Job Description

Board Position: Parent Programs
Brief Summary of Job:

Plan and coordinate parent oriented programs on a variety of parenting and educational topics, public forums on the schools, workshops, and (occasionally) humorous/musical performances designed for parents.  Programs include guest speakers and performers, from local school staff to nationally known individuals.  Attempts have been made to coordinate with neighboring school systems and organizations within Hopkinton (SPEAC).  The number of programs is flexible.  In the past, we’ve tried to plan one program every month or so, as a “draw” for folks to attend the monthly general meetings.  We’ve shifted somewhat, to include school-specific programs (math curriculum, writing workshop, risky behavior of adolescents, etc.) and reduce the number of monthly general programs.  Over the past 2 years, we have averaged 4-5 parent programs each year.

Specific Responsibilities: (If there are specific timeframes and contacts for an activity, please include them)

· Identify potential speakers, topics and costs and develop proposed list of options.  Seek input from PTA Board, school administrators, teachers, parents, etc. It is best to have as many programs scheduled by mid-summer as possible. – speakers book up early, plus we like to have the info to include in the Source Book which gets finalized in early August.

· Coordinate schedule with President and Secretary.  Many of the programs are timed for the General Meetings, so you need to have close coordination.

· Contact Holliston PTO President and/or PTO parent program persons to discuss possible joint offerings.

· Contact SPEAC to plan possible joint offerings.

· Contact selected speakers to discuss presentation content, fees, dates and general logistics.

· Prepare calendar of Parent Education offerings for the school year.  Provide information to be included in the Source Book (early August).  Distribute at the first HPTA General Meeting and at appropriate times throughout the year.  

· Prepare display table for the first HPTA General Meeting.  Prepare and distribute handouts on parent education topics of interest, the Parent Education Calendar.  Seek volunteers to assist with publicizing events.  Discuss potential topics of interest with attendees.

· Send contract(s), travel directions, advance checks for fees (if applicable) to planned speakers.  Speaker fees/expenses are arranged with HPTA Treasurer.  Monitor budget/expenses.

· Coordinate room arrangements.  Contact speaker to assess needs (handouts, A-V equipment, Powerpoint presentations, podium, microphone, etc.). You can either communicate needs to HPTA Secretary (who will make arrangements) or make these arrangements yourself.

· Arrange for or prepare flyer to advertise event.  Flyers must be submitted to the Superintendent’s office for approval prior to distribution.

· Arrange publicity for events.  This may include but is not limited to:

-
 flyers in backpacks to Elementary School Students, flyers or mailings to Middle School students, and mailings to High School Students

-
posting on web page (HPTA and/or individual schools),

· posting on Cable TV (HCAM), HopNews,

· posting in HPTA newsletters (Runner and Postscripts)

-
posting on Sandwich Board in center of town (contact

Communications Chair for posting)

-
listings in calendars of local papers (Metrowest News, Hopkinton

Crier, Independent),  

-
e-mail to HPTA members

-
flyers or posters in community (Library, Town Hall, Hopkinton Drug, Colella’s, Hopkinton Gourmet, etc.).  

-
invite press to cover presentation (HPTA publications, local papers, local cable).

· Prepare participant feedback form to evaluate presentations (if you want to). Summarize findings and report to appropriate individuals.
· Write thank you notes to all speakers.
Key Individuals You Have To Work With:

· HPTA President/Vice President (for coordination of dates and suggestions for programs)
· Holliston PTSO President and Parent Ed person
· Speakers, Publicists
· HPTA Secretary (for coordination of dates and venue)
· HPTA Treasurer (for checks/reimbursement/cash boxes)
· HPTA Communication (for help with publicity)
· HPTA Corresponding Secretary (for emails to membership)
· HPTA Hospitality (refreshments are served at some programs)
Learnings to Pass On: (This could include what went well, what you would do differently, things to watch out for, etc.)

· Job definitely requires at least 2 people - perhaps even a committee!

· Confirm all speakers.  Call 2 weeks in advance to review details.
· Begin planning early.  Recommend 6 weeks to 1 year in advance (the latter is for some national speakers).  Make initial contact with speakers as soon as possible as popular speakers can be booked 1-2 years in advance.
· Consider more practical rather than purely “theoretical” programs.  For example, instead of a national speaker on parenting, consider having school guidance counselors talk about age-relevant issues; or, coaches talk about pros and cons of early involvement in sports
· Whenever possibly, link local resources with program (ie: involve school guidance counselors or local police).
· Consider less, more focused programs through out year.  Don’t plan a lot for Sept./Oct.  Too many things going on.
· Perhaps work more closely with School VPs to help plan programs  (each school has a program focused for their age).  Also helps with resource issues.
· Consider asking for RSVPs for material purposes and to monitor interest level.
· As value add for HPTA members, have raffle at program (best if item raffled is connected to program).  Tested this idea in 2002 with a lot of positive response.
· Have a back-up if original speaker does not work out.  Preferably an easy to schedule speaker who has a flexible schedule (e.g., local school personnel like guidance counselors, staff from Superintendent’s office – they can speak as experts on educational issues and local issues.  You could also use the HPTA VPs to do a Q&A panel on what’s happening at each of their schools.).
· Use a core group of volunteers to assist with photocopying and distribution of flyers.
· Consider some daytime programs.  Evening ones have been poorly attended in the past year (Holliston also experienced the same thing).
· Performers oftentimes have costs in addition to what’s in their contract.  For example, musicians may require a sound/lighting company, refreshments for their dressing room, and even a limo.  Be sure to include these in your cost estimate.  You can usually find out about these “other” items by reviewing the contract.
· Set priorities for Parent Programs – there are always a lot of ideas and people wanting programs. Parent programs can’t accommodate them all.
Documentation Attached: (Copies of flyers, forms, articles, etc)

· Sample of Parent Program Flyer

· Sample of Parent Programs Schedule
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