kim Austin at 425-2667

		or Laura Durant at 425-1129.  We can always make changes throughout the year as needed.
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To:
All Teachers


From:
Kim Austin and Laura Durant, R.E.A.D Co-Chairpersons/Dudley PTA


Date:
September 8, 2008

Re:
R.E.A.D. (Reading Energizes at Dudley) Programs/ Birthday Books


R.E.A.D is a PTA funded program designed to promote reading by giving students a book of their own choosing during the month of their birthday.  Please note if the child is absent we will pick them up in the following month.


On the back of this memo is a proposed timetable for distributing the books.  A PTA representative will stop by your classroom and pick up the birthday children at the schedule time.  If you have a time conflict, please call us as soon as possible at 425-1129 (Laura) or 425-2667 (Kim) to reschedule.


The following is a list of scheduled dates for the 2008-2009 R.E.A.D Program:


Thursday, September 25th (August and September birthdays)


Thursday, October 23rd 

Thursday, November20th

Thursday, December 18th

Thursday, January 22nd 

Thursday, February 26th 

Thursday, March 19th

Thursday, April 16th

Thursday, May 28th

Thursday, June 11th (June and July birthdays)


Please remember that teachers and staff are welcome to select a book in the month of their birthday too!


Thank you in advance for your assistance.

Cc:
Karen Fingar


Dudley PTA – READ



Process Title

R.E.A.D (Birthday Books)

Each child gets a book in the month of their birthday


Responsibilities:

· Contact Susan for a master schedule.  Schedule birthday book pick up times around the teachers specials.  Group classes near each other so that you can pick up multiple classes at once.  See attached schedule from last year.  

· Type a letter telling the teachers when their students will be picked up.  Susan will email to the teachers.  See attached letter.


· Schedule the dates you will be delivering the books.  In the past we did the 3rd Thursday of the month.   See letter attached.  
Coordinate dates w/ calendar in office and provide Susan with a list.


· Contact Susan in the office and ask for a list of each class sorted by birthday month.  She will provide this to you once placement/movement is done.  

· Tally the number of boys/girls in each month and separate by grade level so that you will be able to order the right number of books.


· Set up an account at Scholastic using someone at the school who doesn’t order books.  Lucas Hiley or someone in the PTA to keep accounting separate.  Order enough books for 3-4 months.  If this doesn’t work go to Borders and by the books.  Must be $3.99 or less.  Ask for PTA discount.

· Each month verify that there are no last minute field trips.  Those classes will need to be rescheduled in the day or the following month.


· Absent children are picked up the following month.  Just write abs next to their name to remind you.


· August birthdays are celebrated in Sept. and July in June.  You will need two people each month.  Maybe three the first month.


· Due to the new rotating schedule you will need to verify the which day it is (A,B,C etc) when you arrive and verify that the kindergartens specials are the same time you plan.  Otherwise you will need to adjust the afternoon time by 45 minutes.

I have books from last year and a binder I will forward to Ellen McMinn.


Dudley PTA – Process Template




Process Title

Recording Secretary

Process Steps


· Take minutes during Executive and General PTA meetings

· Type up minutes and post to Yahoo Groups site


· Send copy of minutes to Web site manager to post on-line


· Print copies of previous month’s minutes and bring to next meeting to approve


· Print copies of meeting agenda for attendees


· Report the establishment of a quorum, if necessary, at the beginning of the meeting (10 members)


· Other duties as deemed necessary to assist Executive Board in communicating with PTA Members 



Dudley PTA – School Pictures



Process Title


School Pictures in the Fall

Process Steps


Responsibilities


		Name/Role

		Responsibility Description

		Time Frame



		Susan Miller

		Obtain absentee report from 9/15 from Attendance Ofc

		Day after Picture Day



		Coordinator

		Contact people regarding volunteering

		2nd wk of Oct



		Coordinator

		Send out volunteer reminder 

		1 wk before make-up day



		Coordinator

		Dist. Reminde note to faculty re: make-up day

		1 wk before make-up day



		Coordinator

		Distribute reminder notice and order forms to absent/new students

		10/28 (Wed before Picture Day)



		Coordinator

		Get scheduling sheet to K Teachers first

		Tues 10/27



		Paul

		Confirm schedule w/Paul (sets up tables and chairs)

		wk of 10/26



		Coordinator

		Get snacks

		wk of 10/26



		Coordinator

		make extra copies of coloring sheets if needed

		wk of 10/26



		Susan Campbell

		Have Susan send reminder re TTR pics 

		10/26



		Susan Campbell

		Need list of Teachers who need TTR Pics

		10/29



		Gary 787-1070

		Touch base with Upstate re schedule

		10/29



		Susan Campbell

		Get scheduling sheet to Susan for other teachers

		10/28



		Susan Campbell

		Get scheduling sheet bk from Susan

		10/29



		Coordinator

		Distribute Order Forms  to Teachers for Absent Students

		10/29



		Coordinator

		dist. schedule reminder to teachers

		10/30



		Coordinator

		make copies of scheduling sheet for camera and Upstate (will only use 1 camera)

		Thurs 9/11



		Susan Campbell

		Have Susan announce times for TTR pics

		11/2



		Susan Campbell

		Talk to Susan re final adds/drops

		11/2



		Paul

		Get elevator key from Paul

		11/2





Miscellaneous Information



[image: image1.wmf]


THE DUDLEY PTA


AND


THE ROCHESTER MUSEUM AND SCIENCE CENTER


PROUDLY PRESENT


DUDLEY DAYS AT RMSC


STUDENTS AND FAMILIES OF THE DUDLEY SCHOOL ARE ENTITLED TO DISCOUNTED ADMISSION TICKETS TO THE RMSC DURING ALL SCHOOL RECESSES INCLUDING THANKSGIVING, WINTER, MARTIN LUTHER KING, JR. DAY, MID-WINTER, SPRING AND MEMORIAL DAY WEEKEND.  ANY TIME THE KIDS ARE OFF FROM SCHOOL YOU CAN TREAT THEM TO THE RMSC!!


$6 TO THE MUSEUM 

$9 TO THE MUSEUM AND STRASENBURGH PLANETARIUM


SIMPLY PRESENT THIS FLYER WHENEVER YOU GO TO THE RMSC AND YOU WILL RECEIVE THESE SPECIAL RATES.  THE MUSEUM AND PLANETARIUM ARE FUN PLACES TO EXPLORE AND DISCOVER NEW THINGS EACH AND EVERY DAY!!
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Dudley PTA – Process Template




Process Title

School Spirit ~ Provides discount admission opportunities to Rochester Museum & Science Center. 


Process Steps


· In late August or early September, contact Heidi Luizzi (Heidi_Luizzi@rmsc.org) to ask for approval on attached flyer.  Heidi will either approve the flyer for disbursement to Dudley families or she will adjust the rates.  Once approved by both Heidi & the Dudley principal, the flyers can be copied & distributed to students.  The best way to do this is to include the flyer in the first PTA newsletter.

Responsibilities


		Name/Role

		Responsibility Description

		Time Frame



		

		

		



		School Spirit Coordinator

		Prepare attached flyer.  Contact Heidi Luizzi @ RMSC for flyer approval.  Disburse to Newsletter coordinator to include in first PTA newsletter.

		1 -2 weeks at the end of August or beginning of September.





Miscellaneous Information


See attached flyer.  In the past, Strong Museum has not been interested in giving out any discounts.  However, we do continue to call annually to see if they have possibly changed their minds.  


Dudley PTA – School & Community Support



Process Title 

School & Community Support Chairperson

Process Steps


· Serve as a liaison between community groups and the school

· Coordinate collection drives for items in need


· Communicate needs in newsletter, bulletin board, principal’s weekly enewsletter


· Set up collection bin in lobby area


· Deliver collected goods to organization


Responsibilities


		Name/Role

		Responsibility Description

		Time Frame



		

		

		



		

		

		





Miscellaneous Information


This is a new position for the 2009 – 2010 school year. It was created so that the PTA could serve as a connection between groups/teachers/administration and parents so they can request help from the parents of the school.  


Dudley PTA – Second Grade Room Parent Coordinator



Process Title

Assign and assist room parents for each Second Grade teacher.

Process Steps


· Collect forms completed by teachers indicating room parent preferences. Forms should ask for teacher contact number over the summer, # of room parents requested, if the teacher would like to choose his/her own room parent from volunteer list or if he/she would like you to choose for him/her.

· Collect volunteer forms completed by parents offering to serve as room parents

· Request classroom list from main office after classroom assignments are complete

· Match up room parent volunteers with teachers according to requests made


· If there are no volunteers for a class, call teacher to determine if he/she would like you to contact parents or place a sign-up sheet in the classroom prior to meet the teacher day.


· Create sign-up sheet if necessary

· Coordinate with other room parent coordinators to schedule a meeting with all room parents prior to the start of school

· Meeting should include PTA membership sign-up (required for all room parents), information on reimbursement procedures, encouragement to attend all PTA meetings, and any other helpful information on how to be a room parent.

· Create a volunteer form for current First Grade parents to sign up to be a room parent. Form should be sent home with each First Grade student. Copy forms and distribute in teachers’ mailboxes.


· Create a form for teachers to complete to indicate room parent preferences and distribute

· Confirm there is a place in the main office for these forms to be collected and held for the next Second Grade Room Parent Coordinator

Responsibilities


		Name/Role

		Responsibility Description

		Time Frame



		Coordinator

		Collect teacher request forms and parent volunteer forms from main office

		August



		Coordinator

		Request class lists

		Mid-August



		Main Office

		Provide class lists to coordinator

		Mid-August



		Coordinator

		Assign room parents to classrooms

		Mid-August



		Coordinator

		Contact teachers with no parent volunteers to determine next steps

		Late August



		Coordinator

		Coordinate with other room parent coordinators to schedule an information meeting for volunteers

		Mid-August



		Coordinator

		Hold room parent meeting

		Late August



		Coordinator

		Create volunteer form for current First Grade parents to sign-up to be a room parent and distribute to teachers’ mailboxes. Make sure there is a box in the office to collect the forms.

		May



		Coordinator

		Create teacher preference form and distribute to teachers

		June





Miscellaneous Information


Room parents qualify for reimbursement for out-of-pocket expenses up to $25. Please explain this reimbursement is for classroom activities/supplies and should not be used as an extra fund for teachers. 


Dudley PTA – Process Template




Process Title


Square One Art Coordinator



Process Steps


· Set dates with Square One Art


· Artwork to be completed by students


· Order forms to parents


· Collect money/orders – send to Square One Art


· Coordinate distribution of products to parents


Responsibilities


		Name/Role

		Responsibility Description

		Time Frame



		Peggy Carr/Coordinator

		Coordinate Square One Art orders/distribution

		6-8 weeks total



		

		

		





Miscellaneous Information


Square One Art is only done every other year.  Scheduled next for Spring, 2011.



Dudley PTA – Process Template




Process Title

Gifts & Greetings Committee

Birthday Recognition for Teachers and Staff


Process Steps


· In the second week of September obtain list of teachers and staff interested in participating in birthday recognition from Susan Campbell (Dudley Secretary), Susan_Campbell@fairport.monroe.edu  Each year the staff is asked if they are interested in participating, so the list will only contain the names of people that are willing to share such birthday information.


·  All Fairport staff's email addresses are the same format (first name_last name@fairport.monore.edu).  It usually is their formal first name (i.e. susan not sue, patricia not pat).  

· Select an e-mail greeting card service on-line and enter the information for the year, be sure to include those for the summer and early fall of the following year, not just late September through June of the school year.


· Select a user name and password for the on-line greeting service that can be passed on to next years Gifts and Greeting Chairperson so they may maintain the greeting card service for future years.


Responsibilities


		Name/Role

		Responsibility Description

		Time Frame



		

		

		



		

		

		





Miscellaneous Information



Dudley PTA – Standardized Supply Lists



Process Title

The purpose of this process is to work together with the school Administration, the teachers and SchoolKidz to provide parents with a single kit of supplies they can purchase for their child.  The end result is to provide the parents with hassle-free school supply shopping that is customized by grade level and personalized for each student. 


Process Steps


· Contact your SchoolKidz representative to let them know you are interested in participating.

· Work with school administration and the teacher reps to compile a list of required supplies by grade level.  I would recommend using the list from the previous year as a starting point.  These lists can be found on the web site.


· Understand the steps required and the timeframes for each so that you can plan – there is plenty of time to get everything done as long as things don’t “sit”.  The milestones you need to be thinking about are as follows (the dates in parens were the dates used this year):

· What week do you need delivery by? (August 17th)


· Date to send final supply lists to SchoolKidz (January 19th)


· Date to complete and return program schedule (February 1st)


· Date to approve order form proofs  (February 16th)


· Date to send order forms home with the students  (March 23rd)


· Date you plan on sending SchoolKidz the order and payment (May 18th)


Responsibilities


		Name/Role

		Responsibility Description

		Time Frame



		Karen Fingar / Lucas Hiley

		Encourage teachers to agree on a single list per grade

		Late Fall when putting lists together



		Susan Campbell

		Helps set schedule, mail out order forms, collection of order forms, receiving of kits

		All throughout the program



		SchoolKidz coordinator

		Makes sure you’re on track with the order process – helps set your schedule

		Throughout the program



		PTA Chairperson

		Drives the entire process

		Throughout the program



		Dudley Janitor staff

		Unload kits from truck, deliver to holding room, deliver to classrooms after they have been sorted by teacher

		Prior to school start



		Parent Volunteers

		Needed to sort delivered kits by teacher.  Each kit is labeled by grade and name.

		Prior to school start





Miscellaneous Information


· Our SchoolKidz Contacts for 2008-09 were:

· DeAnna Henson, d.henson@schoolkidz.com – our primary contact/sales coordinator

· Greg Born, g.born@schoolkidz.com – sales manager

· Melissa Abbate, m.abbate@schoolkidz.com – backfill for DeAnna when she went out on maternity leave.


· Discounts are given on the costs of the kits based on how early you sign a commitment with SchoolKidz.  If you can sign prior to end of November, you can get up to 6% off the total invoice.  They do not need final school supply lists approved, only a signed commitment that you will be exclusively offering their kits to the students.

· Collecting the money – the parents should write their checks directly to the Dudley PTA.  We need to send one check along with the order forms to SchoolKidz.  A 50% deposit is required when you submit the order form and tally sheet.  Final payment is due 10 days after the kits are delivered.


· Kits are delivered in skids directly to the dock.  The janitors have the skids moved to a room where you need to get volunteers to sort the kits out by teacher.  The janitors will then deliver the kits directly to the classrooms so they are there the first day of school.


· There is an additional (optional) program available called the SchoolKidz Kindergarten Welcome Mat.  This program provides the school the opportunity to introduce the program at Kindergarten Registration.  SchoolKidz provides a kit for display purposes that includes a combination of the most popular items in the kit.  It won’t be the exact same kit as we order, but it will give the parents an idea of what to expect.  In order to participate in this program (there isn’t any cost to us), you just need to fill out the form provided by your sales rep.


· Consider purchasing extras – just in case …  even if you don’t use the kits, the supplies can still be used.


Miscellaneous Information


· Purchase extra kits for each grade level – 1 or 2 each should be sufficient.


· Work with Susan Campbell to get the lists confirmed/approved by the teachers.


· Encourage the teachers (through the teacher reps) to highlight what folks need to buy in their welcome letters (i.e. those who bought kits need to buy …)


Dudley PTA – Support Staff Appreciation




Process Title


Honor Support Staff during Secretaries Week in Mid May/April

Process Steps


· Check budget for available funds


· Check calendar for specific date of Secretaries Week (usually mid-May)


· Purchase gifts (ie  gift certificate to Wegman's ($25))


Head custodian, 3 secretaries, nurse, attendance


· Deliver with card on behalf of the Dudley PTA


Responsibilities


		Name/Role

		Responsibility Description

		Time Frame



		Gifts

		Purchase gift certificates 

		Early May



		Deliver

		Deliver with card on behalf of the Dudley PTA

		Secretaries week





Miscellaneous Information


Please remember that Dudley Elementary is TAX EXEMPT. 


Reimbursement Forms can be found on www.dudleypta.org and in the treasurer folder in the office.  Please submit completed form and all receipts to the treasurer folder in the office. 


All bills should be sent to the attention of the DUDLEY PTA TREASURER c/o Dudley Elementary, 211 Hamilton Road, Fairport, NY  14450.


The above vendors have been used in the past, but you are not required to use them.  If you find other vendors which you believe would be more suitable and still within the budget, please feel free to research.  


Updated:  Mary Adams 9/07


Dudley PTA – Wish List Process



Dudley Wish List

The Dudley Wish List provides the school staff an opportunity (twice a year) to request items for the school from the PTA.

Process Steps


· At the start of the school year – develop the Wish List Submission form that defines the time frames for the two selections.


· Print and make copies of the submission form available in the Front Office


· Collect and track submissions in the  Wish List Log.xls

· After the end of the collection period – organize the Wish List Log.xls (i.e. get any follow-up questions/information needed); provide a copy to Karen and Lucas for their review


· Schedule a meeting with Karen and Lucas to review submissions and prioritize the requests.


· Review the priorities with the Executive Board and vote on which ones to approve (based on amount that can be spent – this should be provided by the Treasurers).


· Inform the owners of approved requests that they can purchase the items and submit requests for re-imbursement.


· Include information on what was provided in the next month’s PTA newsletter as well as make an announcement at the next PTA General Meeting.


Responsibilities


		Name/Role

		Responsibility Description

		Time Frame



		PTA President

		Provide submission forms to the front office

		Beginning of year



		Staff

		Submit requests for Wishlist

		Continuous



		PTA President

		Collect and organize submissions

		Twice/year



		PTA President / School Principal / VP

		Review submissions and prioritize

		Twice/year



		Exec Board

		Approve requests

		Twice/year



		PTA President

		Inform owners of approved requests

		Twice/year



		PTA President

		Make announcements in newsletter and meeting

		Twice/year





Miscellaneous Information



Nature Outreach is provided by Karen Barriault and Kathy Messner.  


You may know them already, as they do many programs at Perinton 


Rec Center and White Brook nature area for preschool and elementary 

aged children.  In fact, they have so many “hands-on” activities that 


it would be too difficult to set up everything multiple times during 


the day, so this year they will be using room 610 for their programs!  

Here is a short summary of the programs they will be offering:

Kindergarten:  Insect Infest:
Discover all the wild features insects have. 
Build a bug habitat. View a variety of real insects and 
a few live ones too.

First Grade:  Mountains of Mammals:
Learn what features make a mammal. Match 
mammals to their footprints, bones and babies, 
and experience milking a camel or a cow.

Second Grade:  Fabulous Fliers:
Discover what it takes for a bird to glide and 
feel how much air it takes to fly.  Create bird 
prints and explore writing with a quill.


For more information, contact:

Sandra Murphy


Dudley PTA Nature Outreach Chairperson


425-2661


murphy95@rochester.rr.com

Nature Outreach Schedule


		

		9:00-9:35

		9:40-10:15

		10:20-10:55

		11:00-11:35

		11:40-12:15

		12:20-12:55

		1:00-1:35

		1:40-2:15

		2:20-2:55



		Nov 3 (K)

		Miss Fitzgerald (KA4)

		Mrs. Bowerman (KA3)

		

		

		

		

		Miss Fitzgerald (KP4)

		Mrs. Bowerman (KP3)

		



		Jan 19 (1)

		

		

		Mrs. Majczak (631)

		Mrs. Mitzler (627)

		Mrs. McDermott (603)

		

		

		Mrs. Grimm (625)

		Mrs. Ledgerwood (630)



		Jan 26 (2)

		

		

		Mr. Beck (611)

		

		

		Mrs. Roncinske (616)

		

		Mrs. Johnson (609)

		Miss Peterson (614)



		Feb 9 (1)

		

		

		

		Mrs. DeLorenzo (632)

		Mrs. French (621)

		

		Mrs. Metz (605)

		Mrs. Stamp (620)

		Mrs. Willard (618)



		Mar 2 (2)

		

		

		

		

		

		Mrs. Short/Murphy (619)

		Mrs. Goosen (617)

		Mrs. Evans (612)

		



		Mar 9  (K)

		Miss Adams (KA7)

		Miss Evershed (KA1)

		Mrs. Rogers (KA2)

		

		

		

		

		Miss Evershed (KP1)

		Mrs. Rogers (KP2)



		Mar 30  (K)

		

		Mrs. Foote (KA5)

		

		Mrs. Waite (KA6)

		

		

		Mrs. Waite (KP6)

		Mrs. Foote (KP5)

		



		April 20  (1)

		

		Miss Luksch (607)

		

		

		Mrs. Edwards (604)

		

		Mrs. Grace (622)

		Mr. Daly (626)

		Mrs. Sherman (634)



		April 27  (2)

		

		

		

		Mrs. Garner (633)

		Mrs. Gwaltney (606)

		

		Mrs. Anderson (615)

		

		





Please find the schedule for Nature Outreach above.  If you need to change your time, please call me at the number below.  All programs will be held in room 610.  Please bring your class to room 610 on the designated date and time for your Nature Outreach Program.  Please call or email me if you have any questions.  Thank you!


Sandra Murphy


Dudley PTA Nature Outreach Chairperson


425-2661


murphy95@rochester.rr.com


Hello Teachers!


Dudley PTA’s Nature Outreach Program is back!  I am very excited to announce that Karen Barriault and Kathy Messner will be presenting our program to Dudley students.   You may know them already, as they do many programs at Perinton Rec Center and White Brook Nature Area for preschool and elementary aged children.  In fact, they have so many “hands-on” activities that it would be too difficult to set up everything multiple times during the day, so this year they will be using room 610 for their programs!  Here is a short summary of the programs they will be offering:


Kindergarten:  Insect Infest:
Discover all the wild features insects have. 
Build a bug habitat. View a variety of real insects and 
a few live ones too.

First Grade:  Mountains of Mammals:
Learn what features make a mammal. Match 
mammals to their footprints, bones and babies, 
and experience milking a camel or a cow.

Second Grade:  Fabulous Fliers:
Discover what it takes for a bird to glide and 
feel how much air it takes to fly.  Create bird 
prints and explore writing with a quill.


They will be offering these programs on FRIDAYS, as that seems to be the day most teachers prefer.   Please place numbers 1-5 in the chart attached indicating your first through fifth preference.  We ask that you choose a variety of times and I will do my best to give you your preferred time.

Thanks so much for your support; the PTA looks forward to providing these great programs to your students!


Sandra Murphy


Dudley PTA Nature Outreach Chairperson


425-2661


murphy95@rochester.rr.com

Nature Outreach will be offered on FRIDAYS this year.  Please note the grade level offered for the date in parenthesis.  Please mark your first 5 choices for times (1,2,3,4,5), and we will do our best to accommodate you!

		

		9:00-9:35

		9:40-10:15

		10:20-10:55

		11:00-11:35

		11:40-12:15

		12:20-12:55

		1:00-1:35

		1:40-2:15

		2:20-2:55



		Nov 3 (K)

		

		

		

		

		

		

		

		

		



		Nov 10 (1)

		

		

		

		

		

		

		

		

		



		Dec 8 (2)

		

		

		

		

		

		

		

		

		



		Jan 12 (K)

		

		

		

		

		

		

		

		

		



		Jan 19 (1)

		

		

		

		

		

		

		

		

		



		Jan 26 (2)

		

		

		

		

		

		

		

		

		



		Feb 2 (K)

		

		

		

		

		

		

		

		

		



		Feb 9 (1)

		

		

		

		

		

		

		

		

		



		Mar 2  (2)

		

		

		

		

		

		

		

		

		



		Mar 9  (K)

		

		

		

		

		

		

		

		

		



		Mar 16  (1)

		

		

		

		

		

		

		

		

		



		Mar 23  (2)

		

		

		

		

		

		

		

		

		



		Mar 30  (K)

		

		

		

		

		

		

		

		

		



		April 20  (1)

		

		

		

		

		

		

		

		

		



		April 27  (2)

		

		

		

		

		

		

		

		

		





Teacher Name: __________________

Grade:  ________


Teacher room number:  _________

Please return to the office by Friday, October 20, and a schedule will be distributed by the end of the month.  Please call me with any questions.  Thank you!

Sandra Murphy


Dudley PTA Nature Outreach Chairperson


425-2661


murphy95@rochester.rr.com


Dudley PTA


211 Hamilton Road (Dudley Elementary School)


Fairport, NY 14450


Every child, one voice
Every child, one voice
Every child, one voice




Dear Dudley PTA Committee Director:


On behalf of Dudley PTA, I would like to thank you for volunteering to lead a PTA committee(s). I truly appreciate the time you commit to making PTA programs and events such great successes. Seeing all the smiling faces at our PTA events make all that hard work worthwhile. Dudley PTA is proud to be a part of a wonderful partnership between the parents of our community and the professionals who educate our children at school.


Before the school year gets underway, I would like to highlight a couple of updates for this year:


1) Kim Colton is the Vice President for the 2008-09 school year.  Kim will be the main contact for committee volunteering opportunities and committee questions.  Please feel free to contact Kim at kim@mac.com 

2) Many updates, notifications and general information (including contact lists, meeting dates, upcoming events, etc.) will be posted on the Dudley PTA Website.  Please check the site frequently at http://dudleypta.org

The schedule for the upcoming PTA meetings has been set as well (refer below).  They will all take place at Dudley’s Theater in the Round at 7pm.  This year we are moving to an every other month schedule and will plan to keep the meetings to an hour and will use the same format as the Board of Education meetings.  In addition we will be looking for special interest topics to schedule for the off months (like the keeping your kids safe and nutrition presentations we did last year).  If you have any ideas or suggestions for topics you’d be interested in seeing – please send me an e-mail at curt.moczarski@eds.com.  

I am looking forward to a wonderful year full of many opportunities to enrich the minds of our children while watching them grow. Please contact me with any questions, comments or concerns.


Sincerely,

		Curt Moczarski, President 2008/2009
Curt.moczarski@eds.com
388 7558 (home) 899 0630 (cell)





PTA Meeting Schedule: 9/25/08; 11/20/08; 1/29/09; 3/26/09; 5/28/09


Dudley PTA – Process Template




Process Title

March Book Fair ~ Each Spring the school allows students along with their teachers and/or parents to preview & purchase books.

Process Steps


· See attached workplan & time table.

Responsibilities


		Name/Role

		Responsibility Description

		Time Frame



		

		

		



		Book Fair Chairperson

		Schedule Book Fair, organize volunteers, set-up & tear down book fair.  Work with Scholastic Representative to organize fair.

		1 hour ~ Sept.

2 hours ~ Jan.


5 hours ~ Feb.


2 weeks ~ March





Miscellaneous Information


This job would definitely benefit to have two people as chairpeople.  The week of the fair is long but goes much smoother when two people act as co-chairs.

All of the material needed, binder with book fair information, teacher wish list board, etc. are located in the dye-cut room at Dudley.


Dudley PTA – Book Swap/Ice Cream Social




Process Title


Family Nights Committee – Book Swap where kids bring in up to 3 gently used books to swap with new-to-you books.  Ice Cream Social and story telling.


Process Steps


· Check budget for available funds and calendar for appropriate night (weeknight ok)


· Schedule cafeteria and TITR for night and fill out appropriate forms.  


1. Need a few chairs in the TITR for storyteller


2. Need tables set up like lunch in cafe along with a few tables without chairs for ice cream, membership info and checkout


· Purchase used books at book sales (last day – full bag sales are great – Penfield mid-Sept).  Need about 30-50 to use as seed books for first-comers.  Purchase more chapter books than picture books. 


· Call Food Service (421-2323) to order ice cream for event (Chocolate, Vanilla, Lemon Ice (dairy free)). All unopened boxes can be returned for credit.


· Get volunteers.  Most busiest is 1st half.  See attached sheet for recommendations.


· Schedule storyteller for about 45 minutes (2 sessions of 20 minutes) in the TITR.


· Send out request forms about 8-10 days out.  Limit to about 400 and set cutoff date.   Remind that this is not a drop off event.  


· Gather request forms and pass out ticket reminders 3 days out.


· Purchase spoons, whipped cream, sprinkles, chocolate sauce. Purchase token thank you for storyteller.


· Make arrangements for dropoff of used books.


· Make appropriate signs for night (Checkout, Storyteller Reminders)


· Remind Volunteers


· After the event, thank volunteers, give extra books away. 


Responsibilities


		Name/Role

		Responsibility Description

		Time Frame



		Ticketeer

		Make and distribute request form.  Send tickets

		2 wks out



		Scheduler

		Schedule Rooms, Storyteller, Volunteers

		ASAP



		Purchaser

		Order Ice Cream, Buy books, toppings, 

		At least 2 wks out





Miscellaneous Information


Please remember that Dudley Elementary is TAX EXEMPT. 


All bills should be sent to the attention of the DUDLEY PTA TREASURER c/o Dudley Elementary, 211 Hamilton Road, Fairport, NY  14450.


The above vendors have been used in the past, but you are not required to use them.  If you find other vendors which you believe would be more suitable and still within the budget, please feel free to research.  


Volunteer Information:


Tickets:
(2 at each time):  Greet people at the door.  Hand out ticket for each book received.  


Sorters/runners:  (2 or more at the beginning, 1 toward the end): Take books received place on tables.


Ice Cream:  (2 at each time):  Hand out ice cream


Check out (2 at each time):   Take tickets for books.  1 book = 1 ticket.


Updated:  Mary Adams 10/07


Dudley PTA – Process Template




Process Title


Box Tops for Education Coordinator 


Process Steps


· Go to http://www.boxtopsforeducation.com

· Click on Coordinator Log-In in the upper right-hand corner.


· School code is 141403, zip code is 14450.


· If you're taking over as the new coordinator, click on the “Your School” tab and choose “Coordinator Profile”.  Input your information and check the “I am a new coordinator” checkbox.


· You pick up the box tops from the container (a white plastic box labeled “Boxtops for Education”) in the front lobby of the school.  There are usually also box tops mixed in with the Campbell's Soup Labels in that container, so if you look into that container and notice bags that are mostly box tops, feel free to grab them.


· Box tops do not need to be trimmed before they are mailed, but you might want to do it to save postage.  Make sure that the expiration date is still visible on the box top.


· You need to pull out any expired box tops and toss/recycle them.  They will not count toward your total.


· All remaining box tops need to go into bundles of 50 boxtops apiece.  Save the bags that people submit box tops in and reuse them for these 50-box top bundles.  You can also bundle them using paperclips or rubber bands if you want.  Bonus box tops are counted separately.  (These are not the same as the extra boxtops that are sometimes included on boxes.  Bonus box tops will say something like “Submit this bonus box top coupon to your school”.  The extra box tops just look like the other box tops and do not need to be cut apart before submission.)


· Once you have all of your box tops counted, log into the http://www.boxtopsforeducation.com website.  Within the “Progress report” box on the right side of the page, click on the “Submit Box Tops online” link.  Fill out the form that appears there.  Once you hit “Submit”, print out the next page, sign it and make a copy of it for the Box Tops for Education folder in the Dudley Office (within the PTA files located on the table to the left as you walk into the office).  The copy that has your original signature will go into the container that you use to mail your labels.


· Take your box tops to the post office and mail them (First Class is usually a good idea).  Make sure that you pay extra to get a confirmation that your package has arrived at the mailing address.  (They will give you a tracking number so that you can log into the post office website and make sure that it got there.  You do not need to get a signature confirmation.)


· Submit your receipts for postage to the Dudley PTA Treasurer to get reimbursed. The forms are in the PTA folders.


· Put both your confirmation slip and the copied submission form into the Box Tops for Education folder within the PTA folders.  (Write down the confirmation number so you can check online and make sure the package arrived.)


· Check with the PTA Treasurer in December and April to make sure that the Box Tops for Education check was received.


Responsibilities


		Name/Role

		Responsibility Description

		Time Frame



		Box Tops for Education Coordinator

		Getting the box tops from the lobby of the school, counting the box tops and submitting them to General Mills.

		Submissions happen 4 times during the school year -- mid-October, mid-December, mid-February, and late May



		

		

		





Miscellaneous Information


· There are two submission deadlines -- October 31 and February 28.  Boxes of box tops need to be postmarked by those dates to count toward the checks mailed to the school.


· All box tops have expiration dates.  Most of these expiration dates are either June 1 or December 31.  It is usually a good idea to do at least four mailings -- one near each deadline in October and February and one near the expiration dates for the box tops so that those box tops do not expire before you get to your next mailing.


· Most of this information can be found on the Box Tops for Education website.



Dudley PTA – Process Template




Process Title

Bulletin Board 

Process Steps


· Display PTA and other information on Bulletin Board when needed


· Provide seasonal theme to Bulletin Board



Responsibilities


		Name/Role

		Responsibility Description

		Time Frame



		Bulletin Board

		Display PTA and other information

		Bi-weekly to monthly



		

		

		





Miscellaneous Information



THE KIDS NEED YOUR HELP IN SEPTEMBER


Bus Greeter 


The first 8 days of school we need parents to greet and comfort the children as they arrive.  We ask that everyone be there from 8:45 – 9:00.  The first couple of days usually run late so you can come over after your child gets on the bus.  There is nothing better then to be greeted by their smiles!

First Day Friends 

Come to the classroom and help the children with their first few days in school from 9-9:30 for one or two days.  It is not guaranteed you will be placed in your child’s classroom.


Bus Caboose

· Help the AM Kindergarteners get on the right bus at dismissal from 11:30 – 11:45am.  


· Help the children at dismissal from 2:50-3:00p and still make it home to get your child off the bus.  You will be walking them out to the bus loop and helping them locate the correct bus.  


Please circle the areas you’d like to help out in: 


Bus Greeter       First Day Friends
       Bus Caboose AM
Bus Caboose PM

Please check all dates you would be interested in helping out:

Wed 9/5____
Thurs 9/6____
Fri 9/7_____


Mon 9/10____
Tues 9/11____
Wed 9/12____
Thurs 9/13____ 
Fri 9/14___


Parent Name_____________________________  


Phone #__________________ (where you can be reached)


Email__________________________________________


Children(s) names and grade entering into______________________________________


________________________________________________________________________

Please return to the school ASAP or contact Laura Durant at 425-1129 or jdurant@rochester.rr.com.  

I will call you in August to confirm your availability and provide you with more details.  Thank you in advance for all your help!  

Dudley PTA



September 5, 2006


To:
Mrs. Willard

Subject:
First Day Friend/Bus Caboose


Thank you for requesting a First Day Friend and/or Bus Caboose volunteer for your class this year.  Volunteers are available for the first week of school (Wednesday – Friday). In some cases they are available the following week as well.  


Nellie Flannery has been assigned as your First Day Friend on Wednesday, September 6th.  Nellie will assist your classroom from 9:00-9:30am.  


Laura Durant will assist with PM Bus Caboose on Wednesday, September 6th and Thursday, September 7th.  Nellie Flannery will assist with PM Bus Caboose on Friday, September 8th.


If you have any questions or concerns, please contact Nellie Flannery at 388-8879 or Yvonne Stevens at 421-9817.


Thank you for your time.  Have a wonderful school year!



August 26, 2008

To:



Subject:

First Day Friend/Bus Caboose


Thank you for requesting a First Day Friend and/or Bus Caboose volunteer for your class this year.  For morning kindergarten, a First Day Friend will help out in your classroom from 9:00 – 9:30am and a Bus Caboose will help out in your classroom from 11:30 – 11:45am.  For afternoon kindergarten, a First Day Friend will help out in your classroom from 12:20 – 12:50pm and a Bus Caboose will help out in your classroom from 2:50 – 3:05pm.

______________________________________ has been assigned as your First Day Friend on_____________________________________.


____________________________________has been assigned as your Bus Caboose on_____________________________________________


and__________________________________has been assigned as your Bus Caboose on_____________________________________________.  

If you have any questions or concerns, please contact 


Thank you for your time.  Have a wonderful school year!



Adams,Bowerman,Loomis

		KINDERGARTEN						September 5,2007

		Teacher:		Miss. Adams

		AM

		Date		1st Day Friend		Date		Bus Caboose

		9/5		Cindy Bagley				NO

		PM		1st Day Friend				Bus Caboose

		9/5		Amy Mulhern		9/5		Amy Mulherm

		Teacher:		Mrs Bowerman

		AM

		Date		1st Day Friend		Date		Bus Caboose

		9/5		Nellie Flannery		9/5		Nellie Flannery

						9/6		Don Russo

		PM

		Date		1st Day Friend		Date		Bus Caboose

		9/5		Shawna Rotunno		9/5		Shawna Rotunno

						9/6		Shawna Rotunno

		Teacher:		Mrs. Loomis

		AM

		Date		1st Day Friend		Date		Bus Caboose

		9/5		Lisa Peers		9/5		Lisa Peers

		9/6		Lisa Peers		9/6		Nellie Flannery

		9/7		Tony Jefferson		9/7		Tony Jefferson

		9/10		Lisa Peers		9/10		Laura Durant

		9/11		Lisa Peers		9/11

		PM		Mrs. Loomis

		Date		1st Day Friend		Date		Bus Caboose

		9/5		Leslie Drake		9/5		Leslie Drake

		9/6		Leslie Drake		9/6		Leslie Drake

		9/7		Leslie Drake		9/7		Leslie Drake

		9/10		Leslie Drake		9/10		Leslie Drake





Fitzgerald-Foote

		KINDERGARTEN						September 5,2006

		Teacher:		Linda Fitzgerald

		AM

		Date		1st Day Friend		Date		Bus Caboose

		9/5		Amy Gulick		9/5		Amy Gulick

		9/6		Sue Worden		9/6		Polly Hendricks

		9/7		Tina Paris		9/7		Polly Hendricks

						9/8		Polly Hendricks

		PM		Linda Fitzgerald

		Date		1st Day Friend		Date		Bus Caboose

		9/5		Jackie Magioncalda		9/5		Jackie Magioncalda

		9/6		Jackie Magioncalda		9/6		Jackie Magioncalda

		9/7		Jackie Magioncalda		9/7		Jackie Magioncalda

						9/10

		Teacher:		Mary Beth Foote

		AM

		Date		1st Day Friend		Date		Bus Caboose

		9/6		Tina Paris		9/5		Tina Paris

						9/6		Laura Durant

						9/7		Tina Paris

		PM		Mrs Foote				3

		Date		1st Day Friend		Date		Bus Caboose

		9/5		Ellen McMinn		9/5		Susan Reid

						9/6

						9/7





waite cardona

		KINDERGARTEN						September 6, 2006

		Teacher:		Mrs. Waite

		AM

		Date		1st Day Friend		Date		Bus Caboose

		9/5		Patty Jones		9/5		Patty Jones

		9/6		Patty Jones		9/6		Patty Jones

		9/7		Patty Jones		9/7		Patty Jones

						9/10		Sarah Noblett

		PM		Mrs Waite

		Date		1st Day Friend		Date		Bus Caboose

		9/5		Jennifer Dedoszak		9/5		Jennifer Dedoszak

		9/6		Amy Mulhern		9/6		Amy Mulhern

		9/7		Amy Mulhern		9/7		Amy Mulhern

		Teacher:		Mrs. Cardona				AM Only

		AM

		Date		1st Day Friend		Date		Bus Caboose

		9/5		Juli Westrich		9/5		Juli Westrich





1stGrade D-L

		FIRST GRADE						September 5,2006

		Teacher:		Julie DeLorenzo

		Date		1st Day Friend		Date		Bus Caboose

		9/5		Kim Austin		9/5		Kim Austin

						9/6		Kim Austin

						9/7		Kim Austin

		Teacher:		Lynn Grace

		Date		1st Day Friend		Date		Bus Caboose

		9/5		Mary Brigida		9/5		Mary Brigida

		9/6		Susan Reid		9/6		Susan Reid

		9/7		Mary Brigida		9/7		Mary Brigida

		Teacher:		Mrs. Grimm

		Date		1st Day Friend		Date		Bus Caboose

		9/5		Tina Killian		9/5		Tina Killian

						9/6

						9/7

						9/10		Tina Killian

		Teacher:		Mr. Daly

								3

		Date		1st Day Friend		Date		Bus Caboose

						9/5		Jennifer Peets

		Teacher:		Eric Stratton

		Date		1st Day Friend		Date		Bus Caboose

		9/5		Sue Worden		9/5		Sue Worden

		9/6		Nellie Flannery		9/6		Mary Brigida

						9/7

						9/10

						9/11





1stGrade M-W

		FIRST GRADE						September 5,2006

		Teacher:		Tracy Majczak

				4				4

		Date		1st Day Friend		Date		Bus Caboose

		9/5		Sonia Cittadino		9/5

		9/6		Sarah Noblett		9/6

		9/7		Nellie Flannery		9/7

		Teacher:		Jill McDermott

		Date		1st Day Friend		Date		Bus Caboose

		9/5		Ellen Fields		9/5		Mary Adams

		9/6				9/6

						9/7

						9/10

						9/11

		Teacher:		Tina Sherman

		Date		1st Day Friend		Date		Bus Caboose

		9/5		Kelly Smith		9/5		Kelly Smith

		9/6		Kelly Smith		9/6		Kelly Smith

		9/7		Kelly Smith		9/7		Kelly Smith

		9/10		Kelly Smith		9/10		Kelly Smith

		9/11		Kelly Smith		9/11		Kelly Smith

		9/12		Kelly Smith		9/12		Kelly Smith

		Teacher:		Tiffin Stamp

		Date		1st Day Friend		Date		Bus Caboose

		9/5		Katherine Markus		9/5		Katherine Markus

						9/6		Sue Worden

						9/7		Sue Worden

		Teacher:		Lorri Willard

		Date		1st Day Friend		Date		Bus Caboose

		9/5		Janet Bookbinder		9/5		Janet Bookbinder

		9/6		Janet Bookbinder		9/6		Janet Bookbinder

		9/7		Janet Bookbinder		9/7		Janet Bookbinder





2ndGrade&Multi-age

		Second Grade						September 5,2006

		Teacher:		Linda Garner

		Date		1st Day Friend		Date		Bus Caboose

		9/5		Laura Durant		9/5		Laura Durant

		9/6		Laura Durant		9/6		Laura Durant

		Teacher:		Kathy Roncinske

		Date		1st Day Friend		Date		Bus Caboose

						9/5		Tricia Kolczynski

						9/6		Tricia Kolczynski

						9/7

		Teacher:		Mrs. Evans

		Date		1st Day Friend		Date		Bus Caboose

		9/5		Mary Adams

		Teacher:		Miss Mathis

		Date		1st Day Friend		Date		Bus Caboose

		9/5		Susan Reid

		Teacher:		Mrs Short

		Date		1st Day Friend		Date		Bus Caboose

		9/5		Sandra Murphy

		Teacher:		Tracy Billow

		Date		1st Day Friend		Date		Bus Caboose

		9/5				9/5		Susan Reid

						9/6

						9/7		Susan Reid

		Multi-Age

		Teacher:		Julie Gwaltney

		Date		1st Day Friend		Date		Bus Caboose

		9/5		Beth/Chris Jocolano		9/5		Beth/Chris Jocalano

		9/6		Eileen Belaskas		9/6		Eileen Belaskas

						9/7		Eileen Belaskas





Bus Greeters

		Bus Greeters

				Wed. 9/5		Thurs. 9/6		Fri. 9/7

		1		Nellie Flannery		Nellie Flannery		Nellie Flannery

		2		Laura Durant		Laura Durant		Laura Durant

		3		Tina Paris		Tina Paris		Tina Paris

		4		Kim Austin		Kim Austin		Tony Jefferson

		5		Mary Adams		Mary Adams		Kim Austin

		6		Kim Garrett		Jennifer Peets		Jennifer Peets

				Jennifer Peets

				Mon. 9/10

		1		Laura Durant

		2		Nellie Flannery

		3		Tina Paris

		4		Kim Austin

		5

				Bus Greeters for PM Kindergarten

				Wed 9/5		Thurs 9/6		Fri 9/7

				Amy Mulhern		Amy Mulhern		Amy Mulhern

				Shawna Rotunno		Shawna Rotunno		Shawna Rotunno

				Carla Owens		Kristin Jones		Kristin Jones

				Jennifer Dedoszak
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Dudley PTA – Bus Greeter/Caboose



Process Title

Bus Greeter and Caboose in the beginning of the school year

Process Steps


Responsibilities


		Name/Role

		Responsibility Description

		Time Frame



		Bus Greeter

		Set up approximately 5 volunteers to help greet the children as they get off of the buses for the first week of school.  This includes morning and when the afternoon kindergarteners arrive.  These individuals report to the front of the school just before the buses arrive and help to escort children to their classrooms when needed.

		



		Bus Caboose

		Set up volunteers for those teachers that requested a bus caboose on the days that they requested.  A bus caboose reports to the classroom that they are assigned approximately 15 minutes before dismissal and helps the children to get organized before going home.  This may include helping the teacher to escort the children to their buses.  Volunteers are able to leave in time to get home to get their children off of the bus.  The person organizing this program sends out letters to each of the teachers notifying them of who their bus caboose will be.

		





Miscellaneous Information



Bus Caboose

· Help the AM Kindergarteners get on the right bus at dismissal from 11:30 – 11:45am.  


· Help the children at dismissal from 2:50-3:00p and still make it home to get your child off the bus.  You will be walking them out to the bus loop and helping them locate the correct bus.  



Name


Children’s Name(s



Phone






Grades entering (AM or PM K)

Number

1 ________________________________________________________________


2 ________________________________________________________________


3 ________________________________________________________________


4 ________________________________________________________________


5 ________________________________________________________________


6 ________________________________________________________________


7 ________________________________________________________________


8 ________________________________________________________________


9 ________________________________________________________________


10 _______________________________________________________________


11 _______________________________________________________________


12 _______________________________________________________________


13 _______________________________________________________________


14 _______________________________________________________________


15________________________________________________________________


16________________________________________________________________



Bus Greeter


Sign Up Sheet


The first 8 days of school we need parents to greet and comfort the children as they arrive.  We ask that everyone be at the school from 8:45 – 9:00.  The first couple of days usually run late so you can come over after your child gets on the bus.  There is nothing better then to be greeted by their smiles!



Name


Children’s Name(s) Grades

Phone Number


1 ________________________________________________________________


2 ________________________________________________________________


3 ________________________________________________________________


4 ________________________________________________________________


5 ________________________________________________________________


6 ________________________________________________________________


7 ________________________________________________________________


8 ________________________________________________________________


9 ________________________________________________________________


10 _______________________________________________________________


11 _______________________________________________________________


12 _______________________________________________________________


13 _______________________________________________________________


14 _______________________________________________________________


15________________________________________________________________


16________________________________________________________________



Attn:
Dudley School Teachers

Would you like a First Day Friend and/or Bus Caboose volunteer in your classroom in September?

If so, please complete this form and return it to the PTA folder in the office labeled Bus Greeter/First Day Friends.

Name:
__________________________________


Grade:
_________

Please check all dates that you would like a First Day Friend:

 9/9__ 9/10__ 9/11__ 9/14__ 9/15__ 9/16__ 9/17__9/18__


Please check all dates that you would like a Bus Caboose:

 9/9__ 9/10__ 9/11__ 9/14__ 9/15__ 9/16__ 9/17__9/18__

Thank you!


Dudley PTA – Campbell’s Labels for Education



 Process Title

Coordinator for Campbell’s Labels for Education

Process Steps


Send home a notice to parents early in the school year.  Outline how they can support Dudley by clipping and submitting labels.  A template is available on the Campbell’s website.

Labels are collected in the foyer of Dudley School


Separate Campbell’s Labels from Box Top for Education.  There are separate bins but many people deposit them mixed.


Trim and sort labels: 1 point, 5 point and any extra certificates


Download redemption form from the Campbell’s for Education website.  Be sure to follow specific guidelines they require.  Submit labels as often as you have time. (I submit them 3 times a year)


Poll Lead teachers, grade level, specials (ie. PE,library) and programs for ideas for the use of points.


Present your feedback from staff and items that will be redeemed to PTA.


Redeem points, have items shipped to your attention at Dudley and inform staff of the item and where it will be stored.

Responsibilities


		Name/Role

		Responsibility Description

		Time Frame



		Kathy Miller

		Collect, organize, submit labels.

		 3 hours/3X year



		

		

		





Miscellaneous Information


Website

  http://www.labelsforeducation.com/default.aspx

Acct. #: 2000-0000-0474-171


Password: Dudley


Dudley PTA – Committee Chair Meeting



Process Title

Initial meeting with all of the committee chairs needs to be held prior to the start of the school year.

Process Steps


· Retrieve list of committee chairs from the Vice President

· Select date and reserve meeting room.  Historically this meeting has been held at the Fairport Public Library.  The room can be reserved by calling.  You will need to go to the library prior to the meeting in order to fill out the appropriate paperwork.


· Selected date needs to be prior to the Room parent meeting (usually held late August)


· Ensure Vice President has all required information to put into folders prior to the meeting.


· Ensure entire executive council is available to attend.


Responsibilities


		Name/Role

		Responsibility Description

		Time Frame



		Vice President

		Complete and publish list of committees and filled chairs.  Ensure open positions are highlighted

		Prior to scheduled meeting



		Vice President

		Ensure folders are purchased to be passed out to committee chairs

		Prior to scheduled meeting



		President

		Draft welcome letter to committee chairs and provide to Vice President

		Prior to scheduled meeting



		President

		Select Date and Reserve Meeting Room

		Prior to room parent meeting – no later than end of August



		President

		Draft Agenda and provide to Vice President

		Prior to scheduled meeting



		Treasurer

		Draft welcome letter and any process changes to budget, reimbursements, etc.

		Prior to scheduled meeting



		Treasurer

		Provide example reimb form to Vice President

		Prior to scheduled meeting



		Vice President

		Include copy of Process Template in folder

		Prior to scheduled meeting



		Vice President

		Include copy of chair listing contact sheet in folder

		Prior to scheduled meeting



		Vice President

		Include copy of standard status report in folder

		Prior to scheduled meeting





Miscellaneous Information


· This meeting needs to happen prior to any of the committees getting together.  Room parents meeting is typically last couple weeks of August – so plan before that.

· Sample agenda for the meeting:

		Time 

		Item 

		Owner 



		7:00-7:10 

		Welcome 


A. 2008/09 PTA Membership Registration 




		Curt 



		7:10-7:20 

		President’s Report 


A. Executive Committee Introductions 


B. Review of Meeting Schedule and format 




		Curt 



		7:20-7:30 

		Vice President’s Report 


A. Open Positions 


B. Folder Contents – review 




		Kim 



		7:30-7:40 

		Treasurer’s Report 


A. Budgets 


B. Expense Reports 




		Jon 



		7:40-8:00 

		Open Forum 


A. Suggestions for changes/improvements 


B. Discussion on changes to general meeting schedule and review of EC vs EB 




		All 



		8:00 

		Adjournment 

		Curt 






Dudley PTA – Cultural Arts



Process Title


Cultural Arts Coordinator


Process Steps


· Schedule meeting with Assistant Principal (AP) at end of year. At this meeting you will determine which performers will be scheduled for the following year, based on teacher evaluation forms (Maureen in the front office keeps these forms. You can ask her for them and she and/or the AP will also go over them prior to the meeting.) Looking at the school calendar, together you will select possible dates for each of the performances. Ask for current year budget from the BOCES cultural arts fund and for projected enrollment numbers for each grade.


· Over the summer, you will contact (email) Young Audiences of Rochester (YAR) to schedule performers and confirm prices. If none of the selected dates are possible, contact the AP to choose another date.


· Kids on the Block and the Rochester Children’s Theater performances are scheduled and billed directly with the performers; all others are scheduled and billed through YAR.


· Dudley PTA pays for the Kids on the Block performances. Maureen processes all other bills through a BOCES cultural arts fund.


· All YAR and Rochester Children’s Theater contracts, invoices and evaluations are forwarded to Maureen and the AP.


· Kids on the Block contracts are signed by the AP, but paid by Dudley PTA.


· After all performances are scheduled, make sure you stayed within BOCES and PTA budgets.


· You (or Maureen) will need to fill out a building use form for each performance in the school. Maureen has the forms. Special needs of the performers are indicated on the contract and should be listed on the building use form.


· When possible, attend the performances. Normally the AP or the lead teacher will introduce the performer. Make sure bottled water is supplied (Maureen usually does this.) If it is a performer new to Dudley, make sure they know where the loading dock is and where they will be performing.


Responsibilities


		Name/Role

		Responsibility Description

		Time Frame



		

		

		



		

		

		





Miscellaneous Information



Dudley PTA – Director of Classroom Committees




Process Title

Director of Classroom Committees

Process Steps


· Serve as liaison between all committee chairs within the Classroom Committee group and the Executive Committee


· Attend all PTA meetings


Responsibilities


		Name/Role

		Responsibility Description

		Time Frame



		

		

		



		

		

		





Miscellaneous

Classroom Committees

		1st Grade Room Parent Coordinator



		2nd Grade Room Parent Coordinator



		Cultural Arts



		Kindergarten Room Parent Coordinator



		Math Action Coordinator - 1st grd.



		Math Action Coordinator - 2nd grd.



		Science Action Coordinator






Dudley PTA – Director of Communication Committees




Process Title

Director of Communication Committees

Process Steps


· Serve as liaison between all committee chairs within the Communication Committee group and the Executive Committee


· Attend all PTA meetings


Responsibilities


		Name/Role

		Responsibility Description

		Time Frame



		

		

		



		

		

		





Miscellaneous

Communication Committees

		Bulletin Board



		Gifts and Greetings



		Newsletter



		Parent Education



		Web Page






Dudley PTA – Director of Fundraising Committees




Process Title

Director of Fundraising Committees

Process Steps


· Serve as liaison between all committee chairs within the Fundraising Committee group and the Executive Committee


· Attend all PTA meetings


Responsibilities


		Name/Role

		Responsibility Description

		Time Frame



		

		

		



		

		

		





Miscellaneous

Fundraising Committees

		Campbells Labels for Edu



		General Mills Box Tops Coord.



		Kathryn Beich Fundraiser



		Kathryn Beich Fundraiser



		March Book Fair



		Pancake Breakfast 






Dudley PTA – Director of New & Back to School Committees




Process Title

Director of New & Back to School Committees

Process Steps


· Serve as liaison between all committee chairs within the New & Back to School Committee group and the Executive Committee


· Attend all PTA meetings


Responsibilities


		Name/Role

		Responsibility Description

		Time Frame



		

		

		



		

		

		





Miscellaneous

New & Back to School Committees

		Bus Greeter & Caboose



		Cafeteria Orientation Coordinator



		First Day Celebrations



		First Day Friends



		Kindergarten Screening/registration



		School Pictures/yearbook



		School Pictures/yearbook Assistant



		School Supply Kits






Dudley PTA – Director of Reading & Literacy Committees




Process Title

Director of Reading & Literacy Committees

Process Steps


· Serve as liaison between all committee chairs within the Reading & Literacy Committee group and the Executive Committee


· Attend all PTA meetings


Responsibilities


		Name/Role

		Responsibility Description

		Time Frame



		

		

		



		

		

		





Miscellaneous

Reading & Literacy Committees

READ


PARP


Dudley PTA – Director of School & Community Committees




Process Title

Director of School & Community Committees

Process Steps


· Serve as liaison between all committee chairs within the School & Community Committee group and the Executive Committee


· Attend all PTA meetings


Responsibilities


		Name/Role

		Responsibility Description

		Time Frame



		

		

		



		

		

		





Miscellaneous

School & Community Committees

		Family Nights



		Hospitality/staff appreciation



		Hospitality/staff appreciation



		Lost and Found



		Mitten tree



		School & Community Support



		School Beautification



		School Spirit



		Square One Art






Dudley PTA – EXPLORE Backpacks




Process Title


Backpacks are filled with extra learning activities children can bring home to “explore” with their families.  Coordinator must make sure backpacks are complete and order additional supplies as needed.  They must coordinate with the teachers dates for each class.  They must deliver the backpacks to the classrooms, pick them up, ensure they are complete and gather feedback sheets. 


Process Steps


· Backpacks are located in the storage room next to room 629 and are separated into separate bins for K, 1st and 2nd.


· Contact administration prior to the start of the program and make sure any correspondence is approved prior to sending to teachers or parents. 


· Make sure there are enough backpacks for each student in the class and make sure they are complete.  If there is not a checklist of items for each grade, make one and place in each backpack to assist parents in returning all items. 


· Create schedule for each classroom.  (For instance, the backpacks may go home on a Thursday and returned on a Monday).  This allows time for stragglers and for the backpacks to be checked before moving to the next class.  


· Gather any feedback from teachers and parents and make changes as needed.  


· Make periodic reports to the PTA as to how the program is going.  Process reports can be found at www.dudleypta.org. 


Responsibilities


Name/Role

Responsibility Description

Time Frame



Backpack Checker

Make sure backpacks are complete (May need one for K, 1st, 2nd)

Prior to each new classroom



Schedule Coordinator

Create schedule for each class.

September



Miscellaneous Information


Please remember that Dudley Elementary is TAX EXEMPT.  Reimbursement forms can be found in the office or at www.dudleypta.org.  


All bills should be sent to the attention of the DUDLEY PTA TREASURER c/o Dudley Elementary, 211 Hamilton Road, Fairport, NY  14450.


Any vendors listed may have been used in the past, but you are not required to use them.  If you find other vendors which you believe would be more suitable and still within the budget, please feel free to research and make changes to this procedure as needed. 


Updated:  Mary Adams 8/07



		8/11/09 Meeting Agenda



		Dudley PTA – Executive Board











Meeting Date:	June 27, 2007		Time:		7:00 – 9:00 EST

Facilitator:  	Curt Moczarski			Scribe:	Jennifer Pellittiere



Location:		Penfield Wegmans – Upstairs Cafe



Distribution List:



		

		Adams, Mary

		

		Fisher, Kate

		

		Husarek, Marcia



		

		Lucey, Susie

		

		Moczarski, Curt

		

		Pellittiere, Jennifer



		

		Rotunno, Shawna

		

		

		

		







Legend:

X   - Attended

O  - Unable to Attend

V   - Vacation

Agenda



		7:00

		1. Intro & Agenda Review

		Curt



		7:05

		2. Review Action Items

		Facilitator



		7:10

		3. President’s Report

		Kate/Curt



		7:45

		4. 1st VP Report

		Shawna



		8:15

		5. 2nd VP Report

		Susie



		8:30

		6. Treasurer’s Report

		Mary



		8:45

		7. Round Table

		All



		8:55

		8. Review Action Items

		Scribe








Meeting Notes:

President’s Report

· Exec Board – future meeting location/date/time

· General Meetings – future meeting location/date/time

· New Student’s Welcome Package?

· Contact Susan

· Committee Chair – Initial Meeting (in August) – location/date/time 8/31 7-8 ?

· Bagels for Transportation on 1st Day

· Yahoo group

· 



1st VP Report

· 



2nd VP Report

· 



Treasurer Report

· 



Round Table

· Mary

· Kate

· Marcia

· Susie

· Curt

· Jenn

· Shawna



Action Items - Open

		Action Item

		

Description

		

Owner

		Due Date

		

Status



		

		

		

		

		







Action Items - Closed

		Action Item

		

Description

		

Owner

		Due Date

		

Status



		

		

		

		

		








Dudley PTA –Contact List



Executive Board

		Name

		Position

		Address

		e-Mail

		Home

		Office

		Cell



		Moczarski, Curt

		President

		31 Melbourne Green

		curt.moczarski@eds.com

		388.7558

		422.6203

		899.0630



		Colton, Kim

		Vice President

		

		kim@mac.com

		

		

		



		Glaza, Jon

		Treasurer

		19 Quailbush Drive

		jglaza@rochester.rr.com

		425.9562

		339.7663

		



		Shepard, Randy

		Treasurer

		78 Squirrels Heath Rd

		rshepard@bonadio.com

		223.8098

		249.2873

		750.2840



		Pellittiere, Jenn

		Secretary

		11 Warrington Dr

		Jennifer@amppllc.com

		388.7485

		

		820.6058





Dudley Office Staff

		Name

		Position

		Address

		e-Mail

		Office

		Cell



		Campbell, Susan

		Office Secretary

		211 Hamilton Road

		Susan_campbell@fairport.monroe.edu

		421.2155

		



		Fingar, Karen

		Principal

		211 Hamilton Road

		Karen_fingar@fairport.monroe.edu

		421.2155

		



		O’Brien, Maureen

		Office Secretary

		211 Hamilton Road

		Maureen_obrien@fairport.monroe.edu

		421.2155

		



		Hiley, Lucas

		Vice Principal

		211 Hamilton Road

		

		421.2155

		





Miscellaneous

		Name

		Position

		Address

		e-Mail

		Home

		Office

		Cell



		Houston, Monica

		School Nurse

		211 Hamilton Road

		

		

		421.2157

		



		Miller, Susan

		Attendance Office

		211 Hamilton Road

		

		

		421.8759

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		






Dudley PTA –Contact List




Executive Board

		Name

		Position

		Address

		e-Mail

		Home

		Office

		Cell



		Hicks, Gretchen

		Vice President

		50 Skelbymoor Lane

		Ghicks5@yahoo.com 

		598.3135

		

		



		Michaud, Jennifer

		Secretary

		12 Great Garland Rise

		jkmichaud@frontiernet.net 

		421.9501

		

		329.5366



		Nicastro, Marcie

		Assistant Treasurer

		72 Waterford Way

		Mnicast1@rochester.rr.com 

		223.6267

		

		737.8676



		Pellittiere, Jennifer

		Recording Secretary

		11 Warrington Dr

		Jennifer@amppllc.com 

		388.7485

		

		820.6058



		Shepard, Randy

		Treasurer

		78 Squirrels Heath Rd

		rshepard@bonadio.com 

		223.8098

		

		





Dudley Office Staff

		Name

		Position

		Address

		e-Mail

		Office

		Cell



		Campbell, Susan

		Office Secretary

		211 Hamilton Road

		Susan_campbell@fairport.monroe.edu

		421.2155

		



		Fingar, Karen

		Principal

		211 Hamilton Road

		Karen_fingar@fairport.monroe.edu

		421.2155

		



		Hiley, Lucas

		Assistant Principal

		211 Hamilton Road

		Lucas_hiley@fairport.monroe.edu

		421.2155

		



		O’Brien, Maureen

		Office Secretary

		211 Hamilton Road

		Maureen_obrien@fairport.monroe.edu

		421.2155

		





Miscellaneous

		Name

		Position

		Address

		e-Mail

		Home

		Office

		Cell



		Houston, Monica

		School Nurse

		211 Hamilton Road

		

		

		421.2157

		



		Zavacki, Linda

		Attendance Office

		211 Hamilton Road

		

		

		421.8759

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		






Dudley PTA – Process Template




Process Title

Fall Fundraiser Co-Chair

Process Steps


· The fundraiser is done jointly with Northside and all profits are split 50/50


· The fundraiser is scheduled to begin Sept 14  and end  Sept 30.  

· Marketing: Make sure both the begin/end dates of the sale, as well as the scheduled product pickup dates (see below) are put in the first newsletter (PRINT and EMAIL???) to parents.


· Put a box under the mailboxes in the front office for teachers to put returned envelopes in (tape an envelope on the outside to make it easy to identify.)

· Copy and send a presale letter to parents to let them know when the sale will begin (1 week prior = Thurs, Sept. 10) 


· Put the fundraising packets and accompanying letter to parents in teacher mailboxes (Mon Sept. 14)

· Copy and send a reminder letter to parents (Mon. Sept 28th.)

· Copy and send a last chance letter (date TBD)   Also,  ask Mrs. Fingar to make  announcements the last couple days of the sale.

· Note: all letters will be prepared by Jennie Minor and must be approved by Mrs. Fingar prior to being sent out.

· As the end of the sale approaches, start picking up the envelopes so the box doesn’t overflow.

· Processing Orders: All the co-chairs (Dudley and Northside) will get together to check the orders and tally the checks. This includes: double check math across and down; confirm there is a teacher name, student name, phone # on envelope and form; make sure phone number is on each check; keep yellow copy of form in envelope and white copy goes to Jennie. Alphabetize the white forms prior to submitting them to her.

· Money needs to be submitted to the PTA Treasurer (Randy Shepard) using a deposit form (in PTA treasurer mailbox in front office.)

· Alphabetize the order envelopes, both Dudley and Northside combined, by last name of student.


· Product Distribution: Once all orders have been submitted to Jennie, you will need to organize the distribution of products, scheduled for Nov. 5th.

· Fill out a building use form for the Northside Cafeteria from 1:30-8 on that date. Include a request for 2 unbenched tables in the back hall by the gym and request that the tables in the cafeteria be in their normal formation.) 

· Check and see if the Northside band or choir is using it that day. If so, you will need to let the band/choir director know that we will be in there setting up from 1:30-3.

· The actual time of the pickup is 3-8, but you will need to schedule volunteers from 1:30-3 to get the product off the delivery truck and organized for parent pickup.

· The Dudley Volunteer coordinator will give you a list of parent volunteers who have specifically volunteered for this job. Send out an email asking them to choose a shift, either 1:30 to 3, 2:45 to5:30 or 5:30 to 8. Once a balanced schedule is in place, send it out to confirm with your volunteers. *This will be a combined Dudley and Northside schedule of volunteers.

· Discrepant/problem orders: Jennie will give you a list of any problem orders. These need to be called and resolved. Let Jennie know of any changes in orders.

· Pickup Reminder: Copy and send 2 reminders to parents about product delivery date and time. (One the week prior to pickup and once the week of pickup.) **Also ask Mrs. Fingar to send email reminders. This is crucial to a successful pickup!

· After the pickup, call parents of any remaining product (if cookie dough is in order – must ask to store in kitchen freezer!) Stack any unclaimed product in front office above mailboxes.

· Send thank you notes (email?) to your volunteers.


· Watch out for an invitation to Great American/ the Kathryn Beich luncheon in May at Mario’s – it’s fun!


Special Notes:  no sales tax; on-line orders do charge shipping

Phone #s and email addresses:

Northside Co-chairs

Tammy Dewind ddewind@rochester.rr.com 
425-2938

Kristen Kozody kkozody@rochester.rr.com
425-1426

Susan Reed tsreed@frontiernet.net
223-2333


Great American/Kathryn Beich Representative (and Northside Parent!)

Jennie Minor jennie.minor@gafundraising.com

377-1953

Dudley Co-chairs


Michelle Mehalick  mmehalic@rochester.rr.com

421-0889

Amy Provenzo aprovenzo@rochester.rr.com
388-8171


Dudley PTA – First Day Celebrations




Process Title


Make preparations for the first day of school including welcome balloon arch for the students and bagels for the bus drivers. 


Process Steps


· Check budget for available funds


· Check calendar for 1st day of school


· Call ExtraordinAIRS Event Decorating (317-6675) to schedule balloon arch and decorations for the first day of school usually around 7AM.


Confirm delivery, setup and cleanup.  (Previous PO attached)


Have PO faxed to PTA treasure at the school (fax: 421-2328)


· Call transportation department to confirm delivery time for bagels for bus drivers (421-2025)


· Call Bruegger's (or other) to schedule delivery (223-6790 x206)


Previous order for 12 Big Bagel Bundles (Previous PO attached)


PLEASE REQUEST THAT THE BILL BE SENT TO DUDLEY SCHOOL AND NOT LEFT AT THE BUS GARAGE.


Responsibilities


Name/Role

Responsibility Description

Time Frame



Balloon Arch

Call to schedule deliver for first day

Early August



Bus Driver Bagels

Call to schedule delivery of bagels

Early August



Miscellaneous Information


Please remember that Dudley Elementary is TAX EXEMPT. 


All bills should be sent to the attention of the DUDLEY PTA TREASURER c/o Dudley Elementary, 211 Hamilton Road, Fairport, NY  14450.


The above vendors have been used in the past, but you are not required to use them.  If you find other vendors which you believe would be more suitable and still within the budget, please feel free to research.  


Updated:  Mary Adams 8/07



First Day Friends

Come to the classroom and help the teacher and children with their first few days in school from 9-9:30.  We will try our best to place in your child’s classroom but it’s also fun to meet other teachers and children in the school.



Name


Children’s Name(s) Grades

Phone Number


1 ________________________________________________________________


2 ________________________________________________________________


3 ________________________________________________________________


4 ________________________________________________________________


5 ________________________________________________________________


6 ________________________________________________________________


7 ________________________________________________________________


8 ________________________________________________________________


9 ________________________________________________________________


10 _______________________________________________________________


11 _______________________________________________________________


12 _______________________________________________________________


13 _______________________________________________________________


14 _______________________________________________________________


15________________________________________________________________


16________________________________________________________________



Dudley PTA – First Day Friends



Process Title

First Day Friends

Process Steps


· Set up volunteers for those teachers that requested a first day friend for the days that they requested.  A first day friend is a volunteer who reports to the classroom that they are assigned first thing in the morning as the children are coming into the classroom.  This person helps the teacher with anything that they may need such as organizing paperwork that the children bring in.  


· The person organizing this program sends out letters to each of the teachers notifying them of who their first day friend will be.

Responsibilities


		Name/Role

		Responsibility Description

		Time Frame



		

		

		





Miscellaneous Information



Dudley PTA – First Grade Room Parent Coordinator



Process Title

Assign and assist room parents for each First Grade teacher.

Process Steps


· Collect forms completed by teachers indicating room parent preferences. Forms should ask for teacher contact number over the summer, # of room parents requested, if the teacher would like to choose his/her own room parent from volunteer list or if he/she would like you to choose for him/her.

· Collect volunteer forms completed by parents offering to serve as room parents

· Request classroom list from main office after classroom assignments are complete

· Match up room parent volunteers with teachers according to requests made


· If there are no volunteers for a class, call teacher to determine if he/she would like you to contact parents or place a sign-up sheet in the classroom prior to meet the teacher day.


· Create sign-up sheet if necessary

· Coordinate with other room parent coordinators to schedule a meeting with all room parents prior to the start of school

· Meeting should include PTA membership sign-up (required for all room parents), information on reimbursement procedures, encouragement to attend all PTA meetings, and any other helpful information on how to be a room parent.

· Create a volunteer form for current Kindergarten parents to sign up to be a room parent. Form should be sent home with each Kindergarten student. Copy forms and distribute in teachers’ mailboxes.


· Create a form for teachers to complete to indicate room parent preferences and distribute

· Confirm there is a place in the main office for these forms to be collected and held for the next First Grade Room Parent Coordinator

Responsibilities


		Name/Role

		Responsibility Description

		Time Frame



		Coordinator

		Collect teacher request forms and parent volunteer forms from main office

		August



		Coordinator

		Request class lists

		Mid-August



		Main Office

		Provide class lists to coordinator

		Mid-August



		Coordinator

		Assign room parents to classrooms

		Mid-August



		Coordinator

		Contact teachers with no parent volunteers to determine next steps

		Late August



		Coordinator

		Coordinate with other room parent coordinators to schedule an information meeting for volunteers

		Mid-August



		Coordinator

		Hold room parent meeting

		Late August



		Coordinator

		Create volunteer form for current Kindergarten parents to sign-up to be a room parent and distribute to teachers’ mailboxes. Make sure there is a box in the office to collect the forms.

		May



		Coordinator

		Create teacher preference form and distribute to teachers

		June





Miscellaneous Information



Dudley PTA – Process Template




Process Title – Hospitality Coordinator

Process Steps


· September – schedule date (held in May). Notify main office.  Fill out building request form.  Build your committee.


· January – decide theme of Luncheon and begin discussion of food, decorations, and teacher gifts.  Decide on room parent involvement.


· March – firm up final details and schedule meeting with room parents to advise their involvement as well as signing up to bring in food.  Prepare sign up sheets for meeting.


· April – make decorations. Purchase non-perishable food items.  Check PTA storage in faculty lounge for leftovers.  Have meeting with room parents and hand out project as well as food sign ups.


· May – serve custodians night before luncheon.  Organize decorations and food dropoff the night prior.   Day of – drop off food, set up, serve and clean up with volunteers.  


· Submit bills to PTA treasurer


Responsibilities


		Name/Role

		Responsibility Description

		Time Frame



		Hospitality/Teacher Luncheon Coordinator  

		Arrange coffee service for Conference

Organize Staff/Teacher Luncheon


Arrange Ice Cream for Open House

		December/April

January – May


May



		    

		

		





Miscellaneous Information


Ice Cream at Open House – order ice cream a month prior from Jean in cafeteria.  Need 2 volunteers for each night to serve.  Fill out building request form.

Conference – serve coffee/water for the morning.  Brueggers at times will donate coffee.



Dudley PTA – Process Template




Process Title

Fall Fundraiser Co-Chair

Process Steps


· The fundraiser is done jointly with Northside and all profits are split 50/50


· The fundraiser is scheduled to begin Sept 14  and end  Sept 30.  

· Marketing: Make sure both the begin/end dates of the sale, as well as the scheduled product pickup dates (see below) are put in the first newsletter (PRINT and EMAIL???) to parents.


· Put a box under the mailboxes in the front office for teachers to put returned envelopes in (tape an envelope on the outside to make it easy to identify.)

· Copy and send a presale letter to parents to let them know when the sale will begin (1 week prior = Thurs, Sept. 10) 


· Put the fundraising packets and accompanying letter to parents in teacher mailboxes (Mon Sept. 14)

· Copy and send a reminder letter to parents (Mon. Sept 28th.)

· Copy and send a last chance letter (date TBD)   Also,  ask Mrs. Fingar to make  announcements the last couple days of the sale.

· Note: all letters will be prepared by Jennie Minor and must be approved by Mrs. Fingar prior to being sent out.

· As the end of the sale approaches, start picking up the envelopes so the box doesn’t overflow.

· Processing Orders: All the co-chairs (Dudley and Northside) will get together to check the orders and tally the checks. This includes: double check math across and down; confirm there is a teacher name, student name, phone # on envelope and form; make sure phone number is on each check; keep yellow copy of form in envelope and white copy goes to Jennie. Alphabetize the white forms prior to submitting them to her.

· Money needs to be submitted to the PTA Treasurer (Randy Shepard) using a deposit form (in PTA treasurer mailbox in front office.)

· Alphabetize the order envelopes, both Dudley and Northside combined, by last name of student.


· Product Distribution: Once all orders have been submitted to Jennie, you will need to organize the distribution of products, scheduled for Nov. 5th.

· Fill out a building use form for the Northside Cafeteria from 1:30-8 on that date. Include a request for 2 unbenched tables in the back hall by the gym and request that the tables in the cafeteria be in their normal formation.) 

· Check and see if the Northside band or choir is using it that day. If so, you will need to let the band/choir director know that we will be in there setting up from 1:30-3.

· The actual time of the pickup is 3-8, but you will need to schedule volunteers from 1:30-3 to get the product off the delivery truck and organized for parent pickup.

· The Dudley Volunteer coordinator will give you a list of parent volunteers who have specifically volunteered for this job. Send out an email asking them to choose a shift, either 1:30 to 3, 2:45 to5:30 or 5:30 to 8. Once a balanced schedule is in place, send it out to confirm with your volunteers. *This will be a combined Dudley and Northside schedule of volunteers.

· Discrepant/problem orders: Jennie will give you a list of any problem orders. These need to be called and resolved. Let Jennie know of any changes in orders.

· Pickup Reminder: Copy and send 2 reminders to parents about product delivery date and time. (One the week prior to pickup and once the week of pickup.) **Also ask Mrs. Fingar to send email reminders. This is crucial to a successful pickup!

· After the pickup, call parents of any remaining product (if cookie dough is in order – must ask to store in kitchen freezer!) Stack any unclaimed product in front office above mailboxes.

· Send thank you notes (email?) to your volunteers.


· Watch out for an invitation to Great American/ the Kathryn Beich luncheon in May at Mario’s – it’s fun!


Special Notes:  no sales tax; on-line orders do charge shipping

Phone #s and email addresses:

Northside Co-chairs

Tammy Dewind ddewind@rochester.rr.com 
425-2938

Kristen Kozody kkozody@rochester.rr.com
425-1426

Susan Reed tsreed@frontiernet.net
223-2333


Great American/Kathryn Beich Representative (and Northside Parent!)

Jennie Minor jennie.minor@gafundraising.com

377-1953

Dudley Co-chairs


Michelle Mehalick  mmehalic@rochester.rr.com

421-0889

Amy Provenzo aprovenzo@rochester.rr.com
388-8171


Dudley PTA – Kindergarten Registration



Process Title


Prepare folders to be distributed during Kindergarten Registration and coordinate schedule for volunteers to sit at the PTA table.

Process Steps


· Find volunteers to man the table during all shifts for the registration dates. Susan in the office will have dates.


· Volunteers will give parents a blue folder that includes:


· PTA Brochure


· 10 Great Reasons to read aloud to children


· Pre-Kindergarten Readiness Activities


· Number poems


· Handwriting example


· National Standards for Parent/Family Involvement Programs


· Reading is Fun!!! 

· SchoolCash.com registration info


· Bus Rules


· Hang Dudley PTA banner (should be in file cabinet in dye cut room).


· Buy 200 blue folders at Staples


· Take advantage of back-to-school sales and purchase them in the fall


· Photocopy folder contents and assemble.

Responsibilities


		Name/Role

		Responsibility Description

		Time Frame



		

		

		





Miscellaneous Information


Please remember that Dudley Elementary is TAX EXEMPT. 


All bills should be sent to the attention of the DUDLEY PTA TREASURER c/o Dudley Elementary, 211 Hamilton Road, Fairport, NY  14450.


The above vendors have been used in the past, but you are not required to use them.  If you find other vendors which you believe would be more suitable and still within the budget, please feel free to research.  


Updated:  Jennifer Pellittiere 8/09


Dudley PTA – Kindergarten Room Parent Coordinator



Process Title

Assign and assist room parents for each Kindergarten teacher.

Process Steps


· Collect forms completed by teachers indicating room parent preferences. Forms should ask for teacher contact number over the summer, # of room parents requested, if the teacher would like to choose his/her own room parent from volunteer list or if he/she would like you to choose for him/her.

· Collect volunteer forms completed by parents offering to serve as room parents

· Request classroom list from main office after classroom assignments are complete

· Match up room parent volunteers with teachers according to requests made


· If there are no volunteers for a class, call teacher to determine if he/she would like you to contact parents or place a sign-up sheet in the classroom prior to meet the teacher day.


· Create sign-up sheet if necessary

· Coordinate with other room parent coordinators to schedule a meeting with all room parents prior to the start of school

· Meeting should include PTA membership sign-up (required for all room parents), information on reimbursement procedures, encouragement to attend all PTA meetings, and any other helpful information on how to be a room parent.

· Create a volunteer form for incoming Kindergarten parents to sign up to be a room parent to be placed in Kindergarten Screening booklets

· Create a form for teachers to complete to indicate room parent preferences and distribute

· Confirm there is a place in the main office for these forms to be collected and held for the next Kindergarten Room Parent Coordinator

Responsibilities


		Name/Role

		Responsibility Description

		Time Frame



		Coordinator

		Collect teacher request forms and parent volunteer forms from main office

		August



		Coordinator

		Request class lists

		Mid-August



		Main Office

		Provide class lists to coordinator

		Mid-August



		Coordinator

		Assign room parents to classrooms

		Mid-August



		Coordinator

		Contact teachers with no parent volunteers to determine next steps

		Late August



		Coordinator

		Coordinate with other room parent coordinators to schedule an information meeting for volunteers

		Mid-August



		Coordinator

		Hold room parent meeting

		Late August



		Coordinator

		Create volunteer form for incoming Kindergarten parents to sign-up to be a room parent and give to Kindergarten Screening coordinator to be placed in booklet

		May



		Coordinator

		Create teacher preference form and distribute to teachers

		June





Miscellaneous Information


