
TJ PTA Committee Chair 101 
“OK, I have taken on a committee… Now what?!?!”   

 

 
 

First of all, THANK YOU!!!  Pat yourself on the back because it is through the generous help of folks 

like you that the TJ PTA is able to provide an enriching environment for our students.  And keep in mind 
– TJ PTA is also about creating opportunities to get to know other parents like yourself!  We are 

confident that you will enjoy this experience.  Elementary school is a wonderful but fleeting time in your 

child’s life - know that you are contributing to making it really special. 

 
This packet is designed to help you navigate the fun and rewarding world of TJ PTA.  Keep in mind that 

there are lots of folks who are available to help you – don’t hesitate to get in touch with last year’s 

committee chair or a board member should you encounter any questions.  You will find that PTA parents 
are always willing to help!   

 

As you get started, here are a few things to be aware of: 
 

 The TJ PTA website will be your best friend!  www.tjpta.org  

 

 Our goal is to have a binder for every committee containing both general and specific 

information.  If you do not already have a binder, please contact the Committee Chair from the 

previous year.  If there is not a binder for this committee, please contact a Co-President and she 
will help get one started. 

 

 Contact a Co-President or Board Member if you would like a tour of the PTA Work Room and 

Teacher Copy Room! 
 

 PTA meetings are held either in the MultiPurpose Room (MPR) or the Learning Resource Center 

(LRC, or library).   

 

 Please try to have at least one committee member attend PTA meetings.  We are required to have 

a quorum when voting on certain topics.  It also is a way to stay informed of all the wonderful TJ 

happenings. 

 

 If you cannot attend a PTA meeting, please contact the PTA Secretary. 

 

 The PTA Co-President will ask you if you wish to be included on the meeting agenda a few days 

before the meeting. 

 

 Feel free to invite friends/neighbors to the meetings. 

 

 Before the meeting, check the crate with hanging file folders for your mail, and also pick up a 

copy of the agenda and budget reports. 

 

 All flyers/communication to parents or students (electronic or paper) need to be approved by a 

PTA Co-President and then the Principal or Assistant Principal.  There are no exceptions.  Please 
use the “Communication Planner” for this process. See the Planner Guide at www.tjpta.org for 

more info on this process. 

 

http://www.tjpta.org/
http://www.tjpta.org/


 If your committee needs a table set up at a particular event, please email the Assistant Principal, 

and cc the Head Custodian.   

 
 

 There are large banners available that can be hung outside the school.  They are great for 

advertising events and the day of the week they are happening.  If you wish to have a banner 

hung, email the Assistant Principal and the Head Custodian.  Banners include:  

 Fundraiser Due  
 Fun Fair 

 Restaurant Night  

 Family Event   
 

 Plans of Work and End of Year Reports are due by the end of the school year.  The Co-Presidents 

will keep you informed of exact due dates. 

 

 Contracts can only be signed by Co-President. 

 

 Please stay within your budget for the year.  Going over the allocated budget amount requires Co-

President approval.  Going over by $50 or more requires a vote at a PTA meeting.  It may not 

seem like a big deal, but with over 40 committees, overages add up to be big dollars!       

 

 All committee chairs should be a PTA member – don’t forget to join!   

 

 If your committee will be meeting/working with students over the lunch hour, please 

secure those dates in advance – many school activities like Intramurals, Wow Club and 

Fit Kids meet over lunch.  To enable the most participation for your committee, plan your 

dates ahead of time and submit them to the Communication Chair at tjpta@live.com for 

approval and posting. 

 

Keep in mind that many organizations utilize the TJ building after school and in the 

evenings.  If you have an event that takes place after school hours, it is especially 

important to secure a date as early as possible. 

 

Once you have submitted your dates and received approval, check the calendar at 

www.tjpta.org to make sure they appear the way you would like them. 
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