UNQUA ELEMENTARY

Parents and Teachers Association (PTA)

PTA Mission Statement
The Unqua Parents and Teachers Association recognizes that every child deserves
excellence in education and towards his/her quality of life. The Unqua PTA will maintain its
commitment and service to all children and to its diverse membership, through diligent and
ongoing parent and community awareness, advocacy, and education endeavors.

PTA Purposes
 To promote the welfare of children and youth within the home, school, community, and
place of worship.
 To raise the standards of home life.
 To advocate for, and to secure adequate laws for the care and protection of children and
youth.
 To bring the home and school into closer relation, in order that parents and teachers may
cooperate and collaborate in the education of children and youth.
 To develop between educators, and the general public, such united efforts as will secure
to all children and youth the highest advantages in physical, mental, social, and spiritual
education.
Adapted from the New York State PTA Board, January 2004
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PTA Beliefs
 Every child deserves to have his/her basic needs met.
 Every child deserves an education designed to meet the child’s needs.
 Public education is the appropriate forum to prepare children for participation in a
democratic society.
 Every child deserves our continued commitment to advocacy.
 The Unqua PTA will take the lead in promoting the value of parent involvement with the
community and educational partners.
 The Unqua PTA will be responsible for identifying, understanding, and meeting the
needs of our diverse membership.
 Educators are an integral part of our organization.
 Education, leadership training, and self-evaluation are essential at all levels.
 Programs and materials should be provided to enhance parenting skills.
 Challenging oneself leads to growth.

PTA BOARD

(Term: July 1 – June 30)

“Each of you is the PTA – it will be as powerful and strong as you make it.”
Elaine Steinkemeyer, First Vice President National PTA (1982)
The foundation of the PTA is the members. They have paid dues in support of the
Purposes of the organization. They have rights as members to inclusion, participation in
decision-making, and active involvement. The role of the PTA Board is to establish the
framework within which everyone works. The Board is a team of volunteers who are members
of the PTA. Each Board member is elected to office, or appointed to a position of a Committee
Chairperson, to work together, in order to set goals for the Association and to establish methods
of operation, in order to achieve these goals. Effective teamwork requires mutual respect,
knowledge of the demands of the roles of others, compassion, and commitment.
To understand the structure and governance of the PTA, remember the “ABCs” of PTA:
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A

ASSOCIATION
The “Association” refers to all of the members of the PTA. Members should always be
informed about important issues. Members elect the Nominating Committee, elect the officers,
vote to adopt the budget, vote to adopt the By-laws every three years, and should vote on
recommendations requiring action of the Association.

B

EXECUTIVE BOARD
The Executive Board consists of the elected Officers, standing Committee Chairpersons,
Council Delegate(s), and teacher Liaison(s). The Executive Board creates Committees, fills
vacancies, adopts procedures, approves plans of action of Committees and Chairpersons, and
reports to the members. All members of the Board have fiduciary responsibility for the wellbeing of the PTA and are responsible to practice care and diligence to assure that the best
practices of the PTA and its members are protected and preserved.

C

EXECUTIVE COMMITTEE
The Executive Committee consists of the elected Officers and immediate Past-President,
if available. They help the PTA President to achieve the goals of the Association. The
Executive Committee appoints standing Committee Chairpersons with the PTA President; makes
recommendations to the Executive Board; and is responsible to the members who have elected
them.

Volunteer service on a PTA Board offers many rewards:
 Opportunities for improving the quality of life and education for our children.
 Opportunities for study and mental stimulation on matters of importance.
 Opportunities for friendships, involvement and leadership training.

Introduction
By-laws are designed to help the group function in an orderly manner. The By-laws of
the Association include all the rules which society considers so important that such rules: (a)
cannot be changed without previous notice and, (b) cannot be suspended. By-laws can be
amended only with prior notice and by two-thirds vote of the membership. The PTA By-laws
Chairperson approves By-laws. By-laws must be thoroughly reviewed and updated (then filed
with, and approved by the NYS PTA), every three years for an Association to remain in good
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standing. Every Board member should have a copy of the By-laws and be familiar with them.
Procedures (Standing Rules) are the rules an organization uses to administer its affairs
under the provisions of its By-laws. It is here that the PTA can give detailed instructions for
carrying out each provision of the By-laws. Procedures are presented to the Executive Board for
approval by a majority vote of members present and voting with prior notice, and take effect at
that time; otherwise, a 2/3 Board vote is needed. Additional Procedures may be adopted by a
Board majority vote and may be suspended for the duration of any session by a majority vote.
(The quorum rule of Article X, Section 7 [Executive Board] of the NYS PTA By-laws is
applicable.)
Committee Procedure Books are essential. They are a cumulative record and resource
file of the Association’s experience, and serves as a guideline for current and future Officers and
Chairpersons. Together, the By-laws and procedures provide the authority and administration of
the affairs of the Unqua PTA. Procedures should be updated regularly, and Procedure Books are
to contain copies of Plans of Work for the respective Committee, along with any pertinent
information. (Sources: National PTA and NYS PTA Resource Guides [2003-04].)

Basic PTA Meeting Procedural / Parliamentary Rules
All discussion is to be directed to the Chair (PTA President). Questions, statements,
comments, etc., are addressed to the Chair. Discussions on any one question should be limited to
ten minutes, as directed by parliamentary procedures. Motions can be put to the Association by
anyone, but must be seconded. (To show that more than one person is interested in the issue.)
Motions that come directly out of Committees need not be seconded -- all others require a
second. Only paid standing members of the PTA Executive Board are permitted to vote on
motions put before the Board. If the Chair wishes to recognize a non-Board member to speak
regarding a discussion, he/she may do so. Usually, a “show of hands” is used to carry on voting
procedures. This means that you will be asked to raise your hand to signify if you wish to vote
yes, no, or to abstain. A majority of those present and voting decides an issue. (Quorum rules
apply to any vote procedure. If a quorum is not achieved, any issue may be discussed and
educational programs may take place, but a vote cannot be taken [Source: NYS PTA Resource
Guide].)
By-laws may be revised or amended at any regular meeting of the Association by a 2/3
vote of members present and voting, provided that at least 30 days notice has been given. (The
quorum rule of Article XI, Section 4 [Association] of the NYS PTA By-laws is applicable.)
If an Officer on the Board has a personal interest that presents a conflict of interest with a
matter before the PTA, that Officer must abstain from a vote on, or participation in, that matter.
In the case of a potential conflict of interest, the Officer must also abstain from a vote on, or
participation in, that matter, to avoid even the appearance of impropriety.
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Regarding parliamentary authority, the rules contained in the current edition of “Robert’s Rules of Order
Newly Revised” shall govern, but only to the extent that it is not inconsistent with Department of Education laws,
policies, rules, and regulations.

EXECUTIVE COMMITTEE
Refer to NYS PTA Unit By-laws, Article IX
The Executive Committee shall consist of the Officers of the Association, and immediate
Past-President, if available.
1. Attend all Association meetings.
2. Attend Regional and State PTA workshop and conferences for leadership training, at PTA
expense.
3. Appoint Chairpersons of standing Committees, in consultation with the PTA President.
4. Make recommendations to Executive Board for programs, calendar, and other actions
deemed necessary.
5. Meet at the call of the PTA President, or pursuant to a majority of Committee members.
6. Notify PTA President when unable to attend meetings.
7. Perform duties as assigned, from time to time.
8. Perform bank reconciliation for each monthly Treasurer’s Report.

PRESIDENT
Refer to NYS PTA Unit By-laws, Article VIII, Section 1
The President is elected to direct the affairs of the Association, in cooperation with
the other members of the Executive Committee and Executive Board, for a term of office as
specified in the By-laws.
1) Prepare an agenda for each meeting, with the assistance of the Secretary.
2) Preside at all meetings of the Association, Executive Committee, and Executive Board.
3) Call meetings to order on time, and proceed with the business if a quorum is present.
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4) Maintain a fair and impartial position at all times, and encourage members to participate.
5) Take no part in any discussions while presiding; refrain from expressing a personal opinion
on questions before the gathered members; and avoid personal bias when giving information
to the Association.
6) Refer to self impersonally as “the Chair.”
7) Decide all procedural/parliamentary questions. The PTA President’s decisions are subject to
an appeal by two Executive Committee members -- a majority or tie vote sustains the
decision of the Chair. If the Association has an official parliamentary adviser, the Presiding
Officer may seek an opinion on any question of the procedure, but the Chair has final
authority.
8) State each motion clearly, after it has been seconded, before allowing discussion.
9) Declare the result of every vote taken.
10) Call upon either Vice President to preside when wishing to speak to a motion. When taking
leave of the Chair for any reason during a meeting, the President has all the privileges of a
member and will address the Officer temporarily presiding in the same manner as any other
member. The President will return to the position of the Chair after the vote has been
announced.
11) May vote when voting is by ballot. In other cases, may cast a vote to create or break a tie, if
the result is in the best interest of the Association.
12) Recognize a member who has not previously spoken to a question, in preference to one who
already has spoken.
13) May limit time on any discussion, according to the parliamentary procedures.
14) May establish Special Committees, appoint Chairperson(s), and recruit Committee members.
15) Conduct meetings of the Executive Board to discuss and distribute material promptly to the
appropriate Officers and Committee Chairpersons. Shall share all National, State, and
Regional PTA mailings and other information with Association members, especially
appropriate Chairpersons.
16) Call upon each Chairperson to prepare a Plan of Work. These Plans are presented at a
meeting of the Executive Board, in advance of the first regular Association meeting. They
should be thoroughly discussed and, if found acceptable, approved.
17) Call for required reports at specified times, in accordance with specified procedures.
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18) Coordinate the work of the Officers and Committees of the Executive Board, in order that the
objectives of the Association are promoted.
19) Serve as ex-officio on all Committees, except Nominating and Audit Committees, as per Bylaws.
20) Shall monitor all work conducted by the Association.
21) Approve and have full knowledge of any, and all, Association Committee meetings with the
Principal.
22) Attend PTA Regional and State leadership training workshops and encourage Board
members to attend.
23) Represent the Association at PTA Council, Regional and State functions, or assign an
alternate.
24) Keep a copy of the Association’s Procedure Book and make updates and changes, when
necessary.
25) Have a copy of the Association’s current State-approved By-laws at every meeting.
26) Delegate certain administrative duties to the Vice President.
27) File signature at bank where Association funds are deposited, and can sign checks with the
Treasurer.
28) Sign all contracts after review and approval of the Executive Committee. Sign “for Unqua
PTA” by name and title. (Refer to NYS PTA Annual Resource Guide.)
29) Prior to any submission to the Principal for approval, review and approve all correspondence,
flyers, letters, etc., that will be duplicated and distributed in the name of the Association.
30) Review the newsletter prior to the Principal’s review, if a committee chair is assigned and the
newsletter will be distributed during the school year.
31) Compose and distribute interest sheets for Committee Chairperson position(s) and its
members, for the following year.
32) Meet with the Executive Committee to organize the Executive Board roster for the following
year.
33) Set up dates for Executive Board and general meetings with Executive Committee, and
coordinate approval of Principal, consistent with District and Council calendar dates.
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34) Appoint an Awards Committee to select recipients of Honorary Life Membership Award,
Distinguished Service Award, and/or other awards to be presented, prior to the June meeting.
35) Obtain immediate Past-President’s pin where applicable, and prepare/distribute Certificates
of Appreciation to outgoing Executive Board members at the June PTA meeting/Awards
Night.
36) Complete year-end Local Unit (Association) Report Form received from State PTA office,
and return to Regional PTA Director in a timely manner.
37) See that the name, address, and telephone number of the succeeding year’s President is sent
to the Regional PTA Director by June 15th, or as soon as possible.
38) Establish and continuously maintain updated files, in order to pass on to successor.
**If the unit/council has elected co-presidents, the duties of the office of president are then
shared. The duties and responsibilities of each co-president must be clearly designated.
**For the purpose of these Procedures, the term PTA President will refer to 1 President or 2 Copresidents.
**Co-presidents share the responsibility and are held accountable for the decisions of both
individuals.
**Co-presidents are two people sharing one position. Only one may vote. In the event of the
resignation of one, no vacancy occurs.
These are some of the decisions that must be made: Which “co”.... • Presides at meetings? • May
sign checks? • Approves expenditures? • Signs contracts for the association? • May legitimately
incur reimbursable expenses? • Assumes the responsibility of making appointments assigned to
the president in the bylaws? • May call special meetings? • Shall be an ex officio member of
committees? • Is the spokesman for the association? • Receives the mail from state and National
PTA? • Is first contacted in case of a problem? • Serves as the delegate to region and state PTA
functions and state and National PTA convention? How does the election of co-presidents affect
the role of the vice president? If it is the responsibility of the vice president to “act as an aide to
the president,” what is the role of the co-president?

VICE PRESIDENT
Refer to NYS PTA Unit By-laws, Article VIII, Section 2
1) Act as an aide to the President.
2) Preside at meetings of the association when the president is unable to attend.
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3) Represent the association at meetings the president cannot attend.
4) Not be ex officio of any committee in the president’s absence.
5) Perform all duties of the President in his/her absence. Act as a parliamentarian to advise the
Presiding Officer, and the Executive Board, on questions of parliamentary law and matters of
procedures.
6) Ensure the proper operation and management of assigned Committees by the President.

SECRETARY
Refer to NYS PTA Unit By-laws, Article VIII, Section 3
1) Assist the President with preparation of the meeting agenda by providing a list of unfinished
business.
2) Bring to each meeting the following:
a. Copy of the Association’s current State-approved By-laws, and the procedures.
b. List of the Association’s members.
c. Agenda
d. Minutes of the previous meeting, including the Treasurer’s reports.
e. Lists of all Committees and their Chairperson, and members.
3) Record minutes at Executive Committee, Executive Board, and Association (General
Membership) meetings, and present for approval at next meeting.
4) Indicate in the minutes the name of the Officer who performed the monthly reconciliation of
the bank statement.
5) Maintain permanent printed files of minutes, Committee reports, Plans of Work, membership
lists, and records of the Association, to be passed on to successor.
6) Ensure the proper operation and management of assigned Committees from the President.
7) Conduct the correspondence of the Association as directed by the President, the Executive
Board, or the Association.
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8) Keep the Unqua PTA Association membership informed of all incoming and outgoing
correspondence via email (GroupVine) and flyers. Maintain a file.
9) Send notices of meetings to Executive Committee and Executive Board members.
10) Prepare, for distribution to the membership, notices of Association (General Membership)
meetings.
11) Perform other duties, as may be delegated by the PTA President.
12) Maintain an up-to-date file of all incoming and outgoing correspondence for the length of
your term.

TREASURER
Refer to NYS PTA Unit By-laws, Article VIII, Section 5
1) Be custodian of ALL funds of the Association.
2) Be familiar with the NYS PTA Treasurer’s Guide.
3) File new bankcards when the new Officers assume office, indicating that two of three
signatures (as determined by the PTA President), are required on all checks.
4) Include the following in a report at all Association meetings:
a. Balance on hand in all accounts at the beginning of the period covered by the report.
b. Total receipts and disbursement in all accounts.
c. Total balance on hand, on date of report.
5) Report should be prepared in triplicate. One copy each to: President, Recording Secretary
and to File.
6) Have bank statement reconciled monthly by an Officer who has not signed checks during that
period.
7) Report at the meeting of the Association the name of the person who reconciled the bank
statement.
8) Keep an accurate and detailed account of all monies received and disbursed.
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9) Receive all monies for all accounts and give receipt(s) after verifying amounts.
10) Immediately following an event, deposit all funds received into Unqua PTA account.
11) Pay all bills by check. Make no disbursements without proper receipts, and only for
approved expenditures.
12) Keep President advised on financial transactions.
13) Alert Executive Board to budget lines near depletion, as well as those over budget.
14) Include PTA name and code number on all checks submitted to Regional, State and National
PTA.
15) Submit insurance premium and fidelity bond to the PTA State office by June 1st.
16) Submit the State and National PTA portions of dues collected to the PTA State office,
indicating Association’s name and code number, along with accurate membership count.
First payment must be submitted on or before October 31, and subsequent payments
made thereafter. Final payment must be in to the State office no later than May 31.
17) Keep the record of State and National PTA’s dues portions separate from the record of the
Association’s general fund.
18) Pay Massapequa Council of PTAs dues, as required.
19) Use PTA funds to purchase pins for retiring officers.
20) Use PTA funds to purchase New York State PTA Honorary Life Membership for
candidate(s) selected by Awards Committee.
21) Have books, records, and receipts prepared for audit, at least two weeks prior to the meeting
at which an audit report is due. (NYS PTA Unit By-laws, Article XII, Section 8.)
22) Prepare a Summer budget and present and be voted on at June PTA meeting.
23) Prepare Annual budget with the Budget Committee, and serve as Chairperson.
24) Present proposed budget to the Executive Board, prior to first Association meeting.
25) Have copies of proposed budget for distribution at the first Association meeting each year.
26) Prepare Annual Report for the annual meeting of Association.
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27) Prepare and file IRS 990 form by November 15.
28) Ensure the proper operation and management of assigned Committees.
R

IMMEDIATE PAST-PRESIDENT
1) Serve in an advisory capacity, offering advice based upon experience, when called upon by
the current PTA President.
2) Act in a helpful manner.
3) Assume an active role on the Board, at the request of the new PTA President.

COUNCIL DELEGATES
Refer to NYS PTA Unit By-laws, Article XIII
1) Attend all Council, Executive Board, and Association (General Membership) meetings.
2) Represent the Association in the Council voting body.
3) Present all Council issues, requiring an instructed vote, to the Association.
4) Report all outcomes of an instructed vote.
5) Report to the Council the concerns of the Association.
6) Report on all motions and decisions of the Council meetings.

EXECUTIVE BOARD
Refer to NYS PTA Unit By-laws, Article X
The Executive Board shall consist of the Executive Committee, Chairpersons of
standing Committees, Council Delegate(s), and Teacher Liason(s).
1) Attend all Association and Council meetings related to your committee, i.e. Arts in
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Education, Curriculum, Reflections, etc.
2) Make motions, second motions, debate motions, and vote on motions.
3) Nominate, or be nominated for office.
4) Elect, or be elected to office.
5) Appoint an Audit Committee prior to April Executive Board meeting.
6) Appoint a Budget Committee prior to May meeting, chaired by the Treasurer, to prepare the
budget to be presented to the Association for adoption at first meeting.
7) Review and submit the proposed budget to the Association for approval.
8) Elect a Nominating Committee, in accordance with Article VII, Section 3.
9) Appeal the decision of the Chair. (In accordance with parliamentary procedures.)
10) Be free from personal abuse and attack. (Point of personal privilege.)
11) Receive (or have access to) minutes of meetings.
12) Receive (or have access to) Treasurer’s report.
13) Receive (or have access to) Association’s By-laws.
14) Attend Regional and State PTA workshops and conferences for leadership training, at PTA
expense.
15) Notify the President when unable to attend a meeting. Three consecutive absences shall be
grounds for the Board to reassess your position, as per NYS PTA Unit By-laws Article X,
Section 8.
16) Be prepared to report at Executive Board and Association meetings, when appropriate. If
unable to attend meeting at which report is due, arrange for the report to be available at the
meeting.
17) Perform other duties, as assigned.

COMMITTEES
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Refer to NYS PTA Unit By-laws, Article XII

A Standing Committee performs a continuing function until the Association
votes to disband it.
A Special Committee is appointed as the need arises. When it has carried
out its specified task and gives its final report to the Association, or it is
discharged, it automatically ceases to exist.
1) It is the responsibility of each Committee to perform the work of that Committee as
described by Association, Council, and District specifications.
2) Committees study issues, report on work progress, and take responsibility for bringing to the
Association the best recommendation for any work charged to the Committee.
3) A Committee has no authority to sign a contract, incur debt, or be involved with activity
outside of the workings of that Committee without the knowledge and approval of the
Executive Board. A Committee may negotiate a contract, for approval by the Executive
Committee.
4) Each Committee member shall keep on file a copy of the current roster, and a calendar of
meeting dates.
5) The official roster shall only be used for official PTA business, with the approval of the PTA
President. The roster shall be compiled by interest sheets sent in by parents by the end of the
previous school year, with an exception given to incoming kindergarten parents.
Kindergarten parents will have an interest sheet deadline of mid-September.
6) Committee members are expected to attend meetings of the association. If you cannot attend,
proper notification should be made to the Chairperson of your Committee. Committee
members must be members of the Association.

CHAIRPERSON’S RESPONSIBILITIES
1) Be appointed by the PTA President, in cooperation with the Executive Committee, except
those for which other provision is made.
2) Not be eligible to serve more than two (2) consecutive terms as Chairperson of the same
Committee. In the event no other person is willing to chair the Committee, a third year is
permitted and has to be approved by the Executive Committee, on a Committee-byCommittee basis.
3) Keep an accurate and current file concerning the work of the Committee. Such shall include:
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a) Chairperson’s name and year of position.
b) Names of Committee members and their phone numbers and/or email addresses.
c) Objectives of the Committee for the year, known as Plan of Work.
d) Copies of letters, flyers, and minutes of meetings pertaining to the Committee.
e) Council Committee report information (if appropriate).
f) Committee report information.
g) Goals met, and recommendations for the following year.
4) Encourage participation of all Committee members by assigning responsibilities, and meet,
as needed.
5) With respective Committee members, prepare a Plan of Work and present it to the Executive
Board, for approval. Submit 3 copies to: PTA President, Secretary, and Committee files.
6) No Committee work may be started, or any funds spent, until a Plan of Work is
approved.
7) Contact the Council or Regional PTA counterpart, when needed.
8) Attend Council meetings and report on Council programs pertaining to the Committee.
9) Participate in Council activities, if deemed appropriate by Association.
10) Attend all Executive Board meetings and make an oral report or submit a written report as
needed.
11) Your inability to attend an Executive Board meeting must be made known to the PTA
President prior to each meeting.
12) A member of the Committee must then attend in your absence and give a report.
13) Notify PTA President of all Committee meetings to be held, and their outcome, prior to the
next meeting.
14) Notify PTA President of any meeting(s) with Principal.
15) The Principal is to be informed of Committee work. A Building Use Form must be filled
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out if any part of the Unqua or district school building/grounds are to be used for Committee
functions.
16) Responsible for keeping all Committee members informed of Committee work.
17) Copying of flyers, letters, etc., must have the approval of the PTA President and Principal.
18) A tax-exempt form must be obtained from the Treasurer prior to any purchase and any
sales tax paid will not be reimbursed.
19) Know your budget line and stay within its limits.
20) Disbursement of funds to a Committee Chairperson is done only with the presentation of an
Expense Voucher/Request for Payment Form, with the appropriate receipts. All receipts,
bills, and/or documentation, must be attached to the request form and approved by any
Executive Committee member that is not signing the check. If the correct paperwork is not
submitted or filled out incorrectly, all documents will be returned.
21) Within 14 days after a Committee event, submit all invoices/bills to the Treasurer.
22) Count all income received in the presence of a second Committee person. Submit directly to
Treasurer and obtain a receipt, after amount has been verified.
23) Negotiate any contracts and receive approval from the Executive Committee prior to
obtaining PTA President’s signature. See Contracts.
24) After a Committee event, a follow-up meeting should be held to discuss suggestions, and/or
improvements for the following year.
25) Prepare any update(s) for Procedure Book and, if necessary, present for approval.
26) Prepare a Committee member to possibly be your successor.
27) Pass on all files within one month when your term has ended. Please return your committee
chairperson binder by the last day of the school year upon completion of your term.
A transition is neither an ending nor a beginning – it’s a passage. The health of a PTA
depends upon recruiting new leaders and helping them move up the ladder of leadership. It is
a PTA tradition that has remained healthy for over 107 years.

COPYING PROCEDURES
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1) All flyers and correspondence to be copied and distributed under the PTA name must contain
the PTA logo, which can be obtained from the PTA President if needed.
2) Completed flyers should be emailed to the PTA President for approval and once approved,
sent to the Principal for final approval before the flyer could be printed or emailed to PTA
members.
3) Once the flyer is approved, you have 2 options for printing depending on how urgently you
need it. If you can wait at least a week for flyer, please use New Wave Sports Outfitters. If
you need immediately or the next day, please use UPS. PTA prefers New Wave as their
printing is less expensive than UPS, so please plan accordingly.




You can email your flyer in PDF format to New Wave Sports Outfitters. Email
address is: newwavesportsoutfitter@gmail.com. The count copies should be obtained
from the PTA President. Black and white copies only. Please include your name and
phone number in the email and indicate a date you need copies by. You will be
contacted when your copies are ready for pick-up and an invoice will be emailed to
you. Once the invoice is received, please submit it along with a check request to PTA
Treasurer.
You can email your flyer in PDF format to Maria at UPS. There is a house account
there for PTA purposes. Email address is: store4235@theupsstore.com. The count
copies for copies is to be obtained from PTA President. Black and white copies
only. Please include your name and phone number in the email to Maria for pick-up.
Please submit your UPS receipt to PTA Treasurer ASAP with your name, committee
and reason for printing.

4) Keep a copy for your file, and place in Committee Procedure Book.
5) Drop-off flyers to main office for distribution. Be clear with office staff when you want
flyers to be distributed.

REQUESTS FOR FUNDS / REIMBURSEMENT
- Procedures for Check Requests and Reimbursement of Funds:
1) A request for Funds and/or Reimbursement for Expenses form needs to be completed. All
receipts, bills, and/or documentation, must be attached to the request form and approved by
any Executive Committee member that is not signing the check.
2) The person requesting a check or reimbursement of funds shall forward the request form to
the Treasurer for payment.
3) If the correct paperwork is not submitted or filled out incorrectly, all documents will be
returned.
4) There will be a check reimbursement issued in an approximate one-week period.
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5) Verbal requests at meetings for funds or checks will not be honored.

- Procedures for Cash Transactions:
1) All monies collected from Association events must be immediately given to the
Treasurer. If purchases are to be made, a check will be written as a cash advance with the
PTA President’s approval. Under no circumstances are ticket sale monies (cash or
otherwise) to be used for any purchase or to pay for an expense. This is a direct violation
of fiduciary responsibilities.
2) Any cash exchange between the Treasurer and Committee Chairperson, and/or member, shall
be done in person. DO NOT leave any cash in mailboxes or any other outdoor space, such as
under a doormat.
3) A duplicate receipt will be written up and signed by all parties. The Treasurer shall inform
the PTA President of any cash transaction.
4) The Treasurer shall deposit all funds into the Unqua PTA bank account in a timely manner.

- Tax Exempt Forms:
1) Tax exempt forms are available to Committee Chairpersons, and/or committee members, for
purchases for the sole purpose of the Unqua PTA. Class Parents are not permitted to use tax
exempt form for class parties, supplies, or events.
2) The tax exempt form can be obtained from the Treasurer, and shall be returned to the
Treasurer following the purchase, unless the vendor needs to keep it.
3) Sales Tax paid will not be reimbursed by the Association, unless the store refuses to
accept the PTA Tax Exempt Form. Every effort should be made to complete a sales tax
free transaction.

CONTRACTS
Sources:

NYS PTA Resource Guide 2003-04, Section 5, Financial Planning, Page 8
NYS PTA Resource Guide 2003-04, Section 1, PTA Basics, Page 9
National PTA Annual Resources 2003-04, Money Matters, Page 9

A written contract is very important when it comes to the business dealings of the
Association. Written agreements assist to prevent present or future misunderstandings.
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A PTA should not commit future Boards to long-term projects or to large financial
obligations. Further, the PTA President is responsible for contracts, and is the only person
who can sign a contract. Additionally, the President should clearly indicate that it is the
PTA which is entering into the contract, and NOT the individual.
BEFORE entering into a contract on behalf of Unqua PTA:
 The Association must vote to approve the project and the vote must be recorded in the
meeting minutes.
 The length of the contract is to be limited to the term of the participating Officers and
shall not encumber future Boards.
 The person negotiating the contract must have the authority to do so, and must keep the
PTA President continually informed.
 The terms of the contract, including but not limited to its restrictions or conditions, must
be presented to the Association for informational purposes, or discussion, if necessary.
 The Association must have the financial, legal, administrative, or organizational ability to
comply with the terms of the contract.
FACTORS to consider before signing a contract:
 Any contract must be approved by the Executive Committee, before the PTA President
can sign it.
 If a delivery date is important, ensure that such date is part of the contract, and terms
should include “In the event that the contractor is unable to, or fails to, effect timely and
satisfactory performance as required, this contract may be canceled by PTA.”
 Provide a delivery date in advance so that last-minute adjustments can be made, if
necessary. Be sure that adequate storage space is available, if necessary. Check to
ascertain if additional orders can be made at a later date, if appropriate.
 Service providers should be asked to provide proof of insurance and include their Social
Security number or Employee Identification Number (EIN).
 Under no circumstances should any PTA sign a “Hold Harmless Agreement” for a
vendor or provider, or agree in any way that the PTA will be held responsible for
liability.

GUIDELINES FOR COMMITTEES
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The following are basic procedural guidelines for particular Committees. They are not
meant to limit or restrict any Committees’ work, but are listed in order to provide overall
structure and direction. Each Committee Chairperson must present a Plan of Work to the
Executive Board, for approval, before the Committee’s work begins, and before funds to the
Committee can be released.
-------------------------------------------

APPAREL
Upon assuming role of Chairperson, consult with prior Chairperson for insight,
guidance, ideas, etc., in order to ensure a smooth transition. Also, if possible, initially meet
with your Committee members to foster collegiality, outline goals, and to propose/discuss
Committee strategies/ideas.
To plan activities in order to promote Unqua Elementary School’s spirit.
1) Prepare and submit a Plan of Work to Executive Committee.
2) Select apparel to be sold during the school year from a vendor. When apparel is sold is
up to the committee chair. Typically, sales are conducted in Fall and Spring, but sales are
not limited to any season.
3) Create an order form and submit to PTA President and Principal for approval. Once
approved, made copies and drop to main office for distribution. Color copies present
well for apparel, but you MUST get PTA President’s approval before printing in color.
4) Have samples and sample sizes available at Back to School Night and Back to School
BBQ. You must fill out a Building Use Form for a table.
5) As order forms come in log money and order forms. Make a deposit of monies received
to the Treasurer. Please the apparel order according to the timeline discussed with
vendor.
6) Once apparel is in, it must be sorted and bagged per order. Use committee members for
help with this process.
7) Orders should be delivered to classroom teachers for distribution through backpacks.
Large orders should be picked up by a parent. Delivery day/time must be approved by
main office and Principal.
8) Have the first Friday of each month be designated as “Unqua Spirit Day”. Have PTA
President and Principal approval for this. Encourage all students and staff to wear their
Unqua/Massapequa apparel and/or blue and gold colors. Have an email sent to
membership as well as have posted to Unqua PTA Facebook page.
9) Report all information and activities at PTA meetings.
-------------------------------------------20
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ARTS IN EDUCATION
Upon assuming role of Chairperson, consult with prior Chairperson for insight,
guidance, ideas, etc., in order to ensure a smooth transition. Also, if possible, initially meet
with your Committee members to foster collegiality, outline goals, and to propose/discuss
Committee strategies/ideas.
1) Prepare and submit a Plan of Work to Executive Committee.
2) Schedule various assembly programs sponsored by Unqua PTA. Every year the Committee
features assemblies that the students will enjoy, while at the same time exposes them to
theatrical entertainment. The shows may vary from musical groups, magicians, ballet,
animal shows or science workshops. Every grade from K-5 shall have an
assembly/workshop organized and sponsored by the PTA. Also, each year the PTA will
provide funds for a different special (gym, music, art, or library) to host an event/assembly.
This will be done on a rotating basis. In addition, PTA will coordinate and pay for a school
opener, PARP kick-off assembly, and a school closer if PTA funds allow as determined by
the budget.
3) Represent Unqua PTA/Elementary School at Council Committee meetings, to network and
discuss each school’s programs. It is at these meetings you gather necessary information.
Also, preview shows at different schools so you will see the actual performance yourself to
have personal knowledge of the contents of the show.
4) Attend Nassau County Regional PTA Arts in Education Expo (usually held in April), to
observe and preview entertainers, shows, etc., to decide what shows you would like to
schedule for the year. You must get approval from the PTA President and Principal and
work with him/her to coordinate dates. Finalize with the performers only after receiving
approval.
5) Contact School District Music Curriculum Associate and begin to process BOCES
paperwork for each show. Arrange payment of BOCES funds to performer. Gather
information for educational packets, make copies, and distribute to teachers.
6) A Committee member is expected to attend all assemblies to make sure all goes well and to
pay the performer(s). Obtain payment from Treasurer prior to event.
7) Take pictures of events and send to PTA President to post on Unqua Facebook. Obtain
reviews and feedback from teachers/staff, and report at PTA meetings.
8) Compose a critique of performer(s) for Committee evaluation.
9) Report all information and activities at PTA meetings.
--------------------------------------------

AUDIT
Upon assuming role of Chairperson, consult with prior Chairperson for insight,
guidance, ideas, etc., in order to ensure a smooth transition. Also, if possible, initially
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meet with your Committee members to foster collegiality, outline goals, and to
propose/discuss Committee strategies/ideas.
1) Executive Board appoints an Audit Committee (by April meeting) of no fewer than three
members, or a professional auditor will be appointed by the Board at least two (2) weeks
prior to the date the audit report is due (September PTA meeting).
2) Committee will examine the Treasurer’s accounts and, satisfied that they are correct, sign a
statement of that fact to be presented for adoption by the membership at the first meeting
(September PTA meeting) of the succeeding school year.
3) Reconcile each month’s bank statement with:
(a) Cancelled checks;
(b) Checkbook;
(c) Treasurer’s reports
(d) Total expenditures of PTA.
4) Verify that every check written is substantiated with a receipt, invoice, or bill.
5) If a check was issued and no receipt, invoice, or bill, can be found, verify the expenditure as
an approved budget item.
6) Verify that a receipt was issued to the appropriate person for all funds received by the
Treasurer.
7) Reconcile each deposit slip with:
(a) Bank Statement;
(b) Checkbook;
(c) Total income of the PTA.
8) Verify that all income and expenditures are allocated into the same categories that constitute
the approved budget.
9) The report of the Audit Committee is presented to the membership for adoption at the first
meeting of the succeeding school year in accordance with the NYS PTA Unit By-laws.
--------------------------------------------

AWARDS COMMITTEE
Upon assuming role of Chairperson, consult with prior Chairperson for insight,
guidance, ideas, etc., in order to ensure a smooth transition. Also, if possible, initially meet
with your Committee members to foster collegiality, outline goals, and to propose/discuss
Committee strategies/ideas.
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1) Prepare and submit a Plan of Work to Executive Committee.
2) Plan an evening Awards Night and coordinate date of event with PTA President. Usually
held at our June PTA meeting.
3) Send Awards Nomination Letter to all of Membership for Awards Nominations and have
posted to Unqua Facebook.
4) Order all awards to be presented. Submit paperwork and invoice to Treasurer for payment
5) Coordinate Awards Night notice and events with recipients and their families.
6) Report all information and activities at PTA meetings.
--------------------------------------------

BACK TO SCHOOL BBQ
Upon assuming role of Chairperson, consult with prior Chairperson for insight,
guidance, ideas, etc., in order to ensure a smooth transition. Also, if possible, initially meet
with your Committee members to foster collegiality, outline goals, and to propose/discuss
Committee strategies/ideas.
1) Prepare and submit a Plan of Work to Executive Committee.
2) By July, consult with PTA President for event date. Meet with your Committee over the
summer and choose a theme, if needed. Create a list of volunteers and activities.
3) Obtain three (3) different price packages for the event and arrange for donations for
desserts.
4) Create a save-the-date flyer for approval by PTA President and Principal to be emailed
out to PTA membership in August. Create a ticket sale flyer, obtain PTA President and
Principal approval. Have flyer printed and at school for first day of school for
distribution.
5) Also, fill out a Building Use Request form for the event.
6) Report all information and activities at PTA meetings.
--------------------------------------------

BLOOD DRIVE
Upon assuming role of Chairperson, consult with prior Chairperson for insight,
guidance, ideas, etc., in order to ensure a smooth transition. Also, if possible, initially meet
with your Committee members to foster collegiality, outline goals, and to propose/discuss
Committee strategies/ideas.
1) Prepare and submit a Plan of Work to Executive Committee.
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2) Coordinate and consult with representatives of New York Blood Center (NYBC). Act as
liaison between the PTA President, Principal and NYBC. Obtain Blood Drive date from
PTA President and then confirm with Principal.
3) Verify this date with NYBC. As soon as possible, reserve the rooms and material you
will need. Submit Building Use Form for a space for the Class Parents’ Meeting prior to
the Blood Drive, and for two rooms for the Blood Drive. Contact the Principal regarding
relocating the aftercare program the day of the Blood Drive at Unqua, if necessary.
4) Call NYBC representative and schedule meeting about one month prior to the date of the
Blood Drive. Ensure that you obtain all material from the NYBC – posters, appointment
sheets, post cards, folders, etc.
5) Prepare and distribute appropriate advertising, including publication in the Unqua
Newsletter. Also, distribute flyers for students to take home and have posted to Unqua
PTA’s Facebook page.
6) Seek necessary volunteers, at least five for each 2-1/2 to 3 hour shift (or other
configuration, as the Committee deems fit), to provide coverage for the day of the Blood
Drive. Chair should send out a sign-up genius to secure parent volunteers.
7) Coordinate parents/volunteers to temporarily look after and watch children of the
donor(s), to allow the donor to participate in Drive.
8) Decide whether to plan an activity for students to encourage student awareness for the
need for blood.
9) Report all information and activities at PTA meetings.
Enlisting Support of Class Parents
1) Schedule a Class Parent meeting two weeks prior to the Blood Drive date. Contact all Class
Parents, notifying them of date and place of the meeting.
2) Prepare a folder/paperwork for each Class Parent with their name on it. Fill in Blood Drive
information on the appointment sheet and have copies made and placed in each folder.
Distribute folders at meeting.
3) Organize and run a Class Parents’ meeting with the NYBC representative to cover current
and relevant information. Supply an attendance sheet for Class Parents to sign. Get folders
to those who miss meeting.
4) Class Parents should be instructed to CALL each student on the class roster. Each Class
Parent usually takes half the list. An email follow-up is okay, but telephone communication
works best to inform parents about the details of the Blood Drive. Class Parents should let
parents know that an appointment is not necessary, but can be scheduled.
Just Prior to the Blood Drive
1) Collect slips from the Class Parents. When you are reasonably sure that you have all the
slips (should be about a week before the Blood Drive), prepare an appointment schedule for
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donors and send an email to remind the donor of their appointment time.
On the Day of the Blood Drive
1) Have NYBC bring proper supplies, as needed.
2) Be present and ensure that the Blood Drive operation runs smoothly and efficiently.
Immediately After the Blood Drive
1) Prepare “Thank you” and informational article about Blood Drive for Unqua Newsletter and
Unqua PTA Facebook page.
2) Check with NYBC if parents can still donate blood and Unqua gets credit. Usually a code is
given and the person would inform staff at NYBC. If applicable, have an email sent to
membership and posted to Unqua Facebook.
3) Report all information and activities at PTA meetings.
--------------------------------------------

BOOK FAIR
Upon assuming role of Chairperson, consult with prior Chairperson for insight,
guidance, ideas, etc., in order to ensure a smooth transition. Also, if possible, initially meet
with your Committee members to foster collegiality, outline goals, and to propose/discuss
Committee strategies/ideas.
The purpose of the Committee is to reinforce reading skills and to provide opportunities
for our students to discover that the world and beyond can be theirs through reading.
Preliminary
1) Prepare and submit a Plan of Work to Executive Committee.
2) Meet as a Committee and review materials that are provided throughout the year by various
book fair companies. Special note: compare book prices, selections, availability,
promotional gifts, potential profits, and benefits offered by each company, and select which
company to participate with. Obtain Book Fair dates from the PTA President.
3) Discuss and decide on the course of action this Committee would like to take, concerning the
distribution of any free material received, by the holding of the Book Fair. At the
Chairperson’s discretion, a raffle can be held to distribute prizes or book prizes can be
donated to Unqua Library staff.
4) Verify dates with the Principal.
5) Confirm the Fair date with the selected book company and arrange for delivery and pickup.
Confirm these dates with the Principal. Submit Building Use Form for any dates needed.
6) Prepare article for the Unqua Newsletter with mention of Book Fair dates and other
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information to be shared.
7) Discuss if the discount on the price of books given by the book companies should be given to
the students in total, or if a portion of the money should be given to the Association. Inform
the Executive Board of your decision and obtain approval from the Executive Board.
8) Arrange with Principal to prepare a schedule of time slots for the teachers and leave in the
main office. Give the Librarian the Book Talk information (usually a week before).
9) At the Committee’s discretion to do so, prepare a request to flyer for families for a voluntary
donations to classroom teachers, to be used toward the purchase of books.
10) Report all information and activities at PTA meetings.
Book Fair Days
1) Reach out to Committee members at least 2 – 3 weeks prior to Book Fair date, to make sure
you have enough help and coverage. Request assistance of Helping Hands Committee, if
needed, with President’s approval. Have parent volunteers wear name tags, to be provided
by chair, so staff know who parents are and can make the shopping process easier for the
students.
2) Have at least $500 in coins and bills (request from Treasurer at least one week in advance), a
cash drawer, three receipt books, pencils/pens, calculator, rubber bands, tape, scrap paper,
tickets for books and other stationery supplies.
3) Have all teachers redeem any gift certificates that have been purchased for them before the
end of the Fair.
4) At the end of each day, count the money, record amount, and give to Treasurer.
After the Fair
1) Select any free merchandise allowed from the remaining books. Close, and clean up.
2) Count all money (all days’ totals). Prepare any forms that are necessary. Have Treasurer
prepare a check to cover costs and to send to the book company. Note: Sometimes, a resigning for next year may provide added extras --- consider now.
3) Report all information and activities at PTA meetings.
--------------------------------------------

BOX TOP$ FOR EDUCATION
Upon assuming role of Chairperson, consult with prior Chairperson for insight,
guidance, ideas, etc., in order to ensure a smooth transition. Also, if possible, initially meet
with your Committee members to foster collegiality, outline goals, and to propose/discuss
Committee strategies/ideas.
1) Prepare and submit a Plan of Work to Executive Committee.
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2) At the beginning of the new school year, a new Chair will decide on a collection box, if a new
one is needed. Run your idea by the PTA President and Principal for approval.
3) Send a letter out at the beginning of the school year reminding families/staff of the Box Top$
Program. There is a collection box in the school in the main lobby. Continually publicize
the Box Top$ program, including through PTA email or Unqua PTA Facebook page
throughout the school year, especially prior to submitting Box Top$.
4) Place a small article about Box Top$ in the first issue of the Unqua Newsletter. Deadline
dates for the publications need to be kept in mind and continue the use of media/news/texts to
periodically publicize program. Create a flyer to send home to parents regarding the Box
Tops Program. Make sure parents are aware to send all box tops to the school in a bag or
envelope marked with the student’s name, teacher’s name and grade so they class/grade get
credit for program incentives/prizes.
5) Box Top$ are to be collected from the school on a routine basis. Box Top$ are to be cut and
bundled in packs of 50s. Guidelines for packaging, submission and recording are detailed in
the Program Chair’s Kit. To obtain reimbursement for packing and shipping, obtain a postal
receipt and attach to reimbursement form.
6) The Box Top$ Chairperson will call on Committee members, as needed, for cutting,
packaging, and submissions. Fill out a Building Request Form for building use for all times
the committee will meet.
7) Chair will publicize and organize any program incentives/prizes, monthly challenges to be
offered to students. Chair will handle all necessary paperwork to ensure gifts/prizes are
distributed.
8) There are deadline dates for Box Top$ submissions, and check release dates, in the Program
Chair’s Kit.
9) Checks to be paid are forwarded directly to Unqua Elementary School, Attn: Unqua PTA.
The checks are to be then given to the Treasurer.
10) The Box Top$ Chairperson is responsible for maintaining copies and records of submissions
and reimbursements.
11) Report earnings at PTA meetings on a regular basis.
12) Report all information and activities at PTA meetings.
--------------------------------------------

BOYS BASH
Upon assuming role of Chairperson, consult with prior Chairperson for insight,
guidance, ideas, etc., in order to ensure a smooth transition. Also, if possible, initially meet
with your Committee members to foster collegiality, outline goals, and to propose/discuss
Committee strategies/ideas.
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1) Prepare and submit a Plan of Work to Executive Committee.
2) Meet with your committee and plan an exciting boys event. Select a venue/entertainment
that is appropriate for grades K-5.
3)

Review date and venue with PTA President and then the Principal.

4) Create a flyer for event, including details such as location, date, price, activities to be
included and forward to PTA President and Principal for approval prior to distribution. If
possible, check with PTA President for class count for the amount of boys per class. This
may help in reproducing copies for the entire class when only copies for the boys are needed.
5)

Decide if food/beverages will be served depending on venue and budget. Also, determine if
favors will be given out at the end of the event, also pending budget.

6)

Contact your committee for volunteers need in preparation for and day of event.

7) Report all information and activities at PTA meetings.
--------------------------------------------

BUDGET - SCHOOL DISTRICT
Upon assuming role of Chairperson, consult with prior Chairperson for insight,
guidance, ideas, etc., in order to ensure a smooth transition. Also, if possible, initially meet
with your Committee members to foster collegiality, outline goals, and to propose/discuss
Committee strategies/ideas.
1) Prepare and submit a Plan of Work to Executive Committee.
2) Attend School District Budget Workshops. (Consult District website/office for dates.)
3) Present information to Executive Board and/or report at PTA meetings.
4) To prepare flyers with Council Committee, to remind community of the Budget Vote.
5) Report all information and activities at PTA meetings.
--------------------------------------------

BULLETIN BOARD
Upon assuming role of Chairperson, consult with prior Chairperson for insight,
guidance, ideas, etc., in order to ensure a smooth transition. Also, if possible, initially meet
with your Committee members to foster collegiality, outline goals, and to propose/discuss
Committee strategies/ideas.
1) Prepare and submit a Plan of Work to Executive Committee.
2) Create colorful, cheerful, topical and educational boards that can be enjoyed by both the
students and faculty. Bulletin board should be changed on a regular basis.
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3) Consult with PARP in December/January to coordinate bulletin board if needed.
4) Discuss with PTA President and Principal which bulletin board(s) PTA have access to.
Currently it is the large bulletin board in the main hallway outside of cafeteria.
5) Reach out to committee members for help decorating or with design ideas.
6)

Report all information and activities at PTA meetings.
--------------------------------------------

BY-LAWS & PROCEDURES
Upon assuming role of Chairperson, consult with prior Chairperson for insight,
guidance, ideas, etc., in order to ensure a smooth transition. Also, if possible, initially meet
with your Committee members to foster collegiality, outline goals, and to propose/discuss
Committee strategies/ideas.
Committee should meet prior to March, in order to propose/discuss changes to the by-laws.
Propose such changes at the March PTA meeting and subsequently submit said changes for vote
during the April PTA meeting.
1) Prepare and submit a Plan of Work to Executive Committee.
2) Review process each year and update, as necessary.
3) By-laws are valid for three years form the date of approval by the New York State PTA.
By-laws, whether revised or not, must be adopted by the association and submitted for
approval by the New York State PTA at least 90 days prior to the date of expiration.
3) Attend NYS PTA workshops as needed.
4) Save By-laws/Procedures documents on a computer USB drive.
--------------------------------------------

CHOCOLATE SALES
Upon assuming role of Chairperson, consult with prior Chairperson for insight,
guidance, ideas, etc., in order to ensure a smooth transition. Also, if possible, initially meet
with your Committee members to foster collegiality, outline goals, and to propose/discuss
Committee strategies/ideas.
1) Prepare and submit a Plan of Work to Executive Committee.
2) Coordinate how many boxes of chocolates to order and check with main office if
chocolates can be stored in Principal’s office (which is air conditioned) to maintain
freshness. Make sure to check expiration dates on chocolates if to be sold at dates further
in the school year.
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3) Check dates for sale from PTA President and get approval from Principal. Chocolates
are usually sold at Back to School Night, Holiday Fair, and Book Fair. A Building Use
Request Form needs to be completed for each sale date.
4) Contact Committee to assist with sale. If chocolates are sold to students at a school sale
event, the student is only permitted to buy chocolate bar(s) once they made his/her
purchase for the event with the remaining change. No one is permitted to purchase
more than five chocolate bars at a time.
5) Report all information and activities at PTA meetings.
-- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -

CLASS PARENTS
Class Parents are selected by the PTA President.
Class Parent Interest Sheet:
A Class Parent Interest Sheet shall be sent home through backpacks in late May/June
asking for class parent interest. The form will be created by the PTA President and sent to the
Principal for approval prior to printing. The sheets should be returned to the PTA mailbox by a
specific date, as indicated on the form. The PTA President will hold all returned sheets until the
incoming PTA President takes office.
Class Parents Selection:
1) If there are only two volunteers for the class, they automatically become the Class
Parents. If those two parents put in for other classes, be sure to cross them off all other
lists because they are already placed in a class.
2) As you go through each class list, be sure to check each parent’s eligibility by looking
over previous lists from prior years. The previous two years seems fair. A line should
be placed through a parent’s name that has served as class parent the previous year. If
the parent also served as class parent two years prior, that should also be taken into
consideration, while making the selection.
3) If there are more than two eligible parents (that have not previously served as class
parent at least one to two years prior) those names are to be written on paper and placed
into a bag. A name(s) will be randomly chosen and that name(s) is the class parent for
the class.
4) If interested parents have previously served as class parent and there are no parents who
have not previously served the past year or two, the process above should be followed.
5) A parent may not be a Class Parent for the same child two years in a row, unless no other
parent volunteers put in for that class.
6) A parent may serve as Class Parent two years in a row for a different child. For example,
if a parent has served as Class Parent the previous year for a child and there is no interest
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in a different child’s class, that parent can be considered for the other child’s class if there
is no other interest.
7) No parent may be class parent for more than one class, no exceptions.
8) All parents, except PTA President, are eligible to put in for class parent. Please take into
consideration, that if you are a PTA officer or a committee chair, that DOES NOT
guarantee you to be selected as class parent. A fair process is used so all parents have
the opportunity to be selected.
9) If there are no volunteers for a class, it is the responsibility of the PTA President to call
the parents of the students in that class, to obtain two Class Parents.
10) The PTA President shall create a Class Parent Roster and submit to Principal for
approval of all class parents selected. Once approved, each class parent shall be notified
prior to the start of school and informed of a Class Parent Meeting, which will take place
the first day all staff reports back to school.
11) Class Parents must be a paid member of the PTA by October 15th or they will be
reassigned by the Executive Committee.
Before Class Parent Meeting:


 The PTA President must confirm date and time for Class Parent meeting with the
Principal. Submit a Building Use Form and meeting is to be held in General Purpose Room.
This meeting generally takes place before the staff Back to School Luncheon and the
cafeteria is right next door.



 Purchase two folders per class for each class parent. Label each folder with teacher’s
name. Make copies of the Class Parent Duties Sheet, PTA Class Dues Form, and a copy of
the class roster for each folder.


Label tables in the General Purpose Room by grade, this way when teachers come in they
know what table to go to.



Have a sign-in sheet for Class Parents to verify contact information upon sign-in.



At the meeting, the PTA President should review all document in the folder and answer
any questions.



Teachers will attend the meeting to meet with their Class Parents to go over specific
requests for their classroom.



PTA President is to make sure any Class Parent not in attendance at the meeting, receive
his/her Class Parent folder.

Class Parent Roster:
Copies are given to the following:
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1) Principal and Vice-Principal
2) Main Office
3) Executive Committee members. The PTA Secretary needs to update the Class Parent
Sub-group on GroupVine.
4) All other class parents. This is helpful in coordinating parties or getting ideas for crafts
for class parties.
5) PTA Blood Drive Chairperson. Chair is in need of the roster for the Class Parent Blood
Drive meeting.
6) PTA Membership Chairperson. Membership chair needs to keep a log of Class Parents
who have and have not joined the PTA.
If there are any changes with the Class Parent assignments, the list must be updated and
redistributed as soon as possible.
--------------------------------------------

COUNCIL DELEGATE
Upon assuming role of Chairperson, consult with prior Chairperson for insight,
guidance, ideas, etc., in order to ensure a smooth transition. Also, if possible, initially
meet with your Committee members to foster collegiality, outline goals, and to
propose/discuss Committee strategies/ideas.
1) Prepare and submit a Plan of Work to Executive Committee.
2) Unqua PTA will be represented at Massapequa Council of PTAs meetings by the PTA
President/alternate and by 2 Council Delegates.
3) Council delegates must be current members of the PTA
4) Attend Council meetings and report all information/activities at the next PTA meeting.
--------------------------------------------

COUPON BOOK FUNDRAISER
Upon assuming role of Chairperson, consult with prior Chairperson for insight,
guidance, ideas, etc., in order to ensure a smooth transition. Also, if possible, initially meet
with your Committee members to foster collegiality, outline goals, and to propose/discuss
Committee strategies/ideas.
1) Prepare and submit a Plan of Work to Executive Committee.
2) Contact a vendor to use for this fundraiser. Get approval from PTA President.
3) Coordinate with PTA President how many books to order. All books should be labeled with
32
Unqua PTA Procedures [Created 2018]

student’s name and teacher so once books are returned, his/her name can be crossed off the
list as a returned book. The main office staff may be able to assist in printing labels.
4) Contact committee members to assist with labeling and sorting for distribution. If using
school, please complete a Building Use Form. Once labeled and ready for distribution,
please deliver books to classroom teachers but first obtain permission from main office and
Principal for a day and time.
5) Teachers will assist in distributing order form and books to each student. Distribution can be
for Back to School Night and placed on each student’s desk. The teacher/class parent can
make an announcement about the coupon books that if wanted for purchase or to take home
to glance over, please take home and submit payment or return book. If know right away the
book is not wanted, please leave on desk for return.
6) Collect and log order forms and money. Make a deposit of monies received to the Treasurer.
7) Keep track of who purchase books and who returned books. Reach out to families who have
not returned a book or submitted payment.
8) Coordinate with vendor how to return unwanted books and do so in a timely manner.
9) Report all information and activities at PTA meetings.
--------------------------------------------

CURRICULUM
Upon assuming role of Chairperson, consult with prior Chairperson for insight,
guidance, ideas, etc., in order to ensure a smooth transition. Also, if possible, initially meet
with your Committee members to foster collegiality, outline goals, and to propose/discuss
Committee strategies/ideas.
1) Prepare and submit a Plan of Work to Executive Committee.
2) Keep abreast of current information and issues.
3) Chairperson, and another designated Committee member, should periodically meet with
teachers, and the Principal, to discuss current information and issues.
4) Review District/Council programs, and make recommendations, when required.
5) Meet with Council Committee, as needed, and ensure Unqua Elementary School’s
participation in District-wide events.
6) If there is an issue concerning District curriculum, bring such concern(s) to the attention
of the Council Committee. (Then meet with District administration, as necessary.) Issues
concerning Unqua Elementary School curriculum are to be addressed with the Principal.
7) Report all information and activities at PTA meetings.
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FAMILY FUN TICKETS
Upon assuming role of Chairperson, consult with prior Chairperson for insight,
guidance, ideas, etc., in order to ensure a smooth transition. Also, if possible, initially meet
with your Committee members to foster collegiality, outline goals, and to propose/discuss
Committee strategies/ideas.
1) Prepare and submit a Plan of Work to Executive Committee.
2) Select family friendly events and present to PTA President for approval and then to
Principal for approval.
3) Create a flyer for your event and be specific about details regarding ticket payment and
pick-up details.
4) If ticket forms and/or money is collected, keep an accurate log of ticket orders. All
monies collected should be submitted to the Treasurer with the corresponding paperwork.
5) If necessary, submit a Building Request Form if ticket pick-up will be at the school.
Under NO circumstances, should tickets for such events be sent home through backpacks or
left in home mailboxes. If necessary, ticket pickup may require an adult signature, dependent
upon value of tickets as deemed necessary by committee chair.
6) Report all information and activities at PTA meetings.
--------------------------------------------

FIELD DAY
Organized by the PTA President and/or a person(s) or committee appointed by the
PTA President.
1) Prepare and submit a Plan of Work to Executive Committee.
2) Obtain a Field Day date from Principal.
3) Coordinate with gym teachers and Principal entertainment for Field Day.
4) All Field Day volunteers must be PAID members of the PTA. Only parent volunteers
who submit the necessary interest form BY THE DUE DATE will be permitted to
volunteer at Field Day. If you miss the deadline, you will be placed on a waiting list. If
you are selected as a Parent Volunteer, you will received a letter home in your child’s
backpack.
5) Students wear their class shirt or a color designated by classroom teacher.
6) Class Parents are to wear the same color shirt as their class and parent volunteers are to
wear pink so they are easily identifiable. Apparel committee has previously coordinated
class parent and parent volunteer shirts. If not offered, please make sure all parents know
what color shirt to wear.
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7) Class Parents are responsible for staying and assisting with their class throughout the day,
including, collecting bag lunches to bring to the cafeteria on the morning of Field Day. A
Class Parent should NOT find a replacement for him/herself, if unable to attend. If a
Class Parent is unable to attend Field Day, please notify your classroom teacher ASAP.
8) All volunteers for Field Day must stay at their assigned station for the duration of Field
Day. If any volunteer abandons their station (as determined by PTA President, Principal,
Vice-Principal, Gym Staff or any other teacher), he/she will be deemed ineligible to
volunteer for a future Field Day.
9) Report all information and activities at PTA meetings.
--------------------------------------------

FIFTH GRADE GRADUATION COMMITTEE
The 5th Grade Graduation Committee is NOT a PTA committee. This Committee is
organized through, and receive direction from school administration.
The Fifth Grade Committee is to work under these established guidelines and policies, in
order to be consistent from year-to-year. It consists of what the PTA will offer the Fifth Grade
class, how much the PTA will budget, and how the Fifth Grade class will meet the remainder of
the expenditures. Chairpersons are to be designated by the school Principal.
Entitlements:
The PTA has agreed that the Fifth Grade class will be entitled to the following:
1) A graduation gift shall be given to each 5th grade student from the PTA in the amount of
no more than $6 per graduating student. THE PTA IS NOT REQUIRED TO GIVE
ANY MONIES TOWARDS A 5th GRADE GIFT, however a gift will be given because
eventually all students will receive the same gift amount upon graduation, therefore
benefitting all students. It is up to the committee to decide upon a gift and a committee
chair must provide a bill or invoice to the PTA to be paid to the vendor. Just a reminder
that no tax is to be paid towards the gift, as PTA is a tax exempt organization. If the gift
the committee has selected is more than the said amount, the committee MUST use
committee funds to supplement the difference and if necessary cut back on other
graduation activities to cover the difference.
2) Moving-Up Ceremony refreshments are to be provided by the graduation committee of
the current 4th grade of that school year.
Fundraising:
To be determined by Fifth Grade Committee, in coordination with the PTA President and
Executive Committee.
The Fifth Grade Committee has the right to decide that no fundraising be done and
that the parents pay for the price of activities for the 5th Grade students.

35
Unqua PTA Procedures [Created 2018]

If the Fifth Grade Committee chooses to fundraise, the guidelines listed below must be
followed:
1) Fundraising is limited to three events. There can be one major fundraiser and two minor
others, and each must not conflict with the timing of any PTA fundraising.
2) The Fifth Grade Committee will be allowed one fundraiser to be sent to all families. (The
Entertainment Book or Prestige Catalog is one type of fundraiser to consider.)
3) For sale of items at school events, the Fifth Grade Committee must obtain the Principal’s
approval and must thereafter coordinate fundraising with the Chairperson of that event.
4) Once enough funds have been raised for activities, as outlined in these procedures,
fundraising will stop for the Fifth Grade class.
5) Fundraisers must be approved by the school Principal.
Communications:
1) The Fifth Grade Committee will be expected to inform, and receive approval of all
activities from the Principal, and the PTA President will be notified of all fundraisers.
2) Communication between the Fifth Grade Committee and the Fifth Grade teachers will be
limited to the Fifth Grade Teacher Representative and the Chairperson of the Fifth Grade
Committee.
--------------------------------------------

GIFTED
Upon assuming role of Chairperson, consult with prior Chairperson for insight,
guidance, ideas, etc., in order to ensure a smooth transition. Also, if possible, initially meet
with your Committee members to foster collegiality, outline goals, and to propose/discuss
Committee strategies/ideas.
1) Prepare and submit a Plan of Work to Executive Committee.
2) Keep abreast of current information and issues.
3) Review District/Council programs and make recommendations, when required.
4) Meet with Council Committee, as needed, and ensure Unqua Elementary School’s
participation in district-wide events.
5) Report all information and activities at PTA meetings.
--------------------------------------------

HABITAT
Upon assuming role of Chairperson, consult with prior Chairperson for insight,
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guidance, ideas, etc., in order to ensure a smooth transition. Also, if possible, initially meet
with your Committee members to foster collegiality, outline goals, and to propose/discuss
Committee strategies/ideas.
The objective of this Committee is to ensure that the building and grounds around Unqua
Elementary School remain inviting to those who frequently visit our building. We will plant
perennials and annuals throughout the year, and encourage student and community involvement.
1) Prepare and submit a Plan of Work to Executive Committee.
2) Call all Committee members in early September, and arrange for a meeting.
3) At the meeting, describe the responsibilities of the Committee and decide on the goals for
the year as a Committee.
4) Consult with Executive Committee and Principal to determine which Grade level or
special teachers to approach for ideas and support.
5) Ask members to volunteer in groups, to take responsibility for a small area around the
habitat, including maintaining it.
6) Prior to performing maintenance at the school, Committee Chairperson(s) should
determine what supplies are needed.
7) Set up several dates to cover cleaning and maintaining the area and ask Committee
members for help and input.
8) Report all information and activities at PTA meetings.
--------------------------------------------

HALLOWEEN BASH
Upon assuming role of Chairperson, consult with prior Chairperson for insight,
guidance, ideas, etc., in order to ensure a smooth transition. Also, if possible, initially
meet with your Committee members to foster collegiality, outline goals, and to
propose/discuss Committee strategies/ideas.
1) Prepare and submit a Plan of Work to Executive Committee.
2) Consult PTA President for event date. Discuss and select venue and entertainment to be
used.
3) Prepare and submit a Building Use Form if the event is to be held at Unqua (include all
spaces to be used) or at a larger venue, such as Berner Middle School.
4) Decide on decorations, supplies need, and food/beverages to be served.
5) Create a ticket flyer to send home through backpacks. Make sure to get PTA President
and Principal approval prior to printing.
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6) Reach out to committee members for assistance for the day of the event.
7) Report all information and activities at PTA meetings.
--------------------------------------------

HEALTH, WELLNESS, AND SAFETY
Upon assuming role of Chairperson, consult with prior Chairperson for insight,
guidance, ideas, etc., in order to ensure a smooth transition. Also, if possible, initially meet
with your Committee members to foster collegiality, outline goals, and to propose/discuss
Committee strategies/ideas.
1) Prepare and submit a Plan of Work to Executive Committee.
2) Keep abreast of current information and issues.
3) Present programs (videos, assemblies, etc.) to educate both students and parents.
4) Celebrate Red Ribbon Week (drug prevention) in October. It is a week-long event.
Plan for an item/gift for each student if the budget allows.
5) Organize “Walk to School Day” in April or May (weather dependent). Prepare a
scavenger hunt for students to complete on their walk. Bus students can complete the
scavenger hunt in their neighborhood on the way to the bus stop. Class with the most
items found will receive a treat from the PTA. If food treat, please check with class
parent for allergies.
6) Review District/Council programs and make recommendations, when required.
7) Meet with Council Committee, as needed, and ensure Unqua Elementary School’s
participation in district-wide events.
8) Report all information and activities at PTA meetings.
--------------------------------------------

HOLIDAY FAIR
Upon assuming role of Chairperson, consult with prior Chairperson for insight,
guidance, ideas, etc., in order to ensure a smooth transition. Also, if possible, initially meet
with your Committee members to foster collegiality, outline goals, and to propose/discuss
Committee strategies/ideas.
1) Prepare and submit a Plan of Work to Executive Committee.
2) Research vendors (for ideas, attend PTA Spring Conference – Ways/Means Expo, in Spring)
and meet with vendor representative(s) to order merchandise in accordance with their
respective “close-out” dates. However, any/all orders are to be placed by the end of
August. Select merchandise by the end of September.
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3) As soon as possible, check with PTA President and Principal about the dates for the Fair
(typically, after Thanksgiving, but before Chanukah) and confirm location. Reserve the date
and fill out Building Use Request form. Holiday Fair is usually held on the three half-days
during Parent-teacher conference week, but you must see when Chanukah falls that year.
4) Decide on the letter you are going to send home (sometimes provided by vendor) with a brief
description of the merchandise, pricing, and any giveaways that will be at the Fair. Submit
dates and times to the PTA President and Principal for approval.
5) Prepare article for Unqua Newsletter. Prepare flyer with brief description of Fair and dates to
be sold. Have copies made once the flyer is approved by PTA President and Principal.
6) Confirm with Principal a schedule for the student classes.
7) At the November meeting, give a report and request an advance of at least $500 for any
supplies to be purchased, and to have change on hand. Consult with Treasurer and go to the
bank for the necessary small change. Have on hand approximately 2,000 bags for wrapping
(usually provided by vendor), staplers, tape, and pens/markers.
8) Contact Holiday Fair Committee at least 2-3 weeks prior, to set up scheduling and enlist
Helping Hands, if necessary with PTA President’s approval, at least 1 – 2 weeks prior to set
up scheduling on specific days and times. Plan to have at least 20/25 people available each
day. Have Committee members available the night before the Fair, to set-up/decorate the
venue. Have parent volunteers wear name tags, to be provided by chair, so staff know who
parents are and can make the shopping process easier for the students.
9) Set-up venue the night before and contact School Custodian regarding tables/chairs. Contact
Committee for set-up assistance.
10) Inventory is taken before, and after, the sale. Return any damaged merchandise.
11) All receipts and bills go directly to the PTA Treasurer. A receipt for monies is required for
Committee records.
12) Report all information and activities at PTA meetings.
--------------------------------------------

KINDERGARTEN ORIENTATION
Upon assuming role of Chairperson, consult with prior Chairperson for insight,
guidance, ideas, etc., in order to ensure a smooth transition. Also, if possible, initially meet
with your Committee members to foster collegiality, outline goals, and to propose/discuss
Committee strategies/ideas.
This committee has several events, including Unqua Playdate, Kindergarten Lawn Signs, New
Parent Tea, and Kindergarten Orientation. Please be mindful of your budget because events fall
under Kindergarten Orientation. Report all information and activities at PTA meetings.
Unqua Playdate
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Unqua PTA hosts a playdate towards the end of August for incoming students and parents to meet
other students and feel more comfortable on school grounds. NO ONE is to be in the building
except to use the bathroom.
1) Select a date and rain-date for the playdate to be held on the Unqua
playground or another space if Unqua is unavailable. Review date with the
PTA President and Principal.
2) Create a flyer and email out to incoming parents. You will need to obtain
the list from the main office. Please mention that adult supervision is
required and it is not a drop-off event.
3) Fill out Building Request Form and make sure to mention that a bathroom
hallway should be available and at least one table to be placed outside.
4) Provide light refreshments and water. Goldfish and oreos seem to be a
popular choice and are allergy friendly.
5) Have name tags for incoming students and parents to wear.
6) Have any committee members who are available attend to answer any
questions parents may have.
Unqua “Welcome to Kindergarten” Lawn Signs
Unqua PTA places lawn signs on each incoming Kindergartner’s lawn a few days before
school starts towards the end of August. Sometime towards end of July or early August,
please make sure you have enough signs depending on how many incoming students there
are. If need be, you may have to order more signs. If additional signs need to be purchased,
please label the back so there is a record of who has what sign. Please see other signs to see
what number/letters have been used.
1) Obtain a list with name and address from main office.
2) Create a New Parent Tea Invitation (first day of Kindergarten) and obtain approval from
PTA President and Principal. Print enough copies for all incoming students.
3) Obtain a Class Parent Interest sheet and Committee Interest sheet from the PTA
President. Print enough copies for all incoming students.
4) The New Parent Tea Invitation, Class Parent Interest sheet and Committee Interest sheet
should be bundled for distribution. Wrapping all three documents like a scroll and tying
with ribbon is a nice idea.
5) Secure committee volunteers to help place the lawn sign and distribute handouts. The
number of volunteers you have will determine how many signs a volunteer is given to
place. Generally no more than 12 volunteers are needed.
6) Parent volunteers should be given a time and location for pick-up of signs and handouts.
Please remind them to have delivered as soon as possible or by end of day as kids might
hear from friends about the sign and anxiously awaiting theirs.
7) In addition to the sign being placed on the front lawn, please have parent volunteers place
scroll with the PTA paperwork in house mailbox.
8) Lastly, volunteers should mark on their list which number or letter sign each new student
was given and return the sheet to the chair. Chairs should keep track of who hasn’t
returned the lawn sign and reach out to that family. Please put a bin in the main lobby on
the first day of school so parents can return the sign. Empty the bin as needed until all
signs are returned.
New Parent Tea
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1) Coordinate New Parent Tea, including Building Request form and provide light
refreshments for the tea. Create a small gift for new parents, such as Hershey Kisses in a
small bag with a nice poem.
2) The Principal, PTA President and Membership Chair will speak at the tea but try to have
some committee members present to answer any questions new parents may have.
Kindergarten Registration
Several weeks in advance you should:
1) Request information from the YMCA, and local Scout and Sports organizations.
2) Have school box supply information, or other various information, such as apparel flyer (as
determined by Committee) available to incoming parents.
3) Report all information and activities at PTA meetings.
Kindergarten Orientation
1) Contact the Principal for a May date/time for tour.
2) Prepare welcome gift for the incoming students to be given at check-in during Kindergarten
Orientation. Extra gifts should be given to main office staff for any child that is registered
after the orientation date or for any incoming student who couldn’t attend orientation.
Included with the gift is information from the main office, a letter from the Principal and a
letter from the PTA President. Please obtain these documents prior to assembling the gift. In
the past, the gift has included a folder with a book (“Kindergarten, Here I Come”), a
chalkboard sign, and an Unqua Magnet with important phone numbers with a poem.
3) Obtain a master list from the main office for check-in and name tag labels for students to
wear while in the building. Confirm how many groups should be organized based on the
number of Kindergarten teachers available that day. Student name tags should randomly have
a color dot (red, blue, yellow, red, etc.) so groups will be about even when touring the school.
A coordinating table cloth color should be on a table in the cafeteria for students to gather at
while waiting for everyone is checked-in. Staff members will be in the cafeteria waiting with
the students. From there, the groups will be escorted by a staff member and parent
volunteers with follow the group with the matching color dot on their name tag.
4) Notify members of your Committee. Have at least 15 parent volunteers available to escort
incoming students to the cafeteria and follow the group as they tour different areas of the
school. All parent volunteers should have a name tag with a color dot and they should be
instructed to follow that group once the tour begins.
5) Upon arrival and check-in, each students gets his/her name tag and are escorted by a parent
volunteer to the cafeteria. Parents will be asked to go directly to the auditorium for a
presentation by the Principal and staff.
6) Check to see when Principal will be wrapping up and students should be brought back to
Auditorium. Arrange it so one group comes in a time and please ask parents to remain
seating while students are brought to the front of the auditorium. Students will then be
released to his/her parent.
41
Unqua PTA Procedures [Created 2018]

7) Report all information and activities at PTA meetings.
--------------------------------------------

LEGISLATION
Upon assuming role of Chairperson, consult with prior Chairperson for insight,
guidance, ideas, etc., in order to ensure a smooth transition. Also, if possible, initially meet
with your Committee members to foster collegiality, outline goals, and to propose/discuss
Committee strategies/ideas.
1) Prepare and submit a Plan of Work to Executive Committee.
2) Generate an awareness of the importance, significance, and effectiveness, of legislation
concerning PTA interests.
3) Make available, to the Association, information on current issues at Federal, State, and Local
levels.
4) Encourage Association members to attend legislation workshops, seminars, PTA State
Convention, and PTA Day in Albany.
5) Attend County/Regional Legislation workshops. Review and study current State PTA
resolutions. The Committee presents the resolutions to the Association, tallies votes, and
submits to the Council.
6) Motivate members to write letters to legislators concerning timely issues.
7) Report all information and activities at PTA meetings.
--------------------------------------------

LITTLE LADIES DANCE
Upon assuming role of Chairperson, consult with prior Chairperson for insight,
guidance, ideas, etc., in order to ensure a smooth transition. Also, if possible, initially meet
with your Committee members to foster collegiality, outline goals, and to propose/discuss
Committee strategies/ideas.
1) Prepare and submit a Plan of Work to Executive Committee.
2) Event date typically towards the end of May. If using Berner as a venue, please secure a
date from PTA President and get approval from Principal ASAP. Berner tends to book
quickly, especially towards the end of the year. Complete Building Request Form.
3) Secure a DJ, entertainment, food vendor and photographer(s).
4) Create a flyer/invitation. Once PTA President and Principal approves, submit for printing
and drop flyers at main office for distribution. If possible, check with PTA President for
class count for the amount of girls per class. This may help in reproducing copies for the
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entire class when only copies for the girls are needed.
5) Meet with Committee to discuss theme, favors, decorations, assignments, etc. Send out
sign up genius for help for the day of event.
6) Report all information and activities at PTA meetings.
--------------------------------------------

MEMBERSHIP
Upon assuming role of Chairperson, consult with prior Chairperson for insight,
guidance, ideas, etc., in order to ensure a smooth transition. Also, if possible, initially meet
with your Committee members to foster collegiality, outline goals, and to propose/discuss
Committee strategies/ideas.
1) Prepare and submit a Plan of Work to Executive Committee.
2) Attend Membership Workshop in August.
3) Prepare a letter that states the purpose of the PTA and which invites everyone to join. Briefly
mention the programs that we support. Have the PTA President, and then the Principal,
approve the letter prior to distribution. Make enough copies for students and staff members.
This is to be done the first week of the school year. Advertise the online process.
4) Advertise via social media and email system about membership, dues and how important it is
to join the PTA. Set up a table at Back to School Night to sign up new members. Have
membership forms available and change that night. Inform members they will electronically
receive their membership cards. Ask community members to join, including vendors we use
for various events throughout the year.
5) Keep accurate record of PTA membership by using the New York State PTA
MEMBERHUB. All Executive Board members, Committee members, Class Parents, and
Field Day Volunteers must be paid members.
6) Keep a record of all payments given to the Treasurer. Send money in, as soon as possible, so
that the Treasurer can make payments on time. To keep our unit in “good standing” the first
payment is due to the NYS PTA office on or before October 31. Subsequent payments
are made monthly. Final payment of dues must be received at the NYS PTA office no
later than May 31.
7) All Chairpersons and Class Parents must be a paid member of the PTA by mid-October, or
they will be reassigned by the Executive Committee. Chairperson is to review membership
roster and have the PTA secretary and/or Class Parents send reminder emails to join.
8) Membership Chair is to maintain a record of who joins the PTA per class. All classes with
100% PTA participation will receive a PTA sponsored pizza party.
9) Keep track of PTA membership awards that Unqua has earned. Share this information with
all of membership.
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10) Promote PTA membership throughout the school year.
11) Report all information and activities at PTA meetings.
--------------------------------------------

MIXED BAGS/YANKEE CANDLE FUNDRAISER
Upon assuming role of Chairperson, consult with prior Chairperson for insight,
guidance, ideas, etc., in order to ensure a smooth transition. Also, if possible, initially meet
with your Committee members to foster collegiality, outline goals, and to propose/discuss
Committee strategies/ideas.
1) Prepare and submit a Plan of Work to Executive Committee.
2) Contact a vendor to use for this fundraiser. Get approval from PTA President and Principal.
3) Distribute order forms to each student and leave some in main office for staff.
4) Collect and log order forms and money. Make a deposit of monies received to the Treasurer.
5) Once items are received at the school, they should be sorted and ready to be distributed. If
sorting at the school, please complete a Build Use Form.
6) Contact committee members to assist with sorting and distribution. If distributing through
backpacks, check with main office and Principal for a convenient time to deliver to
classroom teachers. If arranging a pick-up at the school, make sure directions are clearly
communicated to parents.
7) Report all information and activities at PTA meetings.
--------------------------------------------

MOVIE NIGHT
Upon assuming role of Chairperson, consult with prior Chairperson for insight, guidance,
ideas, etc., in order to ensure a smooth transition. Also, if possible, initially meet with
your Committee members to foster collegiality, outline goals, and to propose/discuss
Committee strategies/ideas.
1) Prepare and submit a Plan of Work to Executive Committee.
2) Consult PTA President for event date. Discuss movie(s) to be viewed. Please obtain
permission from Principal for movie(s) selection. Generally, two short movies work the
best.
3) Prepare and submit a Building Use Form. The Auditorium usually works best for Movie
Night because there is a screen in that area.
4) A projector and speakers must be supplied by the chair. The school has these items,
44
Unqua PTA Procedures [Created 2018]

however, it is not possible for a staff member to be there in case things aren’t working.
Therefore, the chair must make proper arrangements.
5) Decide on decorations, supplies need, and food/beverages to be served. Water is the only
beverage that may be served.
6) Create a ticket flyer to send home through backpacks. Make sure to get PTA President
and Principal approval prior to printing.
7) Reach out to committee members for assistance for the day of the event.
8) Report all information and activities at PTA meetings.
--------------------------------------------

NOMINATING
(*refer to NYS PTA Unit By-laws, Article VII, Section 3)
Upon assuming role of Chairperson, consult with prior Chairperson for insight,
guidance, ideas, etc., in order to ensure a smooth transition. Also, if possible, initially meet
with your Committee members to foster collegiality, outline goals, and to propose/discuss
Committee strategies/ideas.
1) Prepare and submit a Plan of Work to Executive Committee.
2) The Committee, which shall consist of four members from Executive Board and three who
shall not a member of the Executive Board, is selected/elected at November PTA General
meeting. The committee shall elect its chair. If a person has served on the committee for the
past two consecutive years and another person is interested, the person who has not served
prior shall be selected/elected over the person who has previously served. The Nominating
Chair is strongly encouraged to attend a Nominating Committee Workshop in January.
3) Nomination letters are printed, with PTA President and Principal approval, and distributed to
the whole school in January. Once all letters are collected from the PTA mailbox by the due
date requested, they will be given to the Nominating Chair, who is NOT to open any such
envelope until the entire committee meets. The nomination letters are to be opened in front
of all committee members.
4) It is very important for all information discussed during nomination meeting(s) to
remain confidential. Committee members should feel comfortable to speak freely and
openly based on a potential nominee.
5) The Nominating Committee shall nominate one person for each office to be filled, which
shall consist of a President, or 2 Co-Presidents, Vice-President, Secretary, and Treasurer. It
is the committee’s responsibility to nominate a qualified individual for any open position(s)
and that person should be seen as someone who will be beneficial to serve as a PTA officer.
A slot does not have to be filled even if a written nomination was made if the committee
deems that person not to be a good fit to serve as a PTA officer. A PTA only needs a
President, Secretary, and Treasurer to operate. A Co-President and Vice-President, are not
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necessary positions to run a PTA. The chair and its committee should contact each nominee
to verify he/she is willing to accept the nomination. This is also the case even if the
interested party has expressed a written desire to serve as an officer.
6) Nominees’ names, also known as the slate of officers, shall be keep confidential, including
from the PTA President and Executive Committee Members, until the slate of officers is
announced.
7) The slate of officers shall be announced at the March PTA meeting. Names will be voted on
during April PTA meeting and additional nominations may be made from the floor provided
the written consent of the nominee has been secured and the Chair of the Nominating
Committee has received notice at least two business days prior to the election meeting of the
candidate’s intention to run. As per Unqua’s by-laws, if one person is nominated and elected
as President, that one person will serve as President for the school. Co-Presidents are not
required.
8) Officers assume their official duties on July 1 and shall serve for a term of one year or until a
successor is elected.
9) Report all information and activities at PTA meetings.
--------------------------------------------

PARENTING & FAMILY LIFE
Upon assuming role of Chairperson, consult with prior Chairperson for insight,
guidance, ideas, etc., in order to ensure a smooth transition. Also, if possible, initially meet
with your Committee members to foster collegiality, outline goals, and to propose/discuss
Committee strategies/ideas.
1) Prepare and submit a Plan of Work to Executive Committee.
2) Organize events to encourage and foster family unity.
3) Present programs to educate both students and parents regarding current family concerns and
adolescence.
4) Compile names/addresses of graduating class for Berner Middle School’s Directory.
5) Meet with Council Committee, as needed, and ensure Unqua Elementary School’s
participation in district-wide events.
6) Report all information and activities at PTA meetings.
--------------------------------------------

PASTA NIGHT
Upon assuming role of Chairperson, consult with prior Chairperson for insight,
guidance, ideas, etc., in order to ensure a smooth transition. Also, if possible, initially meet
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with your Committee members to foster collegiality, outline goals, and to propose/discuss
Committee strategies/ideas.
1) Prepare and submit a Plan of Work to Executive Committee.
2) Determine date and time of event with President and Principal. Contact Treasurer to
review budget and meet with Committee to discuss menu, parent volunteers, selection of
vendor(s), etc.
3) Submit Building Request Forms for space to be used.
4) Create flyer and submit for approval by President and Principal. When approved, submit
for copies and drop copies to main office for distribution.
5) Purchase necessary supplies/paper goods; request dessert contributions from participating
families.
6) Reach out to committee members for help before and during the event.
7) If Pasta Night is a fundraiser, obtain and secure raffle donations months before the event.
Distribute Donation Letter to committee members to assist in collecting raffle items.
Please follow-up with a thank-you note to all who donated for the event. Create raffle
baskets and make a master list of prizes to be on hand for review or for families who
cannot attend but still want to purchase raffles. Set raffle ticket prices, with PTA
President’s approval, and sell raffle tickets at the event. Make sure name and contact
number is listed on the tickets, as winner need not be present to win.
8) Count all monies at the end of the night and submit to Treasurer as soon as event is over.
9) Report all information and activities at PTA meetings.
--------------------------------------------

PICK A READING PARTNER (PARP)
Upon assuming role of Chairperson, consult with prior Chairperson for insight,
guidance, ideas, etc., in order to ensure a smooth transition. Also, if possible, initially meet
with your Committee members to foster collegiality, outline goals, and to propose/discuss
Committee strategies/ideas.
1) Prepare and submit a Plan of Work to Executive Committee.
2) Ensure Unqua’s participation in district-wide events and attend PARP Nassau Regional fall
Conference.
3) Contact Book Fair Chairperson to coordinate theme, if necessary. PARP usually runs twothree weeks prior to Book Fair.
4) Consult with Arts/Education Chairperson to kickoff PARP assembly. Determine time
frames for distributing PARP packets, with enough lead time for signed contracts to be
returned prior to PARP kickoff date.
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5) Each week, teachers will send their tally sheets to Chairperson, who will keep an accurate
record per grade. Afterward, Chairperson will determine contracts received on time, 100%
participation, the winning grade, minutes-read total as determined by the committee’s plan of
work. Purchase prizes for weekly winners.
6) Contact committee members for any assistance needed, including help with handout,
counting tally sheets, decorations, etc.
7) Continually remind parents/students of PARP through, PTA emails, Unqua Facebook, and
Unqua Newsletter.
8) Consult bulletin board chairperson to coordinate a festive bulletin board.
9) Report all information and activities at PTA meetings.
--------------------------------------------

REFLECTIONS
Upon assuming role of Chairperson, consult with prior Chairperson for insight,
guidance, ideas, etc., in order to ensure a smooth transition. Also, if possible, initially meet
with your Committee members to foster collegiality, outline goals, and to propose/discuss
Committee strategies/ideas.
1) Prepare and submit a Plan of Work to Executive Committee.
2) Meet with District Chairperson. Attend PTA Reflections workshop during the summer.
3) Compose and distribute flyer announcing the year’s theme. Include a flyer to be sent to each
classroom and special area teacher, asking for their assistance in encouraging students to
enter the contest.
4) Distribute flyers to all student in early Fall, providing instruction for submitting projects, and
the due date for all projects. Include the link of the National rules for entries concerning each
category.
5) Send reminders, prior to the due date, to all students, restating when the projects are due.
Tell students when, and where, they are to bring their projects. Remind students to place
their name, Grade, and teacher’s name on the back of their work. Arrange collection place
and time with Principal. Arrange to have Committee people collect, and log in entries.
6) Arrange judging committee (judges need not be limited only to members of the school
community), and discuss procedures for judging. Make tally sheets for judges. Winners are
chosen by first week of December.
7) Reach out to committee members for any help needed for Reflections.
8) Notify the first-place and second-place winners only if their entry will be forwarded along for
district judging.
9) In early January, arrange to have winning entries brought to the designated Nassau County
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location for District judging, including ensuring said entries are picked up and returned to
Unqua Elementary School, when District judging is complete.
10) Contact and confirm with Massapequa Public Library (contact person: Jody Brower) that a
display case(s) at the Bar Harbor and Central Ave locations are available for Unqua’s
Reflections Entries for the entire month of February. Please arrange for work to be up
February 1 and taken down February 28. Bring a stapler and any other decorations/supplies
to assist you in decorating the showcase.
11) Arrange with PTA President and Principal, an Awards Ceremony for all participants in
March. Principal, or Assistant Principal shall attend ceremony, and PTA President or
committee member will assist with presentation at ceremony. Create an invitation and send
through backpacks to all participants. Also, email participant’s parents the invitation as well.
Order trophies and/or medals for all participants. Trophies for 1st, 2nd, 3rd, and Honorable
Mention and medals for all participants. Design and distribute Ceremony Pamphlet. Order
and/or create a Reflections Certificate to be given to all participants at ceremony.
12) Report all information and activities at PTA meetings.
--------------------------------------------

ROLLER SKATING
Upon assuming role of Chairperson, consult with prior Chairperson for insight,
guidance, ideas, etc., in order to ensure a smooth transition. Also, if possible, initially meet
with your Committee members to foster collegiality, outline goals, and to propose/discuss
Committee strategies/ideas.
1) Prepare and submit a Plan of Work to Executive Committee.
2) Determine date and time of event with President and Principal. Contact Treasurer to
verify with current insurance carrier that this is a green light event.
3) Select a venue to be used for event.
4) Create flyer and submit for approval by President and Principal. When approved, submit
for copies and drop copies to main office for distribution.
5) Purchase necessary supplies for the event, including a favor if needed.
6) Reach out to committee members to secure parent volunteers for a day of event and any
help you need in preparation of event.
7) If Roller Skating is a fundraiser, obtain and secure raffle donations months before the
event. Distribute Donation Letter to committee members to assist in collecting raffle
items. Please follow-up with a thank-you note to all who donated for the event. Create
raffle baskets and make a master list of prizes to be on hand for review or for families
who cannot attend but still want to purchase raffles. Set raffle ticket prices, with PTA
President’s approval, and sell raffle tickets at the event. Make sure name and contact
number is listed on the tickets, as winner need not be present to win.
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8) Count all monies at the end of the night and submit to Treasurer as soon as event is over.
9) Report all information and activities at PTA meetings.
--------------------------------------------

SCHOOL BOARD OF ED REPRESENTATIVE
Upon assuming role of Chairperson, consult with prior Chairperson for insight,
guidance, ideas, etc., in order to ensure a smooth transition. Also, if possible, initially meet
with your Committee members to foster collegiality, outline goals, and to propose/discuss
Committee strategies/ideas.
1) Prepare and submit a Plan of Work to Executive Committee.
2) Attend Board of Education Sessions (usually first and third Thursday of each month), in
the Administration Wing at Massapequa High School, at 8 PM.
3) Take Board session minutes, and provide a summary to Association at subsequent PTA
meeting.
4) Attend Budget Seminars with School Budget Chairperson, during which the community
is informed of the School District Budget.
5) Attend the “Meet the Candidate Night,” which informs the community about candidates
for School Board Elections.
6) Attend any special Board of Education meeting that may be announced during the year.
7)

Report all information and activities at PTA meetings.
--------------------------------------------

SCHOOL BUDGET
Upon assuming role of Chairperson, consult with prior Chairperson for insight,
guidance, ideas, etc., in order to ensure a smooth transition. Also, if possible, initially meet
with your Committee members to foster collegiality, outline goals, and to propose/discuss
Committee strategies/ideas.
1) Prepare and submit a Plan of Work to Executive Committee.
2) Attend the four (4) District Budget workshops and report all information/activities at the
next the PTA meeting. Review budget for fiscal soundness.
3) Prepare a summary and submit for publication in Unqua Newsletter.
4) Continually engage in discussions/activities with parents/families concerning the budget
process. Encourage members of the community to cast their vote on the School Budget.
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SCHOOL OUTDOOR SIGN
Upon assuming role of Chairperson, consult with prior Chairperson for insight,
guidance, ideas, etc., in order to ensure a smooth transition. Also, if possible, initially meet
with your Committee members to foster collegiality, outline goals, and to propose/discuss
Committee strategies/ideas.
1) Prepare and submit a Plan of Work to Executive Committee.
2) Obtain information to be displayed from PTA President.
3) Update school sign located outside by the Main Entrance’s front lawn. (Electronic digital
sign.) Rule of thumb is monthly. Occasionally, updates may be needed more frequently.
4) Contents to be displayed on the outside electronic sign is composed and then delivered
(via email) to the school Principal, who will then review and approve contents.
Chairperson will then electronically transmit the information to the outside sign, for
display. (Note: Obtain sign’s computer program from prior Chairperson.)
5) Check Unqua Newsletter, District websites/calendars for any appropriate events/dates to
display.
6) Report all information and activities at PTA meetings.
--------------------------------------------

SCHOOL PICTURES
Upon assuming role of Chairperson, consult with prior Chairperson for insight,
guidance, ideas, etc., in order to ensure a smooth transition. Also, if possible, initially meet
with your Committee members to foster collegiality, outline goals, and to propose/discuss
Committee strategies/ideas.
1) Prepare and submit a Plan of Work to Executive Committee.
2) Check the date and location with the Principal and fill out Building Use Request forms in
the Main Office.
3) Research and hire photography vendor/company, working out package types and dollar
amounts. PTA President signs the contract after it has been reviewed by Chairperson and
Executive Committee.
4) Schedule a make-up Picture Day and coordinate with the Fifth Grade Committee a
separate day for candid and group photos (such as staff, chorus, band, Student Council,
and Fifth Grade). Check site and space with Principal.
5) For school-wide Picture Day, obtain breakdown of classes from the Main Office or PTA
President.
6) PTA Executive Committee will choose the Committee Chairperson, and Chairperson
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cannot serve more than two consecutive years.
7) Obtain flyers from company and distribute to teachers/students. Schedule Picture Day
committee volunteers.
8) Collect monies. (This depends on which company is used, as some companies will
directly handle this.)
9) On Picture Day, have parent volunteer assist photographer, double-check money in
envelopes, verify information on envelopes, comb hair, etc.
10) Evaluate the photography vendor/company used, and plan for next year during the
spring. Have plans set before school ends.
11) The Fifth Grade Committee Chairperson is responsible to get in touch with the
Yearbook Representatives to review contract for the next 5th Grade class Yearbook.
12) Photo company vouchers should be used for financial hardships and raffles.
13) Report all information and activities at PTA meetings.
--------------------------------------------

SCHOOL SUPPLY BOXES
Upon assuming role of Chairperson, consult with prior Chairperson for insight,
guidance, ideas, etc., in order to ensure a smooth transition. Also, if possible, initially meet
with your Committee members to foster collegiality, outline goals, and to propose/discuss
Committee strategies/ideas.
1) Prepare and submit a Plan of Work to Executive Committee.
2) School Supply Agreement is signed by PTA President. To qualify for a discount, the
contract must be signed by a specific date.
3) Ask Principal for supply lists. Send lists to vendor(s) and obtain their response(s)
4) Selected vendor will send over worksheet for verification. Once items are verified and
agreed upon by Principal, vendor will print order forms.
5) Give students the order forms. When forms are received, input the information into
the computer.
6) Coordinate with Kindergarten Registration Chairperson to distribute Kindergarten order
forms in February.
7) Kits are to be delivered in June. Utilize Committee members to assist in distribution of
delivery directly to home is not an option (this depends on company used).
8) Report all information and activities at PTA meetings.
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-------------------------------------------

SENIOR AWARDS
To be reviewed by members of the Executive Committee.
1) Unqua Elementary School sponsors two $500 scholarships to be given to two
Massapequa High School seniors who meet the requirements of the Senior Award.
Winners are students who attended Unqua Elementary School. Awards are at the
discretion of the Unqua PTA. If award amounts are changed from year to year, a motion
must be made.
2) Winners are based on Unqua Elementary School PTA suggested criteria, and the
scholarships are awarded at the High School’s annual spring awards ceremony.
3) Ongoing review and administration of this scholarship is necessary. Money is to be paid
to the Massapequa High School Scholarship Committee directly by the PTA.
4) Report all information and activities at PTA meetings.
--------------------------------------------

SEPTA LIAISON
Upon assuming role of Chairperson, consult with prior Chairperson for insight,
guidance, ideas, etc., in order to ensure a smooth transition. Also, if possible, initially meet
with your Committee members to foster collegiality, outline goals, and to propose/discuss
Committee strategies/ideas.
1) Prepare and submit a Plan of Work to Executive Committee.
2) Remain abreast of current information and issues.
3) Attend Special Education PTA (SEPTA) monthly meetings.
4) Coordinate any programs initiated by SEPTA to be held at Unqua Elementary School.
5) Report all information and activities at PTA meetings.
--------------------------------------------

SPELLING BEE
Upon assuming role of Chairperson, consult with prior Chairperson for insight,
guidance, ideas, etc., in order to ensure a smooth transition. Also, if possible, initially meet
with your Committee members to foster collegiality, outline goals, and to propose/discuss
Committee strategies/ideas.
1) Prepare and submit a Plan of Work to Executive Committee.
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2) Create an account and register Unqua Elementary School on spellingbee.com.
(Scripps Spelling Bee website.)
3) Confirm Spelling Bee dates with the PTA President. (Four dates are needed: One per
Grade and the Championship date.)
4) Create and distribute initial announcement flyer for all 3rd - 5th Grade students.
5) Order awards and trophies. (Three 1st Place medals, three 2nd Place medals, three 3rd
Place medals.) Also, a 1st Place trophy, 2nd Place trophy, and a 3rd Place trophy.
Additionally, obtain gift certificates from Barnes and Noble, in the amounts of $100, $50,
and $25.
6) Create and distribute interest/permission slips, with Grade-specific study guide(s)
attached. (Guides are available on the Scripps Website page.) Afterward, upon receiving
slips, create participation lists.
7) Fill out a Building Use Request form, for the use of the auditorium.
8) Schedule volunteer times with the Committee members.
9) Print out participation Certificates for each student. (Free to customize on the Scripps
Spelling Bee website page.)
10) 1st Place, 2nd Place, and 3rd Place winners from each Grade all compete in the
Championship.
11) Register the Spelling Bee Champion on the Scripps website for Regional competition.
12) Report all information and activities at PTA meetings.
-------------------------------------------

SPRING PLANT SALE
Upon assuming role of Chairperson, consult with prior Chairperson for insight,
guidance, ideas, etc., in order to ensure a smooth transition. Also, if possible, initially meet
with your Committee members to foster collegiality, outline goals, and to propose/discuss
Committee strategies/ideas.
1) Prepare and submit a Plan of Work to Executive Committee.
2) Obtain a Plant Sale date from the PTA President and confirm with the Principal. It is
usually held on the Thursday and Friday before Mother’s Day, and obtain assistance from
Committee members. The Spring Plant Sale Pre-order is only available to PTA members
and the order form should be emailed out to PTA members only.
3) Complete a Building Use Request Form through the Main Office, for the use of the
space.
4) Place order (in accordance with allotted budget) with chosen nursery/vendor. Arrange
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for delivery the day before the sale.
5) Contact committee members to secure parent volunteers 1 to 2 weeks before the sale.
Arrange for help the night before to set up the room and to help clean up after the sale.
Day of sale, have parent volunteers wear name tags, to be provided by chair, so staff
know who parents are and can make the shopping process easier for the students.
6) Prepare an article for the Unqua Newsletter. Prepare a flyer to send home to parents.
Submit the flyer for approval by the PTA President and Principal. Remind parents to send
in bags for easy transport in an email send out.
7) At the April PTA meeting, suggest what will be done with the any unsold plants. In the
past, some have been planted in front of outdoor sign. Some are lefts by the monitor’s
desk.
8) Obtain bags for student purchases and prepare price lists for distribution to helpers.
9) Each day, count money collected and submit to the Treasurer, along with receipts for
expenses. Receive a receipt from the Treasurer, for Committee records.
10) Keep detailed records of number of sales, in order to make any necessary adjustments for
the following year’s order.
11) Report all information and activities at PTA meetings.
--------------------------------------------

STAFF APPRECIATION
Upon assuming role of Chairperson, consult with prior Chairperson for insight,
guidance, ideas, etc., in order to ensure a smooth transition. Also, if possible, initially meet
with your Committee members to foster collegiality, outline goals, and to propose/discuss
Committee strategies/ideas.
1) Prepare and submit a Plan of Work to Executive Committee.
This Committee is in charge of the following events (must consult with Executive
Committee and Principal):
a) Welcome Back Luncheon. Held first day of school that all staff reports back to school.
Confirm date and time with Principal. Utilize committee members to donate/supplement
food that is catered.
b) Half-day Luncheon. This is to be held on 1st half-day of Parent/Teacher Conference
week. Coordinate and arrange lunch for staff who will be in the building until the
evening hours for conferences. Utilize committee members to donate/supplement food
that is catered.
c) Administrative Assistants Thank You. Gifts to be given for around the holiday season.
Purchase gifts for secretaries in the main office, front desk monitors, school nurse/health
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office staff, and custodians. Usually around $25 each, at the discretion of the Executive
Committee.
d) Staff Appreciation Week. Held in Spring. Plan a staff luncheon. Arrange for the food
and utilize committee members to donate/supplement food that is catered. Purchase all
needed supplies, including paper goods, assorted beverages, and condiments. Send out
invitations to the staff to attend the luncheon. Set up the luncheon and assist during, and
clean up afterward. The President may also make additional staff appreciation requests.
**Welcome Back Luncheon and Half-day Lunch are not part of Staff Appreciation
Week, therefore are to be organized and held depending on the budget for that
school year.**
2) Report all information and activities at PTA meetings.
--------------------------------------------

UNQUA ELEMENTARY PTA FACEBOOK PAGE
The PTA President will be act as the administrator of the Facebook page. The PTA
President shall assign one other person to serve as administrator, in their absence or
inability to access or use Facebook.
1) Maintain and update the Unqua Elementary School PTA Facebook page in a timely
manner to include flyers and events happening at Unqua. Also, post pictures of
events/activities that have taken place to keep parents updated.
2) Keep information current and updated regarding the PTA and school.
3) Report all information and activities at PTA meetings.
--------------------------------------------

UNQUA NEWSLETTER
Upon assuming role of Chairperson, consult with prior Chairperson for insight,
guidance, ideas, etc., in order to ensure a smooth transition. Also, if possible, initially meet
with your Committee members to foster collegiality, outline goals, and to propose/discuss
Committee strategies/ideas.
An Unqua Newsletter is not necessary. It would be a great addition, but certainly not
required.
1) Prepare and submit a Plan of Work to Executive Committee.
2) Prepare a monthly or quarterly newsletter with the approval from the PTA President and
Principal. Contact Committee members for upcoming events.
3) Include a PTA Calendar for upcoming events. Highlight PTA events and/or news.
Include fun information, such as teacher/staff interviews.
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4) Decide with PTA President about distribution of newsletter. Whole school, PTA
members only, email newsletter, print a copy, etc.
5) Report all information and activities at PTA meetings.
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