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Atlantic Beach Elementary School PTA

Executive Board, Committees & Responsibilities
Executive Board – Attend every PTA event and expect to automatically be on each event volunteer list.  Serve as good will ambassadors of ABE PTA when at school and at school events.  Attend summer planning session and spring DCCPTA training workshop. 

President – Lead Board: Run PTA meetings.  Co-ordinate and monitor all PTA activities, events, budget, and programs.  Act as primary liaison between PTA and School/Principal; stay informed of SAC and FABE activities.

Vice President (Ways & Means = Fundraising) – Investigate ways to raise funds and plan fundraising schedule for the school year.  Assist each fundraising chair with the Committee Chair Event Checklist.

Vice President (Programs) – Investigate ways to bring our school community together with various programs and plan the program schedule for the year.   Assist each program chair with the Committee Chair Event Checklist.

Treasurer – Build the annual budget in the summer; prepare a budget report for every meeting.  Make deposits, track expenditures, pay bills.

Secretary – Attend each meeting and provide minutes to the president, the monthly newsletter, and the next regular meeting.  Maintain the master ABE PTA calendar.

E-Secretary – Prepare, create, and distribute the monthly e-newsletter and mid-month updates as necessary to the general membership e-mail distribution list. Include sponsorships as needed.

Art Enrichment – Solicit and coordinate volunteers for each classroom to introduce artists and related art activities. 

Awards – Notify president of eligible awards, fill out applications and submit. 

Awards – Five Star:  Collect and Prepare Binder to meet requirements for Five Star Award.

Basket Blast (Fundraiser) – Solicit donations, coordinate volunteers, communicate with parents and teachers for our main fall fundraiser of the year.

Benevolence – Purchase flowers or gifts for teachers and staff according to Policies and Procedures.

Book Fair (Fundraiser) – Schedule, be the liaison with Scholastic, set up and pack up, and coordinate volunteers for a fall event.

Box Tops for Education (Fundraiser) – Collect Box Tops and submit.  Introduce, educate and publicize other ways to get Boxtops funds.  Coordinate incentives for students to collect and bring in – consider also Labels for Education/Tyson A+/My Coke Rewards Programs.

Business Partner Liaison – Call on local businesses to support ABE with financial or in-kind donations. Keep complete list of donations. Work with a few businesses to establish true Business Partnerships.

Capri Sun Fun – Coordinate our Capri-Sun recycling effort.  

Communications (Internal) – Responsible for posting and removing PTA event signs, updating the PTA bulletin board, and using additional methods to communicate with the parents and community, pursuant to working with Chairs to publicize event/program.

Communications (External)/Public Relations - Provide information about upcoming events and recent achievements to outside news sources, such as local newspapers and magazines (Beaches Leader, Atlantic Beach Life, etc.)  Submit pictures of events and activities.

Cultural Arts – Coordinate with school leadership to find and bring enriching entertainment to the school for performances.  Budget is through the City of Atlantic Beach.

Dance (Fundraiser)--Plan and carry out All-School Dance.

DCCPTA Rep – Attend monthly DCCPTA meetings and report to president and membership.  

Directory – Collects information, prints, disseminates directories.

Dolphin Dash – Coordinate volunteers, schedule runners, order ribbons, plan refreshments.  

FABE Liaisons – Attend FABE meetings and act as a liaison between PTA and FABE.

FuelUptoPlay60 – Plan and Run physical fitness and nutrition programs, including grant writing and student club.

Garden – Every class has a special plot in our vast garden. Recruit volunteers to help maintain the garden as well as coordinate with teachers for their class plot.
Grant Writer – Research available grants, determine eligibility, work with board on conformity standards, write grants.

Green Team (Program) – Coordinate with school leadership and county to implement “green” initiatives at the school and encourage recycling.  

Historian – Document PTA activities in a scrapbook to be submitted in April to DCCPTA for award consideration. Collect pictures, articles, etc. to incorporate in the scrapbook. 
Hospitality – Provide refreshments for all PTA events throughout the year.
Lost and Found - Collect, organize, and eventually donate lost and found items. 

Marquee – Put up and change messages on the marquee.  Manage the marquee birthday message program.

Membership – Obtain membership incentive coupons, print and distribute membership envelopes, keep track of PTA members for current school year. Fill out and distribute membership cards. Maintain spreadsheet of members and their contact information – pass e-mail addresses to the E-Secretary and Volunteer Coordinator for their respective e-mail distribution lists.

MMP Private Lessons and MMP Math Mastery-Write grant to obtain funding from Beaches Resource Center, oversee program of hiring tutors, identifying students, scheduling, and reporting.

Movie Night/Fall Family Night (Program) – Coordinate volunteers, schedule, and publicize family movie night(s).

Office Assistant - Coordinate volunteers, work in the front office, including for example, greeting visitors, assisting with sign-ins, distributing mail, and otherwise assisting office staff.

Reading Night/Spring Family Night  (Program) – Schedule and coordinate this night all about books, including guest authors and readers, book related crafts.

Reading Liaison - Work with Great Leaps, Accelerated Reading, and other reading programs as needed to facilitate volunteer and informational requests.

Room Parent Coordinator – Maintain a complete and accurate contact roster of Room Parents.  Conduct brief instructional “training” of the Room Parents when the school year starts so they know what to expect.  Provide information about PTA to homeroom parents for their classes, coordinate activities such as basket blast and other donations, and serve as liaison between the classrooms and PTA.

SAC Reps – Attend SAC meetings and act as a liaison between PTA and SAC.

School Supplies – Choose a school supply company, take pre-orders, order kits and distribute.

Spirit Day (Program) – First Friday of the month. Visit each classroom and reward students/whole classes wearing ABE t shirts/school colors/crazy hats/whatever. Purchase or acquire rewards as needed. Remind front office/media center to announce during the week prior, and to announce the winners.

Spirit Night (Program/Fundraiser)--Plan and carry out various spirit night events throughout the year, usually working in conjunction with business partners.  Sample events have included Hurricane/TCBY/Smashburger Block Party, 200 First Street Holiday Party, Adventure Landing Night, McDonalds/Joseph’s Teacher Work Night, Chic-fil-A, etc. as selected by Spirit Night Chair/Committee.

Square 1 Art (Fundraiser) – Work with Art teacher to complete art with students, submit to Square 1 with all necessary paperwork, distribute orders.

Sunshine Math – Recruit and schedule volunteers so that every class is covered. Be sure materials are available as needed.

Teacher Appreciation (Program) – Coordinate Teacher Appreciation Week events and gifts with room parents (Room Parent Coordinator).  Traditionally includes a back-to-school breakfast the week before school starts, a holiday breakfast the week before holiday break, and a luncheon during Teacher Appreciation Week.

Vision and Hearing Screening – Coordinate with guidance, get volunteers, implement screenings.

T Shirts and Tote bags – Order and sell t-shirts and tote bags at school events.

Volunteer Liaison – Create and keep track of volunteer information, choose Volunteer of the Month, solicit volunteer assistance in coordination with event chair(s) so that volunteer needs are satisfied.  Track and report volunteer hours as needed by the Principal.

Walk n’ Roll – Coordinate a “Walk and Roll” to school event in the fall. This is usually during the national event date. Notify local police department.

Weapons School Liaison – Work with Navy Wings Weapon School to incorporate military volunteers in school activities including mentoring, holiday tree decorating, flag raising ceremony, and additional dates as identified.

Yearbook – Coordinate with yearbook provider, take photos at events and programs, oversee permission slips and orders.

