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Presenter
Presentation Notes
Welcome to the 31st District PTSA President Training! We are so excited to have you here. Thank you for your time. I have set times to answer all of your questions during this training, so as you think of them, please type them into the Chat box and I will take them one by one. I will address all “general issue” questions at this training, if you have something very unit specific. I will have a recording of your question and I will follow up with you personally to address it. 

My name is Barbara Smith and I am your 31st District PTSA President, this is my second year of my term. This virus has taken everything we have ever done and changed our worlds forever. What once was, is no more. And flexibility and a good sense of humor will take us into the new world. Just be aware everything I tell you today, is true today. By the time August rolls around, we may be living in a whole different world. I can tell you with confidence that Parent Groups will not be on campus, so as you work with your Administrations, Executive Board and Associations – you need to think outside the box on how to accomplish as much as possible off campus. Let’s get started. 


My Life As A PTA President

£ patience S B
m_‘;‘hrﬂ‘fﬂry g an"II d delggaticn
L= caring S92 lowie ge resilience understanding
mlu“ﬂ"ms

huave PTA PRESIDENT ket

creatiyitys g fiexibility - orgapization

i

time =E =

Leadership Development Presentation
315t District President Training


Presenter
Presentation Notes
 Welcome and Introductions
 Handouts - Briefly review handouts and see if everyone has them
 Questions – Explain how you will handle questions in the workshop.
 Index Cards - You can use these to write down any questions you have that we haven’t covered. Add your name, PTA unit and contact information so we can get back to you.
 Evaluations – Remember to fill out and hand in an evaluation before you leave today.  This helps us in planning our future workshops.


B
Workshop Overview

*The Power of PTA
* Mission, resources, policies, bylaws

*PTA President — Key Roles
*PTA Planning — Getting Started

*Managing Your PTA — How To’s

California State
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Presenter
Presentation Notes
 Our goal today is to give you enough key information about the big picture of PTA for you to be empowered as a PTA president.
Review points on slide
 Talking about the PTA brand, our resources and best practices will help you get started so you have a successful PTA year.


Job Description

* http://downloads.capta.org/toolkit/print/JobDescriptions.pdf
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Presentation Notes
President Job Description

http://downloads.capta.org/toolkit/print/JobDescriptions.pdf

'S
The Power of PTA

PTA Basic Policies

*Noncommercial

*Nonsectarian

*Nonpartisan

California State
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Presenter
Presentation Notes
PTAs are designated as 501(c)(3) nonprofit organization by the IRS. 
 So, certain requirements & policies must be adhered to.  
Non Commercial – Means we don’t endorse or promote products, businesses or services
 Name "PTA” is a registered service mark and officers’ name can’t be used to promote commercial activities of other organizations. 
 Before accepting donations, a PTA should consider if this might be seen as endorsing the provider.
Non Sectarian – Means that we are an inclusive, diverse and welcoming organization.
 Respect all religions, cultures, beliefs (and, don’t support one faith over another)
 PTAs welcome everyone & our members represent a diversity of cultures, ethnic backgrounds, political beliefs and faiths across the nation.
Non Partisan – Means we don’t support or oppose political parties or candidates, including those running for nonpartisan positions like school board
 PTA name or titles not used for political campaigns.
 However, a PTA can adopt a position to support or oppose issues related to the health, safety, education, or general well-being of children and youth.
 This can only be done in line with IRS requirements for PTA's tax-exempt status. 
 (With funds allocated that are less than 5% of your annual budget.)
 Nothing in the law or PTA bylaws prevents members as individuals from exercising their civic responsibilities in personal and partisan ways, including running for office.
See HANDOUT - Nonprofit Basics for PTA Leaders




The Power of PTA

PTA Bylaws —

Your GPS
What is in them?

valifornia State
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Presentation Notes
Ask question and take 3-4 answers
 Bylaws are your GPS with basic information to help you run a PTA and keep focused on doing great things for kids.  
Question - How many have a copy of your unit bylaws? 
 If no one has a copy in your unit, check with your council/district PTA..
See Handout: Unit Bylaws Information Summary - Use it to walk through the content of bylaws
. 


The Power of PTA

Bylaws tell you about ...

Membership

Association
Name ID
Numbers

California State
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Boards +
Elections

Policies
Actions
Procedures

Committees

Meetings
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Presentation Notes
What’s in Bylaws? – Includes information on:
 Membership - Tell you how to define and become a member as well as the amount of your dues plus membership due dates
 Board – List what officers you have, how they are elected and what they do as board members.
 Elections – Tell you about the nominating committee and when and how it’s elected
 Standing Committees – Show what they are, what they do and how they are formed.
Also list other things such as:
 Name - Official PTA name and ID numbers. 
 Policies/Actions - Basic policies and required actions like  Audits 
 Procedures – Outline how to handle PTA funds and how to revise bylaws
 Meetings – Indicates when board and association meetings are held and what quorums are needed to approve motions and business.
It’s useful to go through bylaws together as a board each year. 
 That way, everyone is on the same page on what is required and who does what.
 Also good to revise bylaws every 3 years.

90% of the questions you have about PTA. The answer can be found in your Bylaws. If you don’t know what I am talking about and have never seen your units bylaws, then reach out to me and I will get you a copy. I am sure there is a copy at your school, it might be propping a door open or something, but these are the holy grail to running your unit. When are your meetings – there are in the bylaws, what are your dues – bylaws, what is your Charitable Trust Number, Tax ID, etc – Bylaws. Everyone on your Executive Board needs to have a hard copy of your bylaws


B
PTA President — 3 Key Roles

Communicator

*Link families, school & community together
*Coordinate work of officers/chairmen
*Run meetings, prepare agenda

* Approve all materials (with principal)

Californ asme_ CONNEETTNG
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Presentation Notes
See: Handout:  What Every PTA President Should Know
Communicator - Your main job as a PTA president is to act as the communicator for PTA, linking families, school and community together. 
 This lets you facilitate conversations among the different groups to support student success. 
 By keeping everyone in the loop, you earn the respect and trust of your community.
 This helps maximize PTA’s influence in improving the lives of all children and their families.
Coordinate – You also coordinate the work of officers & chairmen & help them stay on task.
Run Meetings – The president chairs all meetings of the board and the association.
 Also prepares agendas on what PTA business needs to be handled for a meeting.
Approve Materials - All PTA handouts and materials are approved by the president and school principal before printing or distributing.  
 Principal responsible for accuracy of school information, compliance with Ed Code and school district policy.  
 President responsible for accuracy of PTA information & compliance with PTA policy.
Learn More - President’s roles in Bylaws. And, full job description is in the Toolkit.


.

PTA President — 3 Key Roles

Facilitator — Financial Procedures
*Sign payment authorizations & contracts

*Sign checks - Authorized check signer

*Ensure reports done & sent to council/district
* Budgets, Audits, Annual Financial Reports

California State
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Presenter
Presentation Notes
See Handout: What Every PTA President Should Know
Facilitator - A president plays a key role as a facilitator to ensure that particular financial procedures happen.
 As outlined in the bylaws, the president signs:
 Authorizations for payments along with the secretary
 Contracts approved by board & association (along with 1 other officer)
 PTA checks with another authorized check signer as listed on your bank PTA bank account.
Remember:
 Bylaws list authorized check signers. They include the president, treasurer and one or two other elected officers, excluding the secretary and auditor.
 As an authorized check signer, you can’t be related by blood or marriage or reside in the same household as other authorized signers for your unit’s financial accounts.
 Financial Reports - In addition, president works with the treasurer and auditor to ensure their reports are completed, approved and submitted to council/district PTA. by the due dates.


B
PTA President — 3 Key Roles

Collaborator
- Official contact WoRLps
. . . 'ﬁﬂ'&mﬁw !
* Meet with principal regularly e
Sipey

» Attend council/district meeting.

Other assigned duties
* Appoint Parliamentarian, Chairmen, Committees
« Submit Annual Report — Volunteer Hours
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Presentation Notes
See Handout: What Every PTA President Should Know
Collaborator – The  president is the point person for PTA.
 As a PTA representative, president collaborates with other PTA branches, the school and community groups to strengthen these partnerships.
 Official Contact – Presidents are listed as the official contact for a PTA.  
 That means they receive mail, email and e-news from National, State and District/ Council PTA .
 Principal – President meets regularly with the principal to build a good working relationship. 
 This lets them stay on the same page to coordinate PTA activities with school activities.
 Council/District Meetings – You also represent your unit by attending council and district PTA meetings. If you can’t be there, remember to send a representative.
Other Assigned Duties – This includes activities such as:
 Appointing parliamentarian, chairmen and committee members. And, these appointments are ratified by the board and association.
 Ensuring Annual Report of your unit’s volunteer hours is completed and sent through channels to PTA District. (Report due in May)
 Completing other duties listed in bylaws or assigned by the association. 
 For example, the president might be a spokesperson for a unit at a school board meeting.


QUESTIONS?
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Executive Board — Working Together
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Presenter
Presentation Notes
 An important part of a PTA president’s job is overseeing the executive board so everyone works effectively together.
 So, let’s take a few minutes to look at what the role of the executive board is in running a PTA so you have a good overview.
 For board meetings, the president puts together an agenda a couple of weeks before the meeting.
Question – What’s on an agenda? Take 2-3 responses
 See next slide for Sample Agenda


ABC PTA

1234 Sunshine Way, Rainbow, CA 56789
Executive Board Meeting — October 18, 2015 (4pm-5pm)

Call to Order

» Attendance

* Approval of Minutes
* Reports

Financial | President | Principal | Teacher Rep. |
Officers | Committee Chairmen

- Unfinished Business
 New Business
 Announcements
Adjourn

California State
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Presentation Notes
This is a sample Executive Board Agenda.
Briefly explain each item on the slide
 Minutes – Minutes are approved either “as written” or “as corrected”
 Financial Reports - These include the treasurer’s report as well as motions to approve actions.
Examples - A motion to ratify expenses and a motion to approve newly presented bills.
 President’s Report - Includes information from council and/or district meetings.  
 It could also include updates on meetings with the principal or a community organization.


B
Executive Board — Working Together

*To Do List
*Run & Manage Your PTA

* Pay bills
* Create committees
* Fill vacancies

*Communicate & Collaborate
° Participate in meetings
* Present reports to board & association

California State
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Presentation Notes
Essentially, the board oversees the day to day running of a PTA.
 Its main duties are listed in your bylaws and include:
Manage Your PTA by:
 Paying bills
 Creating committees - To carry out the work of the organization. 
 Filling vacancies - When there’s a vacancy in office/chairman position during PTA year, the board is responsible to fill the position by electing a replacement. 
Communicate & Collaborate by:
 Attending all board and association meetings to stay in the loop
 Providing reports to board and association at each meeting to let everyone know what they are working on.
 For an association meeting, report includes board recommendations for: 
 Adoption of the budget and audit reports
 All programs/projects and fundraisers
 Approval/ ratification of all expenditure



S
Executive Board — Working Together

To Do List

Protect Your PTA’ s Assets
* Review & understand financial reports
* Use best practices to handle funds

Fiduciary Responsibility

Shared responsibility of all
board members as stewards
California State of PTA assets.

PIR -
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Presentation Notes
Board members also share the ‘Fiduciary Responsibility’ to be good stewards of PTA assets.  It’s not just the job of the treasurer.
As a board member, you are responsible for protecting the assets of your PTA.
 That’s why, it’s important for board members to:
 Review and understand financial reports to ensure they are accurate
 Rely on PTA procedures and best practices for handling funds


B
Executive Board — Working Together

Handling Funds — How To

v Money counted by 2 people
 1is a PTA officer or chairman

v'Deposit funds immediately
* Never deposit in personal or school account

v' Payment authorizations Bank
* Signed by president & secretary Statements
* Never sign blank checks Assign non-check
California State Signer tO r eVieW
PTH '
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Presentation Notes
Every officer is in charge of the funds to further the work of the PTA and needs to know how to manage those funds well.
Handling Funds – How Tos: Review points on slide
Counting money - Monies must be counted by 2 people, one being an officer or chairman. 
 Always use cash verification forms and make sure each person counting signs and has a copy. 
 That way. if something happens on the way to the bank, you have another copy of the cash verification form. 
 Also, remember to recount and sign every time cash changes hands.
Depositing funds - Cash and checks must be deposited immediately; never kept at home. 
 If money is left in a school safe, an administrator and PTA board member need to sign envelope and form stating funds were placed in the safe.
Payment authorizations - Signed by secretary and the president
 Secretary signs to verify expense was authorized and motion is in the Minutes.  
 Remember that you should never sign a blank check.
Bank Statements – To ensure transparency, assign a board member, who is a non-check signer, to review the bank statement each month. 
 To see if all checks have 2 signatures and deposits seem to be as expected.
 For your records, make sure your bank is either returning cancelled checks or a copy of the checks.


.

Executive Board — Working Together

PTA ‘In-Good-Standing’

v'Dues — Forwarded monthly

v'Insurance Premium — Due in Dec.
v'Audits — Done 2X/year
v'Tax Returns — Filed annually

e State & Federa

* RRF-1 filed with CA Attorney General s Office

California State
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Presentation Notes
Board members should also ensure that procedures are followed for their PTA to be ‘In Good Standing”.  
Review points on slide
 Membership Dues – The per capita for dues ($4.25/member) is forwarded through channels each month during the PTA year.
 Insurance – Due to State PTA in Dec - $216 for units (for Jan 2016 to Jan 2017)
 Audits - At least 2 audits – Mid-year and End of Year Audits – should be completed each year.
 Tax Filings – All nonprofits are required to file tax returns each year.
 Check PTA website - For information on the federal tax requirements, California State tax requirements and the requirements for the  Attorney General's Registry of Charitable Trusts.



http://www.capta.org/
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Executive Board — Working Together

Financial Mismanagement

*How To Handle

*Report any suspected mismanagement to
PTA District ASAP

Early Warning Signs
What ‘red flags” might you

California State See?
PIR
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Presentation Notes
 Hopefully, your PTA will never have any issues with the mismanagement of funds.
 But, it’s important to be aware of the signs and know that council and district officers are there to support you. 
 Each year, some PTAs and other parent groups have financial mismanagement by their officers. 
 That’s why, PTA procedures were put in place to provide safeguards and checks and balances to protect an individual as well as the PTA. 
 If mismanagement is suspected, remember to contact your District PTA president immediately.
Question -  What ‘red flags’ might you see that could indicate mismanagement of funds?
Take 2-3 responses


B
Executive Board — Working Together

Financial ‘Red Flags’

* Officer/chairman
* Stops taking calls, coming to meetings
* No treasurer s report for meetings

* Check handling process skipped
* Only 1 signature on checks
* Checks issued but not approved

e Revenue less than chairman’s counts

California State
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Presentation Notes
Financial Red Flags - Some examples are:
Review points on slide


QUESTIONS?
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PTA Meetings

Executive Board |
Meetings

Association
Meetings

Committee
Meetings

N
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Presentation Notes
Before we look at how to make your meetings more effective, it’s good to review the 3 different types of PTA meetings.
Board Meetings – Held monthly:
 Open to officers, standing committee chairmen, principal, teacher rep & others listed in bylaws.
 Purpose - To review committee recommendations & assigned duties and recommend action to the association.
 This is where most of the in-depth discussions and busy work happens. 
 That way, when proposals for programs, events or spending money are presented to the association, board can clearly present ideas and recommendations.
Why aren’t board meetings open to everyone?  
 Lets officers share and express their views openly and honestly.
 Maintains confidentiality as some items of business are confidential and not shared with the general membership. 
2. Association Meetings – Month and day set in bylaws, often 3-4/year:
Open to members and guests
Purpose – To approve expenditures; adopt audits and budget; elect nominating committee and elect officers.
3. Committee meetings – Held as needed:
Members appointed by president and ratified by board
Open to chairman, committee members and president (as ex-officio member for all committees except nominating committee)
Purpose – To handle preliminary work and make recommends for action to the board.


B
PTA Meetings — How To’s

Before The Meeting
* RFA - Facility Use Permit
* Advertise
* Minutes
* Agenda

* Contact those who need to report

California State
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Presentation Notes
 Planning and preparation will make your meetings run more smoothly.  
 Facility Use Permit – Check availability of meeting room and submit a facility use permit with the school district well in advance.
 Advertise – Publicize your meetings early in the school year so everyone has them on their calendars.
 If your school has a calendar, make sure your general PTA meetings and events are included on it. 
 Partner with the principal and staff to align PTA events with what is happening at school during the year.
 Minutes – Review Minutes of the previous meeting before planning your agenda as there may be items carried over from the last meeting.
 Agenda – To get started, ask board members if any items need to be on the agenda
 Make sure those who are expecting to report know they are on the agenda. 
 Distribute your agenda 10 days before the meeting.
 Also, get background information and materials out before the meeting for everyone to review.


B
Association Meetings

Call to Order
*Pledge of Allegiance
* Approval of Minutes
*Financial Reports
*President’ s Report
*Officers’ Reports
*New Business
*Announcements

Adjourn

California State

PIR
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Sample Agenda


Presenter
Presentation Notes
Sample Agenda – Association Meetings
Review points on slide


B
PTA Meetings — How To’s

At The Meeting
* Start & end on time
* Follow agreed ground rules

* Stay on agenda
* Use parliamentary procedure
e Use ‘Issue Bin’

After The Meeting

* Delegate + follow up on Action Items
* Distribute minutes promptly

California State
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Presentation Notes
There are a number of ways to make your PTA meetings more effective.
Review points on slide
At Your Meeting:
 Time Matters – Show respect for all by starting and stopping meetings on time.
 Ground Rules - At the first meeting, set some norms (ground rules)
- Examples - Length of time to talk, rules on how many times a person can argue a point.
 Agenda - May want to use timed agenda and get parliamentarian to help keep you on track.  
 Plan when you want the principal/ superintendent on the agenda.
 Use parliamentary procedures so everyone has a chance to participate.
 Issue Bin - Use chart paper and pens to record issues or ideas that come up during a meeting that are not on the agenda.
 That way, items can be followed up on or added to future agendas.
After Your Meeting:
 Delegate - Assign action items to board members to complete so everyone knows who is responsible.
 Distribute Minutes - Encourage the Secretary to complete the minutes within a day or two of the meeting while it is still fresh in everyone’s mind.
 This also lets you double check the minutes and distribute them promptly.


QUESTIONS?
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PTA Planning-5 Steps

/ Board
Orientation

EngagementA Goals |
Fundraising | Programs
“The Do” /4 “The What”
California State
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“The Who” . “The How”
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Presentation Notes
PTA Planning – 5 Steps to Get Started
Briefly review points on slide (see next 2 slides for details)
 Following these steps also provides an opportunity to get more people actively engaged in PTA at the start of the school year.
 Getting people involved early gives them some ownership and generates a buzz about PTA on campus.
 As part of your outreach, use a survey listing different kinds of volunteer opportunities throughout the school year so that everyone can sign up to help.


A

CIDDTA Planning — Tips

Board
Orientation

Ground Rules
Goals

Bylaws
Insurance
Guide

books

' Procedure

Goals
Programs

‘The What’

|

|

]

Budget
‘The How’

Income =
Expenses

Preliminary
Budget



Presenter
Presentation Notes
Review points on slide
Board Orientation – To get organized for the PTA year, the incoming board should begin meeting as soon as it’s elected. 
 Ground rules - At the 1st meeting, set ground rules or norms to help you work together more effectively.
 Goals –Set goals for your PTA so everyone has input and information on your priorities for the upcoming year.  
 It also gives you a roadmap to follow to make a difference in your community..
 Review - Take time to review the bylaws, Insurance and Loss Prevention Guide and procedure books so that you are all on the same page.
Programs - ‘The What’ - As a next step, form a program committee.  
 It’s main job is to come up with ideas & make recommendations for your PTA programs that align with your goals and meet the needs of your community.
 Planning what PTA activities to organize also determines your PTA Calendar.
 Before scheduling PTA activities, check for holidays & school events & set timelines to organize activities.
Budget – ‘The How’ – The budget is your financial plan for PTA activities and a guideline to control spending.
 Create a budget committee chaired by the treasurer to develop a preliminary budget. 
 Board submits Items – The treasurer, as lead, gathers all the information and budget items to present to the committee, executive board and association. 
 Income = Expenses – Estimate probable income from all sources and balance income with expenses.
 Preliminary budget – This is presented to the membership by the treasurer-elect at the last PTA meeting of the year.
 This lets the board-elect cover routine summer expenses as outlined in the bylaws.
 As well, remember to get authorization for summer spending by the new board at the last association meeting of of the year.
 The budget is only a plan and can be changed or modified with 2/3 membership approval.


Membership
‘The Who'

Membership
Goals

Year-long
Campaign

Develop Plan

Family

Engagement
Fundraising
‘The Do’

- Student

Involvement

First
Association
Meeting

To approve:

Programs
Budget

Membership
Plan

Fundraising
Plan



Presenter
Presentation Notes
Review points on slide

Membership – ‘The Who’ – Create a Membership Committee to develop membership goals, a campaign for outreach & a plan to boost membership.
 Membership recruitment is an ongoing & inclusive process that should reflect your community.
• Since it is the PR for your PTA, remember to set up a PTA table at every school event with cards & resources so everyone has a chance to sign up as a member.
• It’s also a good idea to provide a welcome packet in the office for families joining your community after the start of the school year.
 Make sure that your membership campaign is approved by the principal and does not interfere with school activities
 To get started, contact your council/district to get membership envelopes and cards.  Units may print their own envelopes


Family Engagement/ Fundraising – ‘The Do’
 PTA’s main purpose is to promote family engagement in school to support student success. 
 That’s why a PTA only raises the funds needed for its activities and projects as outlined in adopted budget
 3-to-1 Rule: - For every fundraising activity, there should be at least 3 non-fundraising projects aimed at supporting family engagement and student success.
 Student Involvement – In designing your fundraising projects, remember that students should not be used or exploited to raise funds.
1st Association Meeting – The association should approve programs, budget, membership plan and fundraising plan for the year at the first meeting in the fall and before any plans are implemented.


See Handouts - ‘Annual Check List’ for a  month to month planning & Sample PTA Calendar.


QUESTIONS?
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S
Managing Your PTA

How to Work Smarter
*Ground Rules
*Goal Setting

Communication d

-4

*Conflict Management
*Team Building

California State
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Presentation Notes
Review points on slide
These are all things for you to become familiar with and do with your team right from the start.
That way, you’ll work smarter and save a lot of time and effort during the PTA year.
 Ground Rules - As we’ve talked about, boards should have mutually agreed ground rules and rely on them to work well together.
 Goal Setting - At the beginning of the term, your board should set goals, record them, and evaluate them from time to time to assess if they have been met.
 Communication - Open communication among board members is vital for a team to operate effectively.
 Conflict Management - No one likes conflict, but if it happens, the team needs to deal with it through conversation and negotiation, respecting each other’s views, feelings and commitment.
 Team Building - This is also vital to maintain the health of your PTA and for growing PTA leadership at your school.


Managing Your PTA

Goal Setting — Use SMART Goals
* Why is it important to set goals?

_ e Specific

m e Measurable

i . * Attainable

i - * Relevant
California State ‘ e Time Based
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Presentation Notes
Ask question and get 2-3 responses
 The goals of an organization should reflect the mission of the group. 
 They are intended to give the group a common focus & ownership to move forward together.  
Writing Goals - A goal should be written and contain positive statements and action verbs.  
 As much as possible, statements of goals should be contained in one sentence and have one major focus.
 Goals may be short-term, intermediate, or long-range.
 Review your goals periodically to determine if you are on track.
 Remember that a goal can be changed or dropped by the group as needed.
Goal setting is a multi-step process and requires:
 Group participation
 Research and evaluation of past activities
 Writing the goal
 Defining what actions are needed to accomplish the goal
 Developing an action plan identifying who does what and the timeline involved.
 And, lastly, determining an evaluation process
Use Smart Goals


.

Managing Your PTA

Communication Matters

*Regular | Meaningful | Two-Way
* Keep everyone in the loop

Rememberto ‘Walk the Talk’

*Conflict Management—3 R’ s
*Recognize | Referee | Resolve

California State
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Presentation Notes
Review points on slide
Communication Matters – How, when and why you communicate with your members, board members, the principal and teachers matters.
 Set up ways so communication is regular, meaningful and two-way to keep everyone in the loop.
 Walk the Talk – As president, you are the face of PTA in your community and set the bar for how people view your PTA.
 That’s why it’s so important, as a role model, to be welcoming and inclusive in your words and actions and to always walk the talk.
Conflict Management – Differences of opinion or in worki styles and personalities sometimes means that conflict bubbles up in a PTA.
Recognize Conflict – As president, you will need to step up to manage these situations quickly, quietly and fairly.
 Managing conflict is an agreed on process and you’ll need talk with those involved to:
Understand the cause of the conflict
Understand the facts of the conflict
Keep everyone focused on the problem, not on people or personalities
Explore ways to handle the differences to move forward
Referee Conflict- Like any referee, it’s important to remain neutral, to listen and not take sides.
 No ‘right’ or ‘wrong’ way to handle a concern. But there may be a more practical or feasible way.
Resolve Conflict - Understand that not all will be happy with decisions made in managing conflict.  And, not all conflicts are easily resolved.
 Before a situation escalates, contact your council/district president to exchange ideas on what might work best.


S
Managing Your PTA

Team Building

*Empower + mentor for today and tomorrow
*Recognize + appreciate different work styles
*Delegate early + often

*Thank + give a shout out to volunteers

*Be the Brand + Enjoy!

Did you know ... You are not the Team?

California State
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Presenter
Presentation Notes
Review points on slide

 Empower/Mentor - There are many ways to empower and mentor other PTA leaders and volunteers but all depend on clear communication.
 It’s important, as a president, to provide support and build confidence in everyone’s abilities and skills so that they can work smarter and enjoy their volunteer experiences.
 Active mentoring helps to grow leadership capacity for your PTA for both today and tomorrow.


 Recognize/appreciate different work styles - The way people work is just as different as each individual.  
 Some hear a task and run with it, while others need every detail and step of the process in writing.  However, both can provide wonderful outcomes.
 In working with others, you learn more about their personalities, experiences and skill sets.
 This helps you determine if they need more assistance and a time line to complete a task or if you just need to check with them one week prior to make sure everything is done.


Delegate – Always plan ahead so that you can delegate activities, ask for help and share the workload.
 Give everyone a chance to do the job they were assigned and don’t try to micromanage.
 Consider breaking jobs into smaller portions so they are more manageable.  
 For example - “We’re hosting the principal’s welcome tea and I will need 5 people to help.  
 One to send invitations, one for set-up, someone to bring  scones, another to bring a centerpiece and one to help with clean-up”.  

Thanks/Shout Out for Volunteers - Always show your appreciation with a heartfelt thank you! And, give a public shout to volunteers to show how much you value their work.

 Be the Brand - Remember to be the PTA brand and to always factor in the fun in running your PTA.


QUESTIONS?

California State
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THANK YOU FOR ATTENDING!
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