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OPPORTUNITIES
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Volunteering for the PTO is a great way to enrich your child's elementary school experience at
SBS. Check out the list of exciting volunteer openings -- there's something for everyone!

.‘.‘ SOUTHERN BOULEVARD SCHOOL
-

Volunteer opportunities are divided into four areas:

- Committee Chairs — Single Event - Committees that work toward planning an
event/project that takes place once during the school year.

- Committee Chairs — Ongoing — Committees that work toward planning an event/project
that takes place multiple times or ongoing during the school year.

- Class Parents

- __Atfter School Enrichment (ASE)

- _Executive Board

Throughout the catalog of volunteer opportunities, you will find a general time commitment
indicated with the Chatham paw symbol €. More paw symbols equal a bigger time
commitment.

Email sbs@chathampto.com with any questions.

COMMITTEE CHAIRS — SINGLE EVENT



mailto:sbs@chathampto.com

Author’s Day Coordinator- 2 People

Work with the school Librarian in arranging a visit to
the school by a children's author. Organize, promote
and spearhead advance book sale, button contest and
luncheon/refreshments for author and faculty the day
the author visits. Also participate in planning meetings
to coordinate all author day details. May need to
organize transportation for the author if necessary.

Book Fair Committee- 5 People @ & & &

Work with Librarian to promote, facilitate and execute
Scholastic week long book fair (usually scheduled in
January) set-up and clean-up, manage sales process
with Librarian, handle daily deposits and tracking.
Also organize volunteers to staff the book fair.

Community Service/Hope Week Coordinators-

4 People @& & &

Coordinate and organize
community service and
character education
initiatives throughout the
year for HOPE Week
(November).

Field Day Coordlnator- 4 People e

208 \Work with the Physical
Education teachers to
plan a Spring day of
fun physical challenges
for the children.
Organize parent
. volunteers. Event
| usually takes place in
the beginning of June.

Grade 1 Family Fun Event Coordinator

2-3 People

Coordinate and organize volunteers for Family Fun
Night. This event is usually held on a Friday night in
winter at SBS and combines K grade and 1st grade
children and families. Work with representatives from
each grade.

Grade 2 Family Fun Event Coordinator

2-3 People @&

Coordinate and organize volunteers for a family fun
night for our second children and families usually held
on a Friday night. Possible ideas could be a “cupid”
dance or “glow in the dark” party.

Kindergarten Family Fun Event Coordinator
2-3 People @@

[ o Coordinate and organize
volunteers for Family Fun
Night. This event is usually
held on a Friday night in
January at SBS and
combines K grade and 1st
grade children and families.
Work with representatives
from each grade.

Harvest Night Coordinator- 5 People

Set up a family event in the fall. Publicig @@ ts,
arrange activities and entertainment, order food, and
coordinate volunteers. This event is usually held on a
Friday night in October.

Winter Boutique Coordinator

6 People @& & &

Order and organize holiday
gift items at varying price
points for students to
purchase for their family
and friends. Work with the
office/teachers to create a
“shopping” schedule during
school hours for students to
visit the boutique. Coordinate parent volunteers to
help students purchase and wrap gifts. Boutique is
scheduled during school hours for a week in
December.

COMMITTEE CHAIRS — SINGLE EVENT (_::Dminu::d}

event/project that takes place once during the school year.

Picture Day Coordinator- 2 People ¢
Manage Picture Day in October and Retake Day in
November. Distribute order information to the parent

community, schedule classes and coordinate
volunteers on that day, and manage communications
with Lifetouch.



Reading Program oo
Coordinator- 2 People

Work with Librarian to undertake a
Love to Read contest or similar
reading contest (usually in
February), aimed at promoting a
love of reading and developing
strong reading skills.

School Supplies Coordinator- 2 People @@
Work with President and to organize the purchase and
distribution of school supply kits for students.
Availability in August needed to organize kits once
delivered to school (usually the week before school
starts)

Staff Appreciation Coordinator- 5 People @ & &
Plan and organize activities that allow children and
parents to thank staff for all they do. Coordinate
activities in the Spring that provide for staff recognition
in May.

Second Grade Breakfast/Last Day of School
Coordinator -2 People

COMMITTEE CHAIRS —

Organize end of the year breakfast for graduating
second graders where they sign their memory books.
Work with principal and second grade lead teacher to
design t-shirt and order for students and staff.
Organize a breakfast on the last day of school.

Second Grade Celebration Coordinator

2 People @@

A celebration event held during the last week of
school. Coordinate with principal, second grade lead
teacher, vendors and helpers for carnival games, blow
ups, and other entertainment or activities.

New Family Welcome Coordinator

4 People @@

Help families new to SBS. Welcome families to the
school and facilitate a smooth transition for children
and parents. Make contact at the end of August as
families arrive in Chatham, email information and host
a playdate during the last week of August at SBS
playground.

ONGOING

The volunteer opportunities listed below are for committees that work towards planning an
event/project that takes place multiple times or ongoing during the school year.

Beautification Committee- 4 People

Arrange seasonal plantings
around the school grounds
and maintain various garden
spaces, including renovated
interior courtyards.

Coordinate committee to beautify the school as
needed, including the first day of school, Back to
School Night and filling & maintaining planters as
needed.

Green Team Coordinator- 3 People & &



Coordinate special events related to environmental
awareness, Walk to School Day and an Earth Day
celebration in April. Collaborate with other committee
coordinators where appropriate.

Spirit Wear Coordinator- 5 People & & &
Library Coordinator & & €3 Coordinate SBS
Organize volunteers to work shifts in the school library n Q Spiritwear sales at Back
during the year and for June inventory. : to School Night, Harvest
Night and various Family
Fun Nights in the Winter
and Spring. Work with
district-wide
representatives to
develop product

Mileage Club Coordinator- 4 People & &

Organize a walking/running/mileage club for SBS E
students at the walking track during recess.

Coordinate schedule for volunteers to help students
keep track of their distance. Provide incentives and

prizes for students as they work towards their goals. assortment for sale
Usually scheduled during a week in October and a (t-shirts, shorts, water bottles, sweatshirts etc).

week in April. Coordinate distribution of merchandise.

Pizza Day Coordinator- 2 People ¢

Organize volunteers to serve pizza on the first Friday Second Grade Memory Book

each month and attend each pizza day to coordinate 2 People DRI

volunteers. Attend bi-annual meetings with district Compile and publish a Memory Book presented at
head cafeteria staff to present any concerns from SBS ‘graduation’ to second graders. Take photos, plan
parent community. layout, and compile materials throughout the year for

the memory book. Coordinate photos with the Publicity
and Social Media coordinator.

Publicity and Social Media Coordinator & & &
Publicize and maintain SBS activities in Facebook,
Instagram, Chatham Patch, etc. Work closely with the
President, Vice-President, and school administrators.
Coordinate with Memory Book committee to share
photos.

CLASS PARENTS

Class Parents

2 People per class @@

Provide teachers with general assistance and coordination of your child's classroom-related activities and
assist the PTO by collecting monies for staff holiday/year end gifts. Required to attend the first PTO meeting of
the year to receive direction on their responsibilities. Plan and host a class meet up as well as attend the
Halloween and Winter Holiday class parties at school.

AFTER SCHOOL ENRICHMENT (ASE) CHAIRS




ASE Committee Members receive early registration for their children and one free ASE class
per school year per family.

Responsibilities:

Collaborate with committee members to organize and run one session of ASE.

Coordinate meeting(s) with committee members to review classes, course catalog, contracts, Sawyer, etc.

Create a class schedule for the committee to review.

Create the course catalog.

Create a registration timeline and ensure the committee stays on schedule.

Review previous programs to identify opportunities for improvement.

Send updates/reminders to the committee about the course catalog, registration dates, contracts, and

background checks.

e Assemble binder and folders for the session that include necessary paperwork for onsite ASE team, such as
student information, contact information, medical information, WFC, homeroom teacher, attendance sheets,
etc.

e Manage registration and handle any parent/student concerns or issues.

e Work closely with ASE Security Coordinator and respond to parental concerns, teacher concerns, and
student behavior issues.

e Work closely with SBS administration when necessary.

e Assistin team-wide coverage of the ASE email inbox. Check inbox and pass along dismissal changes and
other updates to ASE program staff.

e Attend committee meetings.

Time Commitment:
e 30 minutes to 1 hour per week while in session.
e 8+ hours during planning and registration.

ASE Committee Members receive early registration for their children and one free ASE class
per school year per family.

ASE Vice-Chair (can be divided into 2 positions) @& & &

Responsibilities:

e Assist Chair with ASE programming (Vice-Chair will become Chair the following year.)

Create program communications and partner with PTO President to distribute registration reminders and
SBS office staff for any SBS staff communications.

Draft and send registration confirmations and program updates to participating families.

Create cone signs for the ASE session, organized by day.

Create class listings in Sawyer.

After registration, create a master workbook and class lists for teachers, and partner with the main office for
classroom assignments.

e Create reports and compile data into various formats based on ASE Chair needs.



e Assist in team-wide coverage of the ASE email inbox. Check inbox and pass along dismissal changes and
other updates to ASE program staff.
e Attend committee meetings.

Time Commitment:
e 5-10 minutes per week while in session.
e 4+ hours during planning and registration.

ASE Vendor Contact and Finance Coordinator (can be divided into 2 positions) @& &

Responsibilities:

e Serve as the point of contact for vendors and partner with them to schedule and plan classes for each
upcoming session.

e Once registration is complete, work with vendors and SDOC HR to secure background checks.

Create contact list of all vendors for onsite team.

e Create contracts for outside vendors, internal SBS staff instructors, and on-site team (Security Coordinator
and Moderator(s).

e Determine pricing for each class offered, factoring in expenses and each vendor’s individual costs.

e Oversee accounting, expense, and payment process as well as submit PTO check request forms to the PTO
treasurer.

e Oversee financial health of the program - assessing current and future sessions, determining if any
adjustments are needed.

e Daily monitoring of the vendor inbox.

e Assistin team-wide coverage of the SBS ASE email for dismissal changes.

[

Time Commitment:
e 2+ hours during the planning phase.
e 3+ hours after registration closes.
e 2+ hours at the end of the session.

EXECUTIVE BOARD

President &g & ¢

Oversee day-to-day operations of the SBS PTO. Act as the primary liaison between the school
administration and the parent community. Responsibilities include: Fundraising via the SBS General
Fund, oversee/assist the various Committee Heads and their respective events/roles. On a
bi-monthly basis organize a pre-PTO Meeting briefing with the executive committee and the principal
in advance of the PTO Meeting and plan and run bimonthly the PTO Meetings. Provide support to
SBS Staff, organize monthly staff appreciation items (alternate between fill-the-lounge and a gift item)
and serve on the District Cabinet (roles change yearly).

Vice President @& & & &

Assist the President throughout the year. Attend monthly District Cabinet meetings and bimonthly
SBS PTO meetings. Weekly write-up of upcoming PTO events to include in SBS FYI email sent out
each Friday. Organize sign up of homeroom parents in the summer. Conduct a homeroom parent
meeting in early September and coordinate ongoing communication throughout the year. Work with
homeroom parents to organize crafts and parties for Halloween and Winter Holidays. Work with
homeroom parents to collect money for teachers and staff and distribute accordingly at Holiday and




year end. Work with the other elementary school VPs to research and book school wide assemblies
throughout the year. Become PTO President for the following year.

Secretary @@

Attend all PTO meetings and take minutes. Type and distribute minutes to the PTO president and
administration in a timely manner. Work with PTO President and Vice President on school wide PTO
communication to parents. Work with Assistant Treasurer/President on Fund acknowledgement
letters. Attendance at PTO meetings required.

Treasurer @@ @& &

Manage the SBS PTO Bank Account responsible for handling all payments and reimbursements to
Third Party vendors, W-9s and bank reconciliations within QuickBooks. Coordinate all bank activities
including signatures. Communicate with District Treasurers to ensure consistency within the district.
Train and Support the Assist the Treasurer to take over role the following year. Attendance at PTO
meetings required.

Assistant Treasurer @& &

Assist the Treasurer and become Treasurer for the following school year. Manage deposits to ensure
accuracy and completeness. Work with the Treasurer in the collection of PTO dues and Fund
donations. Should be comfortable with Excel. Attendance at PTO meetings required.



