
PTO Committees 2011-2012 
 

 

The letter symbols designate the following: 
 
 

P Programming Committee:  Plans events for the NEES community 

C Communication Committee:  Coordinates PTO Communications 

F Fundraising Committee :  Raises funds to support PTO efforts 

V Volunteer Committee:  Coordinates volunteer efforts within the school 
 
 
 

ARCH REPRESENTATIVE: (C)    
This volunteer will attend district ARCH (Area Residents Caring and Helping) meetings and 
report related information to the PTO.  ARCH is a local organization that provides 
opportunities to be educated about alcohol, tobacco and other drug issues that affect the 
youth in our community.  The ARCH Representative attends a monthly meeting, often in the 
evening, and submits the notes to the VP of Communications (1-2 hours per month). 

 
ART GOES TO SCHOOL: (P) 
This committee chairperson is part of a district-wide committee.  There are weekly 
meetings (Oct.-Dec.) to learn about the artist and/or work of art.  Committee members 
teach the information to New Eagle students.  A minimum of five presentations within the 
T/E School District is also required.  This is a great activity for anyone who enjoys working 
directly with children.  Many volunteers are needed. Volunteer time can range anywhere from 
2-10 hours. 

 
BEAUTIFICATION: (V) 
This committee is responsible for helping to maintain and improve the appearance of New 
Eagle both inside and outside the school building.  Committee members plant the 
flowerbeds around the school grounds and keep and eye on the plantings year-round.  
Inside the building, this committee oversees the installation of handprint tiles in the library 
each fall.  Typically there is a fall clean-up and a spring planting – commitments are anywhere 
from 1 hour to 3 hours.  The same applies for the handprint tiles in the library. 
 
 
BOOK FAIR: (F) 
The chairs of this event are responsible for working with the vendor and running a 
weeklong fall book fair.  Volunteers are scheduled to set-up, staff and disassemble the book 
fairs.  Chairs of this committee also work with representatives of Barnes and Noble to 
arrange for our yearly book shopping nights at the store.  Committee chairs spend a 
significant amount of time organizing the book fair.  Volunteers can spend anywhere from 1-
2+hours  setting up/breaking down the fair, or volunteer for a 1-2hour shift during the fair. 
The week-long book fair occurs once per school year during the fall months.   

 



 
BUILD REPRESENTATIVE: (C)  
The BUILD (Better Understanding for Individuals with Learning Differences) representative 
review mailing from the district-wide BUILD committee and places information and 
committee activity reports in the school newsletter.  Representative attends BUILD 
meetings (5 annually) and communicates to interested parents. The BUILD committee meets 
about 6 times during the school year.  The meetings are in the evening and last about 1 ½ - 2 
hours. 

 
BULLETIN BOARD: (C)   
This committee is responsible for decorating and updating the PTO bulletin board in the 
school lobby.  The bulletin board design is changed 6-8 times during the school year. 
Minimal time required.  Some creativity needed.   About 15-30 minutes per month. 

 
CHARACTER BUILDING: (P) 
This committee assists and supports the programs and initiatives of the NEES guidance 
department, Principal, and District, including pep rallies, classroom activities and parent 
workshops and training.  Members of this committee work closely with an active group of 
teachers who meet regularly to plan for Character Building programs and events. Volunteer 
time can range anywhere from ½ hour pep rally to multiple total hours for planning the year. 
Many levels of participation possible. 

 
CLUB PROGRAMS: (P) 
The school club program offers before and after school programming for NEES students.  
The chair coordinates with teachers to determine club offerings and runs club registration.  
Most clubs are offered for 6-weeks during either the fall or spring session.  Chair of clubs 
also oversees other extra-curricular programs that may be made available to NEES students 
by outside vendors in conjunction with the PTO such as Science Explorers and Lingua Zone 
language classes. Time spent can range from a few hours a year to multiple total hours, 
depending on what level of commitment volunteers choose. Many levels of participation 
possible. 

 
COMMUNITY OUTREACH: (P) 
Members of this committee help to plan and coordinate community service activities such 
as food and clothing drives and MLK Day activities. Time spent can range from a few hours a 
year to multiple total hours, depending on what level of commitment volunteers choose. Many 
levels of participation possible. 

 
 
CULTURAL ARTS: (P) 
This committee is responsible for arranging enriching assembly programs for the students 
throughout the school year.  Members help search out, preview, select and book quality 
performers, i.e., actors, dancers, musicians, storytellers, and puppeteers.  There is also an 
opportunity to meet with other schools in the district for information sharing and to 
participate in the district cultural arts program. Volunteers can spend a few hours a year or 
multiple hours per year, depending on the level of commitment chosen.  Multiple cultural arts 
program occur throughout the school year; many levels of participation possible. 



 
DIRECTORY AD SALES: (F) 
Chair is responsible for the sale of advertisements in the annual PTO directory.  Time spent 
is variable, and once the ads are compiled, there are no further responsibilities for the 
remainder of the year.  

 
DIRECTORY COMPILATION: (C)    
Chairs responsible for coordinating with the New Eagle school secretary to collect directory 
information for each family including email addresses.  All necessary information is collated 
and edited to prepare directory for printing.  Large amount of time required at the end of the 
summer and beginning of the school year to compile the information.  Once the directory is 
completed (in September), nothing additional is needed for rest of the year. 

 
DIRECTORY DISTRIBUTION AND SALES: (F) 
Chairs are responsible for collecting orders for the directory and distributing the directories 
when they are available. In the past, all checks and order forms have gone through the 
Assistant Treasurer.  This can be time consuming, and help is always appreciated! 

 
DIVERSITY COMMITTEE REPRESENTATIVE: (C)  
This volunteer represents the New Eagle PTO at the monthly T/E Diversity Committee 
meetings.   Information learned is shared with the PTO. The DIVERSITY committee meets 
once a month about 6 times during the school year.  The meetings are in the evening and last 
about 1 ½ -2 hours. 

 
FAMILY ICE CREAM SOCIAL: (P) 
Chairs organize this family “welcome back to school” event held during the first week of 
September.  Chairs spend a large amount of time organizing and planning this event, shift 
volunteers can spend as little as half-an-hour helping at the event.  No other responsibilities 
after the event is complete. 

 
FIELD DAY: (V) 
This committee works with the gym teacher in planning Field Day games and activities.  
Members assist the gym teachers in recruiting and organizing volunteers.  Field Day is held 
in late May. The committee chair works directly with Kim Ryan (NEES Physical Education 
Dept) on Field Day handling all logistics. Recruiting and organizing volunteers is handled by 
Kim Ryan via a flyer home to parents.  The time commitment for the committee chair is all day 
(7 hours) on Field Day, and for  game volunteers, it can be a whole day or a half day (3 hours). 
 
 

FIRST GRADE LUNCH ORIENTATION: (V) 
Volunteers assist the first graders in the cafeteria during the first two weeks of school.  
Chairs coordinate the volunteer schedule.  Committee Chairs – time commitment involves 
recruiting volunteers and scheduling them – this is done during the last week of summer and 
the first two weeks of school.  Time for volunteers is the 5 minutes before lunch starts and the 
20 minute lunch – total of about 25 minutes. Nothing else is required after first two weeks of 
school. 

 
 



FIRST GRADE PUBLISHING CENTER: (V) 
This committee organizes parent volunteers to assemble manuscripts written by the first 
grade students into bound books.  This activity takes place each spring.  Homeroom 
coordinators assign 3-4 parents to type the books for their class, with teacher instruction.  This 
may take the parents an hour or two to type 4-5 books.  However, there is a large time 
commitment involved in binding the books into the final product. 

 
FLITE  REPRESENTATIVE: (C)    
This volunteer is the liaison between the PTO and FLITE (Foundation for Learning in 

Tredyffrin-Easttown).  The primary role of this representative is so act as the contact for 
the organization to ensure certain information is included in PTO Blast , Newsletter 
and/or distributed within the school.  Minimal time commitment required. 
 
FOURTH GRADE COMMITTEE: (P) 
This committee organizes and fundraises for the events planned for the 4th grade class 
including the 4th grade graduation ceremony and party.  Time spent is variable; volunteers 
can determine their own level of commitment. 

 
GRADE COORDINATOR: (V) 
One coordinator per grade will serve as a liaison between the team leader teacher and the 
homeroom coordinators for her grade to enhance and assist with the various grade-wide 
projects and functions throughout the year.  The coordinators report to the PTO VP of 
Volunteers.  Grade Coordinators are busy the last week of summer getting homeroom 
coordinators in place.  This role requires a bit of time each month, with some months being 
more involved and labor intensive depending upon grade activities. (i.e. Rain Forest, Chinese 
Feast, Sock Hop) 

 
GREEN COMMITTEE: (P) 
This committee coordinates and plans activities that make positive changes in and around 
our school, and help students learn about caring for the environment.  This committee could 
possibly pair up with the Beautification Committee for some events as well.  Time spent is 
variable depending upon what the chairs and volunteers choose to plan and implement.  There 
is a lot of flexibility in determining the focus and direction of this committee. 

 
HEALTH AND SAFETY COMMITTEE: (P) 
This committee addresses issues that relate to the health and safety of students at NEES.   

 
HOMEROOM COORDINATOR : (V) 
One parent in each homeroom serves as coordinator for the parents in the class for various 
projects and functions throughout the year.  These positions are assigned at the beginning 
of the school year.  Homeroom Coordinators spend a bit of time each month communicating 
with parents and organizing various classroom events/parties, with some months being more 
involved and labor intensive depending upon grade activities. (i.e. Rain Forest, Chinese Feast, 
Sock Hop.) 
 

 

 



 
KINDERGARTEN TEAS: (P) 
This committee is responsible for organizing the welcome teas for kindergarten parents.  
These are held in parent homes and the Principal and PTO President attend. Each tea is 
about 1 ½ - 2 hrs and the preparation includes preparing invitations and organizing 
committee members to supply food/drink/supplies.  The teas are conducted in September, and 
after they have occurred, no additional responsibilities exist for the remainder of the year.  

 
LEARNING FAIR: (P) 
Chairs develop the criteria and work out the logistics for this annual science/learning fair 
for New Eagle students.  Fair is usually held in February. Time spent is variable. Committee 
Chairs spend multiple hours planning and organizing the fair.  Volunteers can work half hour 
shifts when classes visit the fair, and/or assist with set-up and break-down.  

 
LIBRARY VOLUNTEERS: (V) 
The chair of this committee works with the librarian to design a schedule for library 
volunteers.  The chair fills the desired timeslots and coordinates with the volunteers.  
Parent volunteers commit to working a regular shift once every week or every other week.  
Responsibilities include assisting the children with checking out books, re-shelving books, 
and helping with other library projects.  Volunteers work 45-minute shifts one day every 
week. 

 
NEW EAGLE COOKBOOK: (F) 
The New Eagle Cookbook is a new committee for the 2011-2012 school year.  The chair of 
this committee will organize the collection of recipes from parents, teachers, and students 
and then direct the compilation of the New Eagle Cookbook.  Additional details will be 
provided as the committee is formed.  

 
NEW FAMILY ORIENTATION COMMITTEE: (C)    This committee welcomes new families 
to New Eagle throughout the year and plans the new family orientation in the fall. The New 
Family Orientation is held in late August just prior to the start of school.   Time is needed in the 
weeks prior to this event to organize as well as to attend the event – probably 6-10 hours total. 

 
NEWSLETTER: (C)   
The editor is responsible for compiling and publication of the newsletter, which is included 
monthly via a longer PTO Blast in Constant Contact. Newsletter takes 2-4 hours per month to 
compile the information and create the newsletter.  This can be done at your convenience. 

 
 
OUTRIGHT APPEAL LETTER: (F) 
This small committee will be responsible for coordinating the late-summer mailing of an 
outright appeal letter to New Eagle parents and will track incoming donations. They will 
also print and mail thank you letter to donors.  Both the appeal and thank you letters are 
form letters.  This is a great opportunity for someone looking to help out, but who is not 
available to be at the school regularly.   

 

 



 
PARENT SOCIAL: (F) 
This committee is responsible for planning and running a social for the New Eagle parent 
community.   The Pay-to-Play Fundraiser that occurs at the Parent Social was introduced in 
April 2011 and was a great success (see below).  Committee members help with putting 
together and distributing invitations, advertising the Social through school newsletter and 
weekly PTO Blast, and assist setting up, working and breaking down the event.  Time 
commitment can be anywhere from 1 hour at the event to attending regular planning 
meetings leading up to the event. 

 
PAY TO PLAY: (F) 
This committee is responsible for organizing New Eagle’s second annual Pay to Play 
fundraiser. Committee volunteers will solicit goods and services from parents, community 
members and local merchants to be included in the Pay to Play fundraiser at the Parent 
Social. Volunteers will help market the event, assist with preparing sign-up lists and props for 
the event and gather final participation lists when the event is over.  Committee will meet a 
few times leading up to the event.  

 
PIZZA BINGO: (P) 
This committee organizes an evening of pizza and bingo for the school community.  The 
event usually takes place in the winter. Time spent is variable.  Multiple hours are spent 
planning and organizing the event, however volunteers may also participate via a half-hour 
shift during the event (helping with food and/or prizes). 

 
PUBLIC RELATIONS: (C)   
The chair is responsible for covering various New Eagle events and taking photographs or 
videos that can be sent to local newspapers, submitted to T/E TV, and/or used on the PTO 
website.  Volunteers from various committees should also help by submitting pictures from 
significant PTO events.  Time to cover the PTO events – however you can ask for volunteers to 
take photographs at events you are unable to attend. Need some flexibility in your schedule as 
well as contacts at local newspapers. 

 
SCHOOL SPIRIT: (P) 
This committee works to encourage New Eagle school spirit in a number of ways which may 
include assisting with organizing pep rallies and sponsoring school “spirit days.”  The 
primary role of this committee is to submit reminders in the PTO Blast regarding upcoming 
Spirit Days, send home reminders to students the week of the Spirit Day, and/or 
coordinating a visit from our school mascot, Swoop.  Volunteers may spend about a half-hour 
assisting with a pep rally, and most of the Spirit Day correspondence can be done at home. 
 
 
SCHOOL STORE: (F) 
The chair is responsible for ordering and stocking the store, scheduling the students, and 
keeping financial records.  The store is open three mornings/week before school from 
September to May and is run by 4th grade volunteers and their parents. Time commitment 
involves working the store a few times during the year to oversee fourth grade helpers. The 
school store is a large part of the 4th grade fundraising initiatives. 

 



 
SCHOOL SUPPLY PACKS: (F) 
This committee is responsible for the organization, sale and distribution of school supply 
packs made available to parents for ordering in the spring and placed in the classrooms of 
the first day of school for students.  The chairs will select the vendor and work with the 
teachers to order the appropriate school supplies for each grade.  Time commitment is high, 
but primarily during the early spring months.  A good bit of time is spent during the spring 
months gathering supply lists, obtaining quotes, distributing order forms and submitting 
orders. Volunteers are also needed one day in late August (prior to the start of school) to help 
distribute the packs.  

 
 

SKATING PARTY: (P) 
This committee is responsible for coordinating, advertising, and running a skating party to 
take place during the school year.  New for 2011: this committee will also coordinate the 
availability of snacks during the party. Time spent is a few hours scheduling and planning the 
party; volunteers may offer less amounts of time by working a shift during the 2-hour party. 

 
 

SPECIAL AREAS COORDINATOR: (V) 
The Special Areas Coordinator acts as the liaison between the Special Areas teachers 
(Physical Education, Art, Music, Library) and the PTO.  This is a new position for the 2011-
2012 school year.  Monthly correspondence is anticipated, time spent is variable. 

 
SPIRIT WEAR: (F) 
The chair works with a vendor to develop the design, color, and style of shirts or other 
items to be sold.  Time spent is variable and includes selling spirit wear throughout the school 
year.  This committee also is responsible for advertising spirit wear availability (submissions in 
the PTO Blast, a flyer home to parents, etc.). 
 
 
SPRING FLING/FAIR: (F) 
Chairs coordinate, organize and run the school spring fair which includes making 
arrangements with a carnival game supplier, food vendors, and other merchants.  The 
committee must also arrange parent volunteers to run the game booths, sell tickets, and 
distribute prizes.  This committee needs many volunteers. Meetings begin in March, and is 
good for parents who work outside the home and are interested in getting involved.  A lot of 
the legwork can be done from home and in the evenings.  Time commitment is mostly in the 2-
3 spring months leading up to the fair.  

 
 

T&E CARE REPRESENTATIVE: (C)    
This volunteer is the liaison between the PTO and the T&E Care Organization who acts as 
the contact for the organization to make sure certain information is included in PTO 
Blast , Newsletter and/or distributed within the school.  Minimal time commitment required. 
 
 
 
 



 
TEACHER/STAFF APPRECIATION: (V) 
The chairs of this committee organize volunteers to bring food, set up and clean up from the 
winter breakfast and end of the year luncheon honoring New Eagle teachers and staff.  This 
committee also plans the Teacher/Staff Appreciation week that takes place in May each 
year.  Committee chairs spend a few weeks before winter break busy planning the winter 
breakfast, and 1-3 hours the day of the breakfast.  Volunteers can sign up to help with set-
up/clean-up, or simply provide and drop-off food for the breakfast.  The same applies for the 
end of the year luncheon. 

 
VOLUNTEERS-AT-LARGE:  (V) 
Members of this committee are called upon throughout the year to help with a variety of 
events such as Vision and Hearing Screenings, School Pictures, Lost and Found, 
Refreshment/Bakers (baked goods for various events), and processing corporate rebates.  
The chair of this committee is responsible for sending out emails to members of this 
committee to fill volunteer slots, submitting volunteer requests (when needed) to the PTO 
Blast, and keeping track of/maintaining communication between the volunteers recruited 
and the events for which they are assisting. Depending upon the event, volunteer time can be 
a as much as 3 hours at a time for something like the health screenings to the amount of time 
it may take to bake brownies at home. 
 
WEBMASTER: (C)  
This person is responsible for managing the New Eagle PTO website. A couple hours per 
month to maintain website – can be done in the evening or whenever is convenient. 
 


