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PTA Volunteer Sign-Up for School Year 2006-2007
As partners in the important process of helping your children learn, educators and parents form a powerful team.  Everyone who comes into West Lake Elementary School has a valuable part to play in making this the best place it can be for learning.  When we work together, not only do the students benefit, but our own lives are enriched.  Consider how you can volunteer with the PTA at West Lake Elementary.  Worried about time commitment?  Ask a friend to co-chair or join a committee with you.  Note the committees you are interested in and return this form to your child’s teacher.  It will be forwarded to the PTA office. 
KEY:  (Volunteer Level) Relevant WCPSS Volunteer Application 

	COMMITTEE NAME/DESCRIPTION
	Circle to indicate your availability.
	Please specify any particular interest or experience related to your interests.

	ADVOCAY/LEGISLATION
	
	

	Advocacy & Public Policy:  This committee helps members understand their responsibilities as citizens in the democratic process and enables them to become knowledgeable about our government, how it functions and how they can become involved.  Promote Kids Voting.  Possible Off-Campus Tasks:  Submit relevant information to communication team about legislative bills, funding proposals and issues that affect our schools; Research and present the views of candidates up for election as they relate to PTA objectives; Attend other meetings to learn about issues or contact public officials to express our views. (1)*
	Day

Evening
	

	Coats for Kids:  Coordinate the collection of gently used, clean coats in the Fall to coincide with local initiatives.  Publicize collection of gently used, clean coats and outerwear for specified time.  Make collection container available in school lobby during the project.  Regularly empty the container of collections.  Deliver collected items to local initiative to provide warm clothes for families in need. Send article to newsletter announcing number of coats collected. (1)*
	Day

Evening
	

	Grant Writers:  Work with PTA and teachers to acquire funds for specific school projects through writing grants.  Solicit requests from administration and staff about needs for which grants may be secured.  Research grant opportunities.  Complete and submit grant applications. (1)*
	Day

Evening
	

	Lost and Found:  Eliminate fire hazards by keeping to a minimum the number of losers who are weepers.  Periodically return labeled “found” items to their rightful owners.  Distribute all other unclaimed items to a local charity. (2)*
	Day

Evening
	

	CLIMATE
	
	

	Character Education & Parent Support: This committee works with the guidance counselors to promote character education of our 12 character traits, recognize students’ good character traits and establish ways to support parents. (2)*


	Day

Evening
	

	Field Day:  Coordinator needed to find sponsors for t-shirts for all students and staff. (1)*  [NOTE:  In the Spring, PE teachers will recruit volunteers to assist with Field Day events with special outdoor games and fun group activities.  Students rotate to the different games that are manned by parent volunteers.]
	Day

Evening
	

	Fifth Grade Recognition:  Coordinate receptions for each Fifth Grade Recognition event using volunteers from fourth grade classes.  At least one parent coordinator needed per track to facilitate the expenditure of PTA funds for that track.  Coordinate items needed with fifth grade teachers from respective track; Purchase supplies; Set up and clean up the reception the day of the event. (2)*
	Day

Evening
	

	COMMITTEE NAME/DESCRIPTION
	Circle to indicate your availability.
	Please specify any particular interest or experience related to your interests.

	Grounds:  Do you like to dig in the dirt? Plant flowers? Plant grass? Or do you have special skills that can help maintain the playground?  Mowing is covered by the school, but the rest is funded and manned by volunteers.  Committee may also initiate or support the creation of outdoor learning areas (nature trails, bogs, gardens) or come up with your own project.  There’s lots of room for creativity and initiative. (1)*
	Day

Evening
	

	Reflections:  This committee encourages WLE students to submit art work, photography, musical composition and written work to a state and national competition.  (2)*
	Day

Evening
	

	PROGRAMS
	
	

	Cultural Arts:  Coordinator and team to help arrange various cultural programs for the students throughout the school year to encourage individuals of all ages to enjoy and participate in the arts.  On-Campus Tasks include recommending schedule for approval by school administrators and PTA Board; Welcome performers on performance day and assist with set-up and take-down; Oversee smooth running of performances; Ensure all payments are made.  Off-campus tasks include attending county Cultural Arts fair to identify prospective artists and instructors; Telephoning, scheduling dates and times. (2)*
	Day

Evening
	

	Dictionary Project:  Coordinator and team to order dictionaries for third graders to be presented in the Fall; Label all dictionaries to identify sponsors and donors (if relevant); Arrange and coordinate presentation of dictionaries with third grade teachers. (2)*
	Day

Evening


	

	Science Fair:  Coordinator and Project Evaluators are needed to review students’ projects.  On-Campus Tasks:  Promote Science Fair through newsletter and publicity; Communicate information to teachers and students in targeted grades; Judge entries; Recognize participants and winners. (2)*
	Day

Evening
	

	COMMUNICATION
	
	

	Hospitality:  This team provides refreshments for various programs and coordinates activities to honor our students, staff and parents throughout the year.  This committee is responsible for planning all the appreciation events to show the West Lake Elementary staff that their hard work and dedication to the education of our children is greatly appreciated!  Some of the activities include Tea & Tissues, Staff Early Release Lunches, Staff & Bus Driver Appreciation Weeks. (2)*
	Day

Evening
	

	Newsletter Production Team:  Editors  This committee is responsible for the collection and paste up of the Wallaby Word at least monthly.  At least one editor from each track is preferred for a rotating schedule of pasting up content using Microsoft Publisher.  Time Commitment:  1-2 hours per issue  (1)*

Reporters are also needed to gather information for the newsletter, as well as copy/distribution team.
	Day

Evening


	

	Newsletter Production Team:  Copy Distribution:  This committee is responsible for copying and distribution of the Wallaby Word upon completion by the editors.  One to two volunteers are needed at a time each time the newsletter is published to copy (or pick up copies from local printer when school copier is not accessible) and distribute them into the teachers’ mailboxes.  Volunteers needed from all tracks for rotating schedule.  Time Commitment:  1-2 hours per issue (1)*
	Day

Evening
	

	Student Directory: This team compiles, coordinates and produces a phone and address listing of students by class in the first quarter of each school year.  On-Campus Tasks:  Processing orders to collect money and coordinate deposits; Label and distribute directories.  Possible Off-Campus Tasks: Transfer information from forms into database; Assemble information for printing; Proofread draft before sending to printer.  One proofreader needed from each track. (2)*
	Day

Evening
	

	COMMITTEE NAME/DESCRIPTION
	Circle to indicate your availability.
	Please specify any particular interest or experience related to your interests.

	Track Advocate:  Serve as a liaison between classroom grade parents and the PTA to ensure that all tracks are represented in functions such as cultural arts, hospitality, public relations, etc. (1)*
	Day

Evening
	

	Webbies:  This committee is responsible for updating the PTA website as well as helping with other technology needs.  Proof Readers also needed to cruise the site for broken links or information that is outdated or inaccurate. (4)*
	Day

Evening
	

	WAYS & MEANS (FUNDRAISING)
	
	

	Agendas:  Collect money for agendas (organizational resources distributed in grades 3-5) at the beginning of the school year and coordinate deposits.  (4)*

	Day

Evening
	

	Basket Raffle:  Coordinate this fundraising activity in the spring in which each class is asked to sponsor a basket of donated items.  Solicit baskets with teachers; promote event through correspondence to parents and staff.  Organize and label baskets the day of the event.   (2)*
	Day

Evening
	

	Bedtime Stories:  Children in grades K-2 enjoy stories in their classrooms, milk and cookies while their parents shop at the Book Fair.  Volunteers needed to set up and serve milk and cookies in the cafeteria for the bedtime stories family events.  Coordinator arranges for volunteers to assist teachers in the classroom during story time (if needed).  Assistance needed to clean up the cafeteria after the event. (2)*


	Day

Evening
	

	Book Fair:  The Media Staff organizes, advertises, purchases and processes the Book Fair and the books, but the West Lake Elementary PTA volunteers complement their work to make the event a success! Loads of volunteers are needed to help plan, set up and sell books during school hours while the Book Fair operates.  Chairperson(s) oversee(s) collection of orders, payments, deposits and distribution of Book Fair materials in addition to inventory and ordering supplies as needed. (4)*


	Day

Evening
	

	Labels for Education: This committee is responsible for collecting, cutting and counting a variety of product labels to fund PTA projects.  Excellent projects for volunteers to do off campus.

· Campbell Soup labels are processed for free equipment and resources for the school. (2)*
· Tyson A+/1-2-3 labels are forwarded to benefit Middle Creek High School while they collect Box Tops for us since that program does not support high schools. (2)*
· General Mills Box Tops earn 10¢ each.  (2)*

	Day/Evening
Day/Evening
Day/Evening
	

	School Store:  Manager needed.  Helpers are needed 7:40 AM – 8:30 AM on Tuesday and/or Thursday mornings.  Volunteers needed from all four Tracks. (2)*
	Day

Evening
	

	Wallaby Hop:  Coordinator and team leaders needed to organize volunteers, ticket sales, vendor fair, activities, etc.  LOTS of parent volunteers are needed from all tracks to pull off this festival of fun!  [NOTE:  Volunteers will be solicited in the Spring to help the day/evening of the event.] (2)*


	Day

Evening
	

	Yearbook:  Editor and team to help design and assemble the WLE yearbook and process orders.  Ask teachers for Picture Day volunteers. (2)*
	Day

Evening
	

	Yearbook Photographers:  Take pictures of class and school activities for yearbook.  2-3 volunteers needed from each track.  (2)*
	Day

Evening
	


	COMMITTEE NAME/DESCRIPTION
	Circle to indicate your availability.
	Please specify any particular interest or experience related to your interests.

	Membership:  You don't have to be an expert to benefit from the PTA, just a member. Talk to other parents and teachers and invite them to join as we strengthen our voice for the children.  Promote PTA membership at Orientation, Open House and other PTA sponsored events to sign up new and renewing members.  Process membership applications and distribute membership cards to members through backpack mail. (4)*
	Day

Evening
	


Registration and Identification

Each volunteer at West Lake Elementary is required to complete electronic registration annually at the school with Wake County Public Schools.  Background checks are completed every other year for certain volunteer responsibilities.  Registered volunteers will be issued an identity badge (newly registered volunteers receive a lanyard, also) which must be worn at all times within the campus of the school.  This strengthens security control on campus and enables easier identification of volunteers in dealing with students, the public and staff members.  Volunteers are responsible for maintaining their badges and lanyards which have been provided compliments of the West Lake Elementary PTA.  Replacement lanyards are $5 each.

Parent(s) Name (s) _______________________________________________ Track ____________
Address ______________________________________________________________________________

City/State/Zip _________________________________________________________________________

Telephone ________________________ Email ____________________________________________

Please note your preferred method of communication (telephone or email) with *.

Student Name(s)/Teacher(s) ________________________/__________________________________

Student Name(s)/Teacher(s) ________________________/__________________________________

Revised April 2006
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