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Northern Hills PTO 
2011-2012 Committees
The Northern Hills PTO is looking forward to the upcoming school year.  We have already planned many programs, activities and needs. The most important need we have is YOU!  We are looking for leaders to support our existing programs and to bring new ideas for how to support Northern Hills Elementary and make it an even better place for our children to learn!  

Please read the following committee descriptions and consider chairing one of these PTO areas.  As a committee chair, you will oversee a specific area and represent your area’s needs at our monthly PTO meetings.  These are typically held monthly on the 2nd Tuesday.  You can volunteer with a friend, or we will help make a co-chair match during the slating process!  Feel free to contact this year’s chairs if you have any questions.  

Included with this document is a committee chair interest form which you will use to indicate the committee you would prefer to chair.  Please complete this form as indicated and return it to the PTO box located in the main office.  If you have any questions, please contact PTO President Denise Mack at 405-226-2624 or president@northernhillspto.net.  We look forward to having you as part of the Northern Hills PTO!
-------------------------------------------------------------------------------------------------------------------------------------------Acquisitions Team
The chair people are responsible for working closely with the chairs of Fall Fun Fest, Holiday Store, and Walk a Thon to solicit needed funding to offset expenses of each of these events.  In addition, this team will work closely with the President, Vice President, and principal to identify companies/businesses who might be willing to contribute funds or items for specified fundraising events.  This team will need to contact companies to find out timelines for submitting requests and complete necessary paperwork to file request in appropriate time frame. This team will need to follow-up with appropriate acknowledgements or any additional paperwork required.
	

	Assistant Treasurer
The Assistant Treasurer is responsible for reconciling the bank statement each month. The bank statement will be mailed directly to the Assistant Treasurer, and the Treasurer will turn over the checkbook to this chairman for reconciliation. You may also help with counting money at fundraising events.

					
Book Fair 
These chairs are responsible for set-up, take-down and the operation of the Fair which is usually held the third or fourth week of January (in conjunction with Open House). You will need to coordinate and schedule volunteers to work at the Fair and will be responsible for ordering and restocking books during the week.  Responsibilities also include delivering money to the Treasurer and keeping detailed records of income. Comprehensive notes are included with the Handbook, which make the duties self-explanatory. You will spend a significant amount of time two days prior to and during the week of the Fair.



	
	Box Tops
This chair is responsible for overseeing the Box Top Program.  They will communicate information about the program to children, families and teachers as well as coordinate volunteers to collect box tops from classes, trim and sort box tops.  In addition, they may provide incentives to classes to encourage participation.  


	Campus Improvements
This team focuses on the many needs we have in both maintaining and updating our campus.  This chairman will be responsible for creating and overseeing both the short-term and long-term plans of our PTO with regards to our campus.  The PTO’s Campus Improvements chairs will work closely with the school’s Expenditure Committee and be responsible for obtaining any required bids, as well as, overseeing any Campus Improvement projects.  This chair will also need to coordinate with the Wetlands Chair and Landscaping Chair as it pertains to overall coordination of Campus Work days. (Please Note:  CAPITAL improvements to our building/structure are the district’s responsibility and not within this PTO’s scope of operation). 

						

	Community Outreach 
This committee is responsible for researching, organizing and promoting special outreach projects, which encourage and foster a charitable spirit among our Northern Hills family. Historically, these projects have included, but are not limited to, the annual Northern Hills Toy Drive in December and the annual Food Drive in February. Both of these projects benefit the Edmond Hope Center.   
	

	Cut, Color & Copy (Workroom) 
The Cut, Color & Copy Crew provides the service of preparing classroom materials for the faculty & staff of Northern Hills.  Various machines (Xerox, Risograph, dye cutter) are available.  The chair is responsible for scheduling, recruiting, and directing the volunteers and making sure all of the teacher’s requests are completed on time.  Volunteers for the workroom turn in Tickets for Time at the beginning of the year.  Teacher’s requests include making copies, posters, letters, collating, stapling, cutting patterns and crafts, etc.  

	
	Directory 
This position’s activity is highest in August and during the first four to six weeks of the school year. Responsibilities include collecting all completed directory forms and money on Information Day, collating forms and typing in the information.   You will arrange the 5th Grade cover contest and acquire bids for PTO approval from area print shops. When printing is complete, directories are distributed to the children through their backpacks.  A Microsoft Access database is already established. Most of the data entry involves entering new students and kindergarteners.  After the directories are printed, you will be responsible for collecting any updates submitted by parents and publishing them in the school newsletter. 


 Family Fun Events Chair
This chair plans and organizes no cost/low cost family fun events for our Northern Hills families to participate as a school wide community.  They will recruit and coordinate volunteers as needed for events.  Family events that have been successful at Northern Hills include Family Bingo Night and Picnic on The Playground.  The events planned are at the discretion of the chair coordinators. 
	
 




	Fall Fun Fest 
Fall Fun Fest is our annual Fall Carnival typically held in late September or early October.  As chair of this committee, you will coordinate all aspects of the Fall Fun Fest, including appointing co-chairs in charge of different areas, deciding on which booths to have and assigning those booths to the homeroom parents for recruiting, purchasing all supplies needed, and acquiring food vendors.  This job requires coordination and cooperation with school personnel, homeroom parents, volunteers and teachers. It takes a considerable amount of time the month before and the month of Fall Fun Fest.  The Fall Fun Fest is one of our students’ favorite events and a wonderful school tradition!  The chair person for this committee will also work closely with the President, Vice President, and Acquisitions chair to identify ways to offset expenses by seeking company/business’ support.

	
	Holiday Store 
Christmas is the most exciting time of the year, and our students really enjoy shopping for family members and friends at our annual Holiday Store. The chairmen make the decisions on what type of crafts to make and/or buy. This function also involves obtaining materials needed for crafts and coordinating/recruiting volunteers to work on those crafts (including scheduling some craft workshops over the summer if needed).  Other responsibilities include setting up work shifts in the store and organizing a classroom shopping schedule, along with setting up and running the store for one week.   After the store is completed, the last function of this position is to shop the “After Christmas” sales (in late December and January) for next year’s store.  This position works best when there are 1-2 people coordinating the crafting part of the store and 1-2 people overseeing the scheduling and organizing part of the store. The chair person for this committee will also work closely with the President, Vice President, and Acquisitions chair to identify ways to offset expenses.

	
	Homeroom Parents Coordinator 
The Northern Hills PTO Homeroom Parents Coordinator is responsible for making and distributing homeroom sign-up sheets via Sign-Up Genius for Information Day, making sure each class has a homeroom parent, scheduling an orientation for homeroom parents to go over their duties, notifying homeroom parents of dates and times for each party (including posting our annual holiday giving trees), and finally, working with the PE teachers to coordinate efforts for our annual Field Day (usually in late April or Early May).  This position does require light activity all year long, with increased activity close to parties and Field Day. The homeroom coordinators will work with the Technology Chair to link forms to PTO website.
	

	Hospitality
The Hospitality Chairs coordinate all hospitality events provided by the PTO for the staff at Northern Hills. This includes, but is not limited to, Information Day luncheon for faculty, Teacher Appreciation Week, Counselor Appreciation, Secretaries’ Day, Fifth Grade Farewell (food), Open House and Back to School night dinners, teacher retirements, as well as goodies/luncheons for our teachers on holidays and special occasions.  This is a great job for anyone who loves to put together small parties and has a desire to make our teachers and staff feel appreciated and encouraged!

	
Husky P.O.P.S. (Parents of Positive Students)
The Northern Hills P.O.P.S program has been created to provide an extra, unobtrusive security presence on campus, and to inject a positive adult male role model in the school environment. A typical day for a P.O.P.S. dad includes: Assisting with pick up and drop off before and after school; patrolling hallways and campus grounds (ensuring all entrances are secure); assisting teachers; delivering items to and from office and classrooms; eating in the cafeteria with his son or daughter and their classmates.







Husky Pup Fundraiser
The chair person will identify and coordinate a fundraising event that will sell goods to raise money for Northern Hills.  This event will take place in the fall or the spring during the school year as deemed appropriate by the board.  In years past we have sold cookie dough and Sally Foster but the chair is not limited to these companies.  The chair will be responsible to recruit volunteers and work with the company to meet required needs.  The chair will also work closely with the President, Vice President, and Acquisitions chair to set appropriate goals and identify ways to offset any expenses associated with event.


	Landscaping 
The chairs coordinate our efforts to maintain and beautify our school’s general landscape.  They are responsible for coordinating any parent work days at the school, as well as overseeing the maintenance of the school’s Nature Trail and coordinating with the Wetlands/Campus Improvement Chairs regarding maintenance needs for campus workdays. Services not provided by parent volunteers are contracted out by this committee for landscaping needs.
	 

	Media Center 
These chairs will work closely with the Media Center director and secretaries.  This position is responsible for organizing and recruiting volunteers to work in the media center.  In the early fall, these chairmen establish and distribute their volunteer schedule.  The rest of the year requires just an occasional task now and then. Previous experience of working in the Media Center is helpful for this job.   
	

	Meet the Masters 
NO art experience is required for this position.  Chairs must organize classroom volunteers, hold an orientation meeting, and recruit volunteers for any classes still in need.  Volunteers sign up on Information Day in the classroom and by turning in Tickets for Time.  These chairs order and stock the necessary supplies for the program in the Meet the Masters’ closet (located in the Media Center).  These chairs also select and schedule our Artists in Residence.  This program involves having a professional artist come to the school for a day and work with a designated grade of students.  The chairman will work with school administrators in making a final selection of the artist and the grade they will be working with.  Finally, the chairs organize the art show held each year in May on the classroom bulletin boards.  This committee requires work throughout the year.

	
	Publicity / Historian
The duties of this chair are to document activities that occur during the school year through photographs and newspaper articles. The chairman works closely with a committee of volunteers to insure that pictures are available from all the major school events.  All film and processing costs are covered under the PTO’s annual budget.  The publicity chairman is responsible for developing and submitting pictures to the Edmond Sun, Edmond Life & Leisure, and the Daily Oklahoman for publication.  Pictures submitted for publication are identified by a short paragraph outlining the event, as well as, the names of those in the picture.  Another responsibility of this position is to create a scrapbook of published items or pictures from the school year.  
	

	Pup Pal Readers 
Pup Pal Readers are volunteers who are matched up with 1st – 3rd grade students who need some extra help in reading.  Teachers determine which students will benefit from participating in this program.  Volunteers meet with students once a week or once every other week for thirty minutes to read with them. The Pup Pal Chairs’ duties include promoting their committee through the newsletter; recruiting volunteers from both Northern Hills’ parents and grandparents, as well as, the community; obtaining schedules from all the teachers on available times for reading sessions; matching volunteers’ schedules with available teacher schedules; and finally scheduling an orientation session with their volunteers and the Assistant Principal.  This committee works very closely with the Assistant Principal.  

	

	Safety Patrol
The chair is responsible for assisting in the training of the Fifth Grade Safety Patrol, oversight of the patrol groups during designated patrol times or parental designee, providing a schedule for the patrol teams and planning the end of year celebration.  This team works closely with the School Counselor and Principal.



	School Communications 
The Chairs of this committee have two responsibilities.  The first one is keeping the school marquee updated with timely information about different events happening at our school.  The marquee may need to be updated once a week or every other week.  The second responsibility of these chairs is to broadcast school-related messages to our parents or a specific group of parents (ie; 2nd grade parents).  This committee provides another communication tool via email/texts for our parents that will supplement our website.   While in-depth computer skills are not a requirement for this position, some familiarity with the Outlook or Outlook Express program would be helpful.  



Spirit Committee 
This chair plans, coordinates and executes activities and events which may include school spirit days, Paw Power Spirit Week, and/or school spirit store.  The purpose of this committee is to promote and encourage positive attitudes toward school, fellow students, teachers and staff which in turn, motivate children to do their best.  This committee may work in conjunction with community outreach on special projects. 

	

	T-Shirts 
These chairs decide on the color, style and logo for the t-shirt. The t-shirt company that you choose can help you with the actual design once you come up with a theme. The t-shirt design needs to be presented to the PTO Board for its approval this spring at the May Board Meeting.  Chairs are also responsible for organizing an early order of t-shirts for the Board at the May meeting. This order will be placed along with the shirts that need to be sold on Information Day. Two to three additional orders should be placed during the fall semester, the last one being in time for the December holidays. Chairs will only need to recruit helpers for Information Day. 

	

	Technology 
This PTO position is responsible for the design, implementation and maintenance of our current PTO web site (www.northernhillspto.net).  The chair will need knowledge of html and java language. The technology chair works closely with the NH staff’s technology liaison to maintain an inventory of the technology equipment that the PTO has provided to the school.  The PTO technology chair and staff liaison also work together to budget for and purchase technology items as needed.  Some basic web design experience is needed. This chair will work closely with the Website Content Manager. 

						
Walk-a-Thon “Husky Hustle” 
This PTO event is part of our fundraising efforts and enhances our schools “Walk and Talk” healthy and active child initiative.  The chair or chairs for this committee are responsible for planning, organizing, and recruiting volunteers for this fun event. The chair person for this committee will also work closely with the President, Vice President, and Acquisitions chair to identify ways to offset expenses.


	Website Content Manager 
This PTO position is responsible for the information and content on our PTO website, This includes updating the monthly calendar, updating pictures throughout the site, and working with other PTO board chairs to update needed information to the main home page.  Although it would be helpful if this person had a novice understanding of HTML, this chair will work closely with and receive assistance from the Technology chair. 


		


 Welcome Center
This chair coordinates volunteers to assist the office staff check in children who are tardy, obtain a lunch count and help with other small administrative type tasks if needed.  They will organize a schedule of 1 volunteer for each day of the week who will work a shift of approximately 30 minutes.  



	Wetlands 
The chairs coordinate maintenance, curriculum, and utilization of our Wetlands Outdoor Classroom.  They are responsible for coordinating volunteers and schedules for all classes (Grades 1-5) to experience a Wetlands lesson twice a year (fall and spring).  The chair will work closely with the principal and staff to ensure selected classroom dates work in relation to other school activities.  The wetlands chair may need to work with the campus improvement chair and landscaping chair regarding needed work for campus improvement work days.  


	Yearbook
The Yearbook Chairs select a company to publish the yearbook and submits that vendor to the Board this spring at its May meeting for its approval.  They are responsible for collecting orders and money from students and teachers; taking pictures of various school activities, events, and groups; and creating the actual layout of the book.  Creating the layout of the book requires strong organizational skills.  The bulk of the work is November – February when you are finalizing the layout in order to meet the February production deadline.  This is a fun job which doesn't require any previous yearbook experience.  
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