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Importance of the Volunteer VP/Chair
The role of the volunteer has been in our society for many years. School districts throughout the state realize
the need for volunteers in public education today. Using volunteers in schools creates cooperation between the
home and school. And the bottom line is research proves parent engagement increases student achievement.

The lists of needs a volunteer can fill are endless. That unique talent cannot be purchased. Every community
has available talent and resources that will benefit the school. People will be more supportive of public
education when asked to share some of their time as volunteers. Volunteers can be found just about
anywhere! They can be young or retired, a stay at home or working parent, a community member, or a school
staffer. A volunteer’s impact varies from being a role model for students to being an extra pair of hands to help
the teacher and from a liaison between school and community to a liaison between families and the school.

Schools and PTAs organize volunteer programs to provide the best learning environments for children. Many
school districts around the state have paid professionals serving as volunteer coordinators, which means that it
is critical for the person chosen as the PTA volunteer chair to be prepared to work hand-in-hand with the paid
staff. The PTA volunteer chair should be well informed on school policies and the volunteer program, accept
the responsibility to coordinate volunteers, and display a positive attitude toward parental engagement and the
community. It is vital for the volunteer chair to enjoy spending time with lots of people and can see when all
essential links are in place connecting the volunteers, students, the community, the school staff, and the
administration. When these steps are achieved, the volunteer program will be a success for everyone involved.
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About PTA
VISION Every child’s potential is a reality.

MISSION To make every child’s potential a reality by engaging and empowering families and communities to
advocate for all children.

PURPOSES
● To promote the welfare of children and youth in home, school, places of worship, and throughout the

community;
● To raise the standards of home life;
● To advocate for laws that further the education, physical and mental health, welfare, and safety of

children and youth;
● To promote the collaboration and engagement of families and educators in the education of children

and youth;
● To engage the public in united efforts to secure the physical, mental, emotional, spiritual, and social

well-being of all children and youth; and
● To advocate for fiscal responsibility regarding public tax dollars in public education funding.

VALUES
● Collaboration: We will partner with a wide array of individuals and organizations to broaden and

enhance our ability to serve and advocate for all children and families.
● Commitment: We are dedicated to children’s educational success, health, and well-being through

strong family and community engagement while remaining accountable to the principles upon which our
association was founded.

● Diversity: We acknowledge the potential of everyone without regard, including but not limited to: age,
culture, economic status, educational background, ethnicity, gender, geographic location, legal status,
marital status, mental ability, national origin, organizational position, parental status, physical ability,
political philosophy, race, religion, sexual orientation, and work experience.

● Respect: We value the individual contributions of members, employees, volunteers, and partners as we
work collaboratively to achieve our association’s goals.

● Accountability: All members, employees, volunteers, and partners have a shared responsibility to
align their efforts toward achieving our association’s strategic initiatives.

PTA NATIONAL STANDARDS FOR FAMILY-SCHOOL PARTNERSHIPS
● Standard 1: Welcoming All Families into the School Community Families are active participants in

the life of the school and feel welcomed, valued, and connected to school staff and to what students are
learning and doing in class.

● Standard 2: Communicating Effectively Families and school staff engage in regular, two-way,
meaningful communication about student learning.

● Standard 3: Supporting Student Success Families and school staff continuously collaborate to
support students’ learning and healthy development both at home and school and have regular
opportunities to strengthen their knowledge and skills effectively.

● Standard 4: Speaking Up for Every Child Families are empowered to advocate for their own and
other children to ensure that students are treated fairly and have access to learning opportunities to
support their success.

● Standard 5: Sharing Power Families and school staff are equal partners in decisions that affect
children and families and together inform, influence, and create policies, practices, and programs.

● Standard 6: Collaborating with Community Families and school staff collaborate with community
members to connect students, families, and staff to expanded learning opportunities, community
services, and civic participation.
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Leadership Competencies
Skills and Abilities Effective Leaders Demonstrate

Successful leaders are effective leaders. Think of some of the most effective PTA leaders you have
worked with. They fill their PTA role well, but their leadership capacity goes beyond that. They have skills
and abilities that allow them to step into various roles. They see the value people have to offer and seek
their involvement. They provide a clear purpose that others want to follow. They lead with integrity and
strive to improve continually.

Texas PTA has identified a set of competencies effective leaders demonstrate. Current and potential
leaders can use these skills and abilities to help them improve their leadership and by Local or Council
PTA nominating committees to recruit, nominate, and elect effective leaders. These competencies also
drive our Full Circle Leadership Development program.

This list is by no means exhaustive. Rather, it is representative of the qualities PTA leaders demonstrate
in the work they do to make every child’s potential a reality.

Competencies Descriptions

Self-Awareness An individual’s ability to assess their own strengths and weaknesses

Vision Demonstrates a clear understanding of the future and how to get there

Relationship Building Develops trust, mutual respect, and values diversity

Critical Thinking Obtains all the relevant information, identifies problems and causes,
evaluates information, and determines criteria that indicate solutions

Time & Resource Management Effectively prioritizes and manages resources to accomplish goals of
group or project

Motivation Demonstrates and promotes interest and enthusiasm

Empathy Expresses verbal and nonverbal recognition of feelings, needs, and
concerns of others

Creativity Sees and thinks of new ideas, alternatives, and ways to do things

Communication Listens actively and conveys information clearly, concisely and
accurately in both writing and speech

Collaboration Works as a team to achieve a common purpose
Puts service before self

Delegation Shares responsibilities including guidance and follow up

Continuous Learning Pursues development of skills and knowledge

Integrity Doing the right thing when no one is watching

Initiative Steps up unprompted or going above and beyond with excellence
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Diversity, Equity, & Inclusion Policy
This Policy has been developed by the Texas PTA Diversity, Equity and Inclusion Task Force,
adopted by the Texas PTA Board of Directors (“Board”), and is intended to be consistent with the
National PTA’s Diversity, Equity and Inclusion Policy. This Policy is also intended to further the
commitment of Texas PTA to diversity, equity, and inclusion, which is: To continually be a voice
for all children by reflecting diversity and being inclusive in our membership, leadership, program
content, advocacy, training, partnerships, and communications.

We acknowledge the potential of everyone without regard, including but not limited to: age, culture, economic
status, educational background, ethnicity, gender, geographic location, legal status, marital status, mental
ability, national origin, organizational position, parental status, physical ability, political philosophy, race,
religion, sexual orientation, and work experience.

Effective Date: This policy was adopted as of April 19, 2021, shall be reviewed by the Board every two years,
and shall remain in effect until amended or replaced in its entirety as a result of action by the Board.

Scope: This policy shall apply as guidance to Texas PTA, all constituent divisions (Local PTAs and other
divisions, including Council PTAs), and their respective members.

Definitions: For the purpose of this policy:
● Diversity is the representation of, and respect for, people from different backgrounds and

identities—including but not limited to race, culture, religion, socio-economic status, age, geographic
area, sexual orientation, and gender identification, language, approaches to learning, diagnoses, or
exceptionalities impacting learning or access to learning, and physical appearance. It also involves
bringing different ideas, perspectives, lived experiences, talents, values, and worldviews to the table to
represent the broad variety of children, caregivers, educators, and communities within the PTA family.

● Equity provides fairness and access to resources, opportunities, and outcomes so that all communities
get what they need to be engaged and successful. This moves beyond an “equal across the board”
approach to

a) Recognizing and addressing bias and privilege.
b) Understand and attend to specific individual and community needs, providing additional
resources to those with greater needs.

● Inclusion is actions, behaviors, and social norms that strive to ensure all people feel they are safe,
welcomed, and that they belong. This means putting diversity into action with skill and intentionality,
striving to ensure everyone feels respected, supported, and valued—and can fully participate with equal
voice and right to be heard. This includes actively seeking out voices that have been traditionally
underrepresented and/or marginalized.

Policy: Texas PTA and its constituent divisions (Local PTAs and other divisions including Council PTAs) shall:
● Promote awareness, inclusion, and engagement of all diverse populations represented in the

community and encourage all;
● Openly assess beliefs and practices to ensure inclusiveness, equity, and to guard against

discrimination;
● Strive to ensure that the membership, leadership, programs, partnerships, and printed materials across

Texas reflect the diversity of their communities;
● Communicate with families in their communities in languages which they understand, to the extent

possible;
● Identify and address barriers that hinder inclusivity;
● Foster programs and practices that eliminate bias, prejudice, and misunderstanding;
● Advocate for funding, laws, and regulations that support programs, policies, and services that meet the

health, safety, and educational needs of all student populations in Texas public schools; and
● Provide resources and training that develop a more diverse and inclusive group of Texas PTA

members, leaders, and community.

Texas PTA first adopted a Cultural Diversity and Inclusion policy on July 26, 2012
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Position Responsibilities
The volunteer chair works with the principal, the teachers, the volunteers, and the school’s or district's
volunteer coordinator. Duties include:

● Promoting good relations between school and community.
● Attending volunteer workshops or training sessions.
● Determining and implementing the best methods for recruiting volunteers.
● Surveying potential volunteers to meet the needs of the school.
● Arranging for the general orientation of all volunteers and routines for recordkeeping.
● Helping each volunteer become familiar with the school policies, people, programs, and the building

itself.
● Explaining the volunteer program to the teachers in faculty meetings and individually.
● Surveying the teachers and staff to determine their needs for volunteer help.
● Correlating the needs of teachers and staff with the interests and abilities of volunteers in making

assignments.
● Providing a variety of experiences for the volunteer.
● Challenging the volunteer with assignments of increasing responsibility.
● Keeping volunteer files current and in order.
● Completing necessary volunteer service reports and submitting reports to district personnel.
● Supervising and evaluating the ongoing volunteer program.
● Evaluate volunteer performance and program success at the end of the year.
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Getting Started
● Study Local PTA bylaws, standing rules, and other materials that have been received from the former

chair.
● Prepare a Plan of Work based on the committee’s recommendations. Present this plan to the executive

board for approval. If the plan requires PTA funds, advise the treasurer so the Budget and Finance
Committee may consider the item for budget appropriations.

● Keep a procedure book on file for your successor that includes an up-to-date list of local, statewide,
and national resources.

● Take advantage of training opportunities.
○ Local PTA training opportunities and resources –FOUNDATIONS, Boardmanship BASICS,

Council PTA Officer and Chair Training, Texas PTA's Summer Leadership Seminar and Family
Engagement Conference, and the Texas PTA and National PTA websites.

● Assess the volunteer needs at school
○ Meet with the principal to plan for the school's needs, determine priorities, and set dates for

volunteer recruitment.
○ Meet with and work with the teachers, staff, principal, or other administrators and school staff

who will work closely with the volunteers.
● Survey teachers and staff to determine their needs, then survey parents to learn about their talents,

interests, and skills.
● Work with and train principals, teachers, and school staff on effectively using and supervising

volunteers.
● Inform staff and teachers about the goals of the volunteer program.
● Hold meetings with volunteers and staff.
● Set goals and objectives for volunteers.
● Recruit volunteers.
● Conduct volunteer training and orientation.
● Recognize volunteers.
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Plan of Work
At the beginning of each term, all board members are required, per the bylaws, to complete and present a Plan
of Work to the board for approval. A Plan of Work is a detailed list of all goals and expenses that a board
member has for their term of office. Plans of Work must be approved before any expenses can be incurred for
a position.
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Finding Your Volunteers
Who can be a Volunteer?
Schools and PTAs have depended on stay-at-home parents as their primary source of volunteers for way too
long. Although many parents now work full time, vast reservoirs of talent and potential remain untapped
because schools do not approach this perceived barrier in creative ways. Working 9-to-5 is not the norm for
many people. Schools often overlook the large population of adults who work second and third shifts
(predominantly evening hours), weekends, or flexible schedules as potential daytime volunteers. Parents who
do not operate in a traditional 9-to-5 schedule can volunteer their time in the evenings, on weekends, or at
home.

Why Do People Volunteer?
● To feel needed
● To learn something new
● To explore a career
● To get to know a community
● To help someone
● To gain a skill
● To test themselves
● To become an “insider”
● To keep skills alive
● Guilt

● To earn academic credit
● To repay a debt
● To keep busy
● Because there is no one else

to do it
● As an alternative to giving

money
● To feel good
● To have an impact
● To fill a gap

● To be part of a team
● To make new friends
● To share a skill/talent
● To gain status
● To demonstrate commitment to

a cause
● Because they are asked
● For fun
● To do one’s duty
● For recognition

How Do You Recruit Volunteers?
Consider creatively holding recruitment meetings explaining the importance of and need for volunteers:

● At the school
● In the evenings
● First thing in the morning
● At local companies
● At senior citizen centers
● At retirement communities
● At apartment complex community rooms
● At local colleges

Also consider these techniques:
● Use the school’s automated phone call system
● Speak at civic meetings and organization meetings
● Attend chamber of commerce meetings
● Talk to high school classes, clubs, or organizations
● Use marquees in the community and at the school
● Place fliers in local businesses
● Attach fliers to report cards

Place announcements on:
● website (school and/or PTA)
● newsletter (from the principal and/or from PTA)
● Social Media (Facebook, Twitter, Instagram)
● BAND app/website
● in church bulletins
● In neighborhood communications (newsletters, social media groups, mailbox area)
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Benefits Of Volunteers
The purpose of a volunteer program is to provide support within the school so that student's individual needs
are better met. Volunteers in a well-developed volunteer program are welcome in the school, and their support
and assistance are sought.

Benefits for Students
● Adult role models
● Enriched learning experiences
● Opportunities for exploration
● Additional individualized and personalized attention
● Learning reinforcement
● Increased motivation and improved self-concept
● Variety of skills and knowledge taught by volunteers
● Skills for communicating with adults
● Appreciation for the talents and contributions of parents and community volunteers

Benefits for Volunteers
● Involving the school community
● Providing active support for quality education
● Assisting students to achieve
● Learning new skills
● Boosting self-esteem and confidence
● Sharing knowledge and talents
● Providing experience for student volunteers who wish to enter the career field of education
● Feeling welcomed and valued at school
● Gaining self-confidence in their ability to be role models for children
● Increasing understanding for the teacher’s role and responsibilities

Benefits for Teachers
● Added enthusiasm to classroom by having an assistant provide extra programs, reports, decorations

that correspond with lessons
● Relief from clerical duties
● Awareness of and appreciation for volunteer’s talents and interests
● Skills for how to organize, train, and effectively use volunteers
● Increased time to devote individual attention to students because of volunteers’ assistance
● Networking with parents and community members

Benefits for School
● Parent understanding and cooperation
● Positive public relations and community attitude toward the educational system
● Skills for working with business partners, community volunteers, and mentors
● Knowledge and use of community resources to enrich classroom instruction
● Community support
● Released teacher time to provide additional instructional time
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Barriers to Success
There are many false assumptions that interfere with providing successful volunteer opportunities. This
misconception persists even though parents, teachers, and principals agree that volunteer programs are
effective and beneficial and bring increased resources to the school. Some of these barriers are listed below:

Confidentiality – Principals and teachers are concerned with a volunteer’s ability to maintain confidentiality.
Volunteers must be informed and trained on school policies to feel more confident in their roles.

Discipline – Potential volunteers often feel that little or no direction is provided about their authority in this area
or the expected type of discipline. This situation results in teachers and principals feeling disappointed with a
volunteer’s unwillingness to discipline students appropriately. Discipline guidelines and expectations need to be
thoroughly covered in volunteer training.

Time – Potential volunteers often think they have to volunteer for a day or two a week. Providing a range of
flexible opportunities will help you engage volunteers. The key is to offer flexible options and ask principals and
teachers what items can be done after school, at night, or on the weekends. Also, breaking tasks down into
activities or smaller bits can be “completed in an hour” (i.e., creating a flier, creating a volunteer sign-up for an
event).

Working with People – Many times, people think that being a PTA volunteer is all about working with children
and teachers. Sometimes, potential volunteers are not comfortable being alone with other children or teachers.
Not everyone is a people person, so make sure you think about the diversity of volunteers when you are
reviewing volunteer opportunities. Volunteers can create the PTA website or Facebook page and design
leaflets and posters for projects at the school. Try to involve the volunteers in all aspects of the association.

Disabilities – Potential volunteers with disabilities may feel there is no place for them because of their
disability. Use positive publicity, including pictures of disabled volunteers and encouraging people to get
involved. Explaining that they have something to offer and that their contribution is valued often solves this
problem. Offering tasks that can be completed at home could encourage involvement.

Child Care – Not all parents with small children have child care, so that child care can be a barrier to
volunteering. Offering tasks that can be completed at home could encourage involvement.

Language – Parents who speak other languages can help in all ways. They can help translate materials to
distribute to non-English speaking families, provide translation for meetings, and even help the school office
with translations. In addition to using their native language to help the PTA, volunteering is an excellent
supportive environment for learning English.

Cliques – Many parents have preconceived ideas about equating parent groups with cliques. PTAs have to
actively reach out to counter the idea that their group is an exclusive club and they are working hard to
welcome new volunteers. Personal connections can serve to break down cliques. See Tips for Eliminating
Cliques.

Knowledge – Recent research suggests half of us would volunteer if asked, but we are never asked. Potential
volunteers often say they would volunteer, but they don’t know when volunteers are needed. Many teachers
and principals believe that if parents were interested in volunteering, they would come forward independently.
Parents often believe that more effort should be made to recruit volunteers for jobs that match their skills and
interests.

PTAs can work with principals and teachers to overcome these barriers and assumptions to create meaningful
and valuable volunteer programs. Adequate training, recruitment retention, and recognition will help establish a

well-rounded volunteer program.
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Key Stakeholders
Having a successful volunteer program is a team effort. The following players must believe in the benefits of a
successful volunteer program for the students, faculty, parents, and community.

School Administrators – who understand, encourage, and fully support the volunteer program.

Teachers – are committed to working with volunteers in a variety of capacities.

Parents and Family Members – understand how important volunteers are to the school and their children’s
education.

Community Members – who are willing to support and volunteer at the school.

Identify Your Resources
When recruiting volunteers, don't forget about these key people:

● Parents,
● Grandparents,
● Brothers, sisters,
● Extended family members,
● Civic groups,
● Women’s clubs
● Fraternal organizations,
● Retired teachers,
● Senior citizens,
● College students,
● High school students,
● Alumni, and
● Local business members
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Best Practices
A volunteer program provides an opportunity for the volunteer and the teacher to work hand-in-hand to achieve
the goal of providing the best learning experiences for children. With educational costs soaring and financing
uncertain, there is a genuine need for schools and PTA members to work together. The volunteer program is
an effective solution to many school concerns.

A volunteer is “one who offers himself for a service of his own free will.” Being a volunteer is much more, of
course. It means doing things for others, working with PTA friends on a worthwhile project, and receiving
personal satisfaction that cannot be compared to monetary rewards.

One of the greatest things about volunteer work is that there is always a place for everyone, no matter their
talents.

STEP 1. Assessing Volunteer Needs at School
● Define needs assessment
● Identify individuals/groups who need to be a part of a needs assessment
● List ways of getting information
● Determine content and questions of assessment questionnaire/survey
● Determine outcomes

A needs assessment consists of gathering and interpreting information to formulate goals and objectives. This
assessment:

● Helps prevent school volunteer programs from becoming superficial.
● Ensures that the program benefits the school and the community.
● Documents the program concerns to be addressed.
● Provides information about recruiting and assigning volunteers according to skill, knowledge, interests,

and other factors.

The volunteer chair should meet with the PTA president and school principal to plan for the school's needs,
determine priorities, and set target dates for recruitment.

The volunteer committee needs to meet regularly and work with the teachers, staff, principal, or other
administrators and school personnel who will work closest with the volunteers. Teacher/staff commitment and
involvement are crucial to any volunteer program's inception and long-term success.

See the Appendix of this guide for a Sample Needs Assessment Survey, a Sample Letter to Teachers, and a
Sample Teachers’ Request Form.

Once teachers and staff have been surveyed to determine their needs, volunteers should also be surveyed to
learn about their talents, interests, and skills. Surveying provides the most accurate way to develop relevant
and meaningful opportunities for parents to volunteer. See the Appendix of this guide for a sample volunteer
survey.

Develop a Plan of Action
1. Set Your Goal

The goal sets the general purpose of the program. An example of a general goal would be “to improve
children’s reading performance by involving volunteers in the classroom.” Another example  might be
“recruiting senior citizens to aid teachers in the classroom.” You might have one, two, or three goals,
but remember to make them Specific, Measurable, Attainable, Realistic, and Timely (SMART).

2. Set Objectives
The objectives will be specific steps towards your goal. For example, if your goal is to involve senior
citizens in one-to-one work with children, your objective might be:
● Assess the school’s needs for one-to-one help with children.
● Recruit enough volunteers to fill those needs or enough volunteers to start a small pilot project.
● Orient, place, and train your volunteers. Give them a time-limited assignment, one or two months,

until you can assess the success and failures of your program.
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● Provide ongoing training, recognition, and communication opportunities for volunteers.
● Provide ongoing evaluation of the project by all involved—staff, parents, volunteers, and children.

3. Decide on Activities to Fulfill Objectives
For example, if you want to recruit senior citizens for one-to-one help with children:
● Survey teachers, including the librarian, school nurse, etc., to assess children’s needs for

one-to-one help.
● Develop volunteer job descriptions for senior citizens that meet the needs of the school staff.
● Survey your neighborhood for senior citizens’ groups and agencies.
● Develop ties with senior groups and agencies servicing seniors.
● Hold reception and orientation for interested seniors and survey potential volunteers on their

interests, experience, and abilities.
● Match seniors with teachers needing help.
● Plan to retain volunteers—set up another meeting for two weeks after most placements are made.
● Immediately after the volunteer's placement, the volunteer chair should make personal or telephone

contact with each volunteer and with each teacher working with a volunteer.
● Provide ongoing recognition, evaluation, and communication opportunities through personal

contact, telephone calls, emails, etc.

4. Consolidate Your Plans
Make a comprehensive list of activities during the time limit set for your program, whether it’s a couple
of months, a semester, or an entire year. The different activities should make it possible to accomplish
the program in the time allotted. Otherwise, the plan needs to be revamped or priorities set and
cutbacks made. There’s always next time.

5. Establish a Timeline
This is the timing of activities and the assignment of activities to specific persons with specific times
they are to be done. If this is done well, with enough people taking responsibility for the various jobs
and the time of jobs well-coordinated, your program should operate smoothly.

STEP 2. Working With School Staff
Principals can serve as the overall supervisor of a school’s volunteer program. PTAs can work with principals
to encourage them to

● Inform staff and teachers about the program's goals.
● Make space available to volunteers.
● Provide a consistent place and process for volunteers to sign in, and list the hours served.
● Hold meetings with volunteers and staff.
● Assist in training teachers and staff on the appropriate roles of working with and supervising volunteers.
● Offer a staff development session on the value of parent engagement in the school.
● Work with a team to implement a parent engagement policy that includes the volunteer program.
● Periodically evaluate the program by performing a checklist of current practices to ensure the needs of

the students, teachers, parents, and school are met.
● Help create a volunteer informational packet for teachers, staff, and volunteers.

Many teachers may be reluctant to take on volunteers if they perceive them as an extra burden rather than
help. Teachers may also feel that a volunteer's presence may challenge their competency or capacity to
maintain control over their classroom.

Providing adequate training to principals and working with teachers to inform them of appropriate roles, uses,
and supervision of volunteers is essential for a successful volunteer program.

All teachers and staff who intend to use volunteers should also go through an orientation with the principal and
volunteer chair, covering such things as

● School goals and objectives of the program
● Campus rules and guidelines
● Clarification of the roles of the teacher and the volunteer
● Sign-in and record-keeping procedures
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● Security background checks and the need to coordinate all volunteers through the PTA Chair
● Reasons for respecting confidentiality
● Expectation for how a volunteer handles discipline in the classroom
● Explanation of how to handle problems with a volunteer
● Realistic expectations of a volunteer
● Emphasis on professional commitment and non-judgmental attitude
● Question and answer time

Teachers will want the volunteer to use their standards of acceptable classroom behavior and performance;
therefore, specific training in those areas will be left up to the teacher. However, the volunteer chair is there to
help with specific training needs when necessary. In addition, all volunteers should receive training from the
volunteer chair before entering the classroom.

Advice on Teacher Preparation for Volunteers
Once teachers are assigned a volunteer, they must do many things to prepare. Do they need to determine

● What kind of assistance do they need?
● Do they want clerical or instructional help?
● Will the volunteer work with an individual or a small group of students?
● What subjects will be covered?
● Will they have assignments that working volunteers can help complete at home?

The teacher should make lists of their needs and ways the volunteer can help them meet those needs. Here
are some preparation activities that teachers may undertake to get ready for a volunteer program:

● Determine the most beneficial way volunteers may be of help in their classrooms.
● Request volunteers through the volunteer chair
● Meet with the volunteer and explain the volunteer assignment.
● Offer the volunteer a chance to observe the class
● Prepare their students in the class if the volunteer will be working with the class.
● Plan the work the volunteer is to do before they arrive.
● Provide materials for the volunteer(s) to use, if necessary.
● Remind volunteers of any confidentiality issues.

A volunteer’s job is to assist teachers with their general duties. Volunteers should refrain from attempting to go
beyond these tasks. The teacher is solely responsible for:

● Diagnosing a student’s needs and progress
● Prescribing instructional programs
● Contacting parents
● Evaluating a student’s work on a formal basis
● Selecting appropriate materials
● Providing initial instruction
● Writing comments on papers that go home
● Disciplining students
● Counseling students
● Initiating and/or determining the why, the how, the where and the when

Volunteers must remember that teachers hold the legal responsibility for the students’ well being. Therefore,
the volunteer should not be left in charge of the class. Volunteers may supplement, but not replace, paid staff.

Problems with a Volunteer?
Volunteers, like teachers, are individuals with personalities, interests, and needs. If the teacher becomes
uncomfortable with a volunteer’s work in the classroom, they should notify their principal. These problems can
usually be easily resolved, but neither the teacher nor the volunteer has failed if a reassignment is needed.
Careful planning and a clear understanding of expectations will usually prevent such problems.

Evaluating Your Volunteer
Evaluation by both the teacher and the volunteer is an important part of the volunteer program. Suppose it
becomes apparent that the program is not working smoothly. The volunteer or the teacher must immediately go
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to the volunteer chair or the principal and explain the situation. The volunteer program should be designed to
help, not create work.

Do
● Make volunteers feel welcome
● Be generous in offering praise, encouragement, and support.
● Plan enjoyable experiences through which volunteers can establish good relationships with children.
● Make instructions clear with adequate time allotted.
● Provide guides, keys, or corrected papers for explanation.
● Be honest and open about your concerns
● Give volunteers proper notice of schedule changes.

Do Not
● Leave volunteers in charge of the class.
● Give volunteers more than they can handle in the allotted time.
● Expect volunteers to do things they are not trained or prepared to do.
● Expect volunteers to change their schedules without proper notice.
● Expect volunteers to be disciplinarians.
● Expect volunteers to be just housekeepers.
● Assign duties that belong to the teacher.

STEP 3. Setting Expectations
It is important that assignments are carefully selected, productive, meaningful, and closely matched to the
volunteers’ interests, skills, and motivation for volunteering,  to ensure long-term engagement on the
volunteers’ part and a successful program. Volunteers want to feel that they are making a real contribution, that
they are needed, and that their jobs are valued and important. PTA volunteer coordinators, teachers, and
school staff must collaborate to develop creative and specific job descriptions for volunteers.

A job description gives a volunteer a clear definition of the job and expectations. It also clarifies the volunteer’s
role for the faculty and staff who train, work with and supervise them.

Developing Job Descriptions
PTA volunteer coordinators, teachers, and school staff must collaborate to develop creative yet specific job
descriptions for volunteers. The descriptions should include the following:

● A title that describes the volunteer’s responsibilities.
● The position’s importance to the school and the benefits the volunteer gains from experience.
● The qualifications needed to do the job successfully.
● The person(s) to whom the volunteer is responsible.
● Detailed descriptions of the volunteer’s tasks.
● How a volunteer will be trained to prepare for an assignment.
● The time required for the position, such as how many hours per week for how many weeks.

STEP 4. Recruiting Volunteers
Recruitment is one of the most challenging steps in the process. Everyone is a potential volunteer regardless
of race, creed, religion, experience, education, income, age, or disposition, and will most often volunteer in
some way if asked. Promotion of the need for one’s service is the key to recruitment. Recruitment should be
creative and far-reaching and occur throughout the year to replace volunteers and enlist additional assistance
for new programs.

Recruitment is engaging volunteers for service, which is often the program's most challenging part. No matter
how well a school volunteer program is planned, it will fail without a strong recruitment strategy. Two recruiting
issues need to be addressed: (1) Who can be a volunteer and (2) How to reach out and find volunteers.

Who:
● Teachers and administrators should consider the range of skills available from adults who hold jobs in

hospitals, fire and police departments, television and radio stations, etc., that can be applied to daytime
or evening school programs.

● Adults who work in the evening for computer services, newspapers, and restaurants are good
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prospective afternoon volunteers.
● Adults who work on the weekends in parks, museums, libraries, and churches possess a wealth of

talents to contribute to schools and usually have one or two full days off during the week.
● Self-employed adults, such as consultants, artists, or musicians, may have flexible schedules to

accommodate daytime or evening volunteering.
● Senior citizens are another underused yet highly talented pool of knowledgeable adults with unlimited

skills easily adapted to school curricula and programs. Furthermore, by volunteering at school, seniors
can provide meaningful contact that helps build understanding and appreciation for other generations.

● Students are another source of volunteers that goes untapped. Most students are eager to participate;
most are looking for community service hours for their student organizations.

Potential Resources
Potential resources are the people and materials you hope to draw from to assist in planning and implementing
your program. Where do you find this support? What resources are available inside and outside your
school/community that help expand and enrich your program?

Now that the program has direction, getting it going requires people resources. Try not to lock yourself into
what has happened in the past. Brainstorm, explore, be creative, and let yourself go.

Believe it or not, our resources are unlimited. However, to reap the benefits, you must be open to exploring
what resources are inside the school in your community and the community at large. Once you discover what
resources are there, you will be better positioned to determine who can help you accomplish your program
goals.

How:
You can arrange meetings at local worksites, senior centers, or retirement communities. At these meetings,
volunteer coordinators or teams can talk with prospective candidates about the importance of and the need for
their involvement with the school. Other methods of delivering this message can include the following:

● Posters, pamphlets/fliers, and brochures posted or distributed at community supermarkets, banks,
churches, etc.

● Notices on community bulletin boards or in newsletters, newspapers, bills, bank statements, payroll
checks, coupon booklets, etc.

● Booths or exhibits at local stores, malls, community fairs, etc.

See the Appendix of this guide for a Sample Volunteer Survey

Awareness Activities
Awareness activities will vary by the target population and the message you want to convey. The following is a
list of common awareness activities:

● Breakfast meetings with business groups and chambers of commerce to outline partnership elements
such as advocacy, staff development, curriculum development, instructional support, etc.

● Newsletters, brochures, other printed materials
● Presentations to the local chamber of commerce board of directors
● Presentations to local corporate volunteer councils
● Meetings between representatives of a successful partnership and potential partner
● Video presentations, computer bulletin board
● Guest appearances on television and radio talk shows
● Advertisements in local press
● Editorial and feature articles in journals, periodicals, and newspapers

STEP 5: Training And Orienting Volunteers
Once you have new volunteers, training and orientation are crucial. They can ease anxiety and confusion,
alleviate fears, and increase the chances that volunteers will have a long-term relationship with the school.
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Training and orientation sessions set a welcoming tone and create support for volunteers. The sessions should
be relevant, hands-on, and geared toward each volunteer's specific skills and responsibilities.

Training
The training sessions should be held at varying times to accommodate everyone’s schedules. The supervising
teachers or staff should give input or, better yet, be a part of the training sessions and the PTA volunteer chair.
They may be done one-on-one or in a small or large group. Pieces of training are focused, short-term, specific,
and practical. The purpose of the training and expected outcomes should be clarified to the participants. They
should never feel that the training is a perfunctory repetition of orientation.

The purpose of training volunteers is primarily to provide skill development to assist teachers and students.
Training also includes opportunities to define the volunteer role more clearly through numerous activities. It
gives the volunteer time and assistance in self-growth and development. This, in turn, provides motivation,
greater self-confidence, and improved performance. Poorly prepared volunteers are more likely to be
undependable, require excessive teacher supervision, and not remain in the program. On the other hand,
volunteers, who are well trained, are highly regarded by teachers who transmit the message to volunteers that
they are valued members of the educational team.

Orientation
Volunteer Orientation is a way to help volunteers become familiar with your program and your school. It can be
done one-on-one, in a small or large group. Plan at least a 1 1⁄2 - 2 hour session.

See the Appendix of this guide for a Sample Orientation Agenda for Volunteers.

Orientation sessions should familiarize volunteers with the:
● School facilities – provide a map and tour of the building and grounds. Point out important places

such as the restrooms, lounge, and PTA room.
● School Staff and Teachers – Introduce volunteers to the principal, teachers, office, and custodial staff.

An individual visit with the staff member or teacher with whom the volunteer will work to discuss specific
responsibilities and a schedule is recommended.

● School Philosophy, Mission, Operating Policies, and Procedures – Provide a job description and
information on confidentiality, ethics for working with students and staff, student discipline,
dependability, attendance expectations of volunteers, and recording volunteer hours. Provide a
handbook for volunteers to keep. During orientation, provide a time for questions, discussion, and
completing forms.

● Security – Before any volunteer begins service at a school, school administrators or staff should run a
routine background check on each potential volunteer, just as they do with other school personnel. It is
not a state requirement, but most school districts require that all volunteers who come in contact with
students undergo background checks.

● Sign-in/Sign-out Procedures – Most school districts have district-wide procedures for visitor sign-in/
sign-out, this includes volunteer sign-in/sign-out procedures. If your district does not have a process for
volunteers to sign in and out, speak with your principal to determine the best procedure for your school.
This may be the principal’s office, the volunteer coordinator’s office, the school office, or the volunteer
workroom. The principal and/or volunteer office must know where the volunteer is working if they need
to be contacted and in emergencies. Name tags, parking, hours, record keeping, and other logistics
should also be covered.

● Additional Opportunities for Training – Encourage volunteers to attend Texas PTA’s LAUNCH and
Council PTA events and training.

STEP 6: Retaining and Recognizing Volunteers
While volunteers may become involved for many reasons, their continued commitment and motivation are not
connected to a paycheck but a deeper kind of gratification. Retention is the art of keeping volunteers in your
program and encouraging their annual re-enlistment. Volunteers should develop a motivational feeling of
belonging from their first contact with your program. A major strength of your program is a core group of
satisfied volunteers who return yearly.

To develop and sustain a feeling of belonging and satisfaction among volunteers, it is important to provide:
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● Ongoing training for volunteers. Many volunteers want to learn new skills that they can market when
seeking new jobs or career advancement.

● Flexibility within the program. Many volunteers look forward to the opportunity to try new assignments
and to work with different people.

● Train teachers to work with volunteers. Teachers trained to work with volunteers are prepared for the
volunteer and appreciate the contributions to the instructional program. Many problems can be avoided
when teachers are knowledgeable about volunteer services.

● Share documentation of volunteer contributions with volunteers whenever possible. Include before and
after pictures of art or school beautification projects and concrete evidence that volunteer services
make a difference.

● Provide feedback about performance and recommend changes when necessary. Keep a notebook for
the volunteer with articles and suggestions about teaching, discipline, and human relations techniques.
Volunteers want to do the best job possible and appreciate the supervision and the fact that you care.

● Develop informal and formal recognition activities throughout the year to demonstrate to volunteers that
their efforts are appreciated.

● Train continually, and monitor teachers and staff to ensure that they effectively work with volunteers.
● Treat volunteers like colleagues.
● Regularly show appreciation to the volunteer for their efforts.
● Include the volunteer in planning activities.
● Maximize the volunteer’s time. They should know what you want them to do before class begins.
● Show interest in the volunteers, and they will be interested in the school and the volunteer program.
● Assign jobs that will keep them busy and interested.
● Always have a job for the volunteer.
● Assign tasks that will increase skills and knowledge.
● Maintain high standards of training and education for volunteers.
● Evaluate the volunteer's job often, so it does not become stale.
● Incorporate the volunteers' ideas, suggestions, and experiences when possible.
● Should a volunteer begin to show a lack of interest, change their assignment and add more

responsibility?
● Evaluate the reasons for previous volunteer departures (exit interviews can help with this).

Recognition
Recognition is the extension of appreciation for service rendered. Remember that recognition is a very
personal, and each volunteer should be recognized in a way that they feel is appropriate and rewarding. Some
individuals desire public recognition; others prefer recognition from their peers. But everyone wants some kind
of acknowledgment of a job well done. We all need to know what impact our service has had on the issue or
concern that prompted our involvement.

Volunteers work at schools for many reasons. However, they do not get a paycheck. For most, their reward is a
high degree of satisfaction from the volunteer performance. The volunteer’s “pay” is often the welcoming smile
of a student and the warm day-to-day relationship with staff members and other volunteers. This satisfaction
comes from within the person. But a “thank you” from students, teachers, administrators, and the volunteer
coordinator will provide great motivation and satisfaction.

Give public recognition for the contributions of school volunteers. This allows the community to recognize the
importance of volunteer service and reinforces the positive aspects of the volunteer program as a whole.

Suggested Activities
● Share your PTA newsletter with the community and send copies of it to the mayor and city council,

school board, civic associations, other community leaders, and organizations.
● Give your local newspaper frequent feature articles describing exceptional volunteer work in

exceptional situations.
● Nominate exceptional volunteers for community awards. Reward outstanding volunteers with

“scholarships” to seminars and conferences.
● Schedule annual volunteer recognition events. They are excellent public relations events and provide

an official way to say thank you.

20



● Send short notes of appreciation throughout the year. These are especially appreciated when the
student sends them. Personal recognition of each volunteer’s unique contribution is just as important as
public recognition—in some cases, more important.

Volunteer Recognition Tips
Volunteer recognition starts with knowing your volunteers, continues as you strive to meet your organizational
goals, and keeps going while you have fun together. With your volunteers and staff, take a look at the present
mission, dream about the future and wrap that into your recognition program.

Volunteer Recognition (A Year-Round Responsibility)
A volunteer’s pay is recognition and assurance that he is an equal partner in your program. Recognition,
therefore, should be an integral part of the management process so that people feel valued and good about
themselves and their organization.

Here are some suggestions to recognize and encourage your volunteers:
● Include the volunteer when planning class activities.
● Include the volunteer in staff meetings and in-service training when appropriate.
● Send a letter of appreciation.
● Take the volunteer to lunch.
● Call or write when a volunteer is absent or ill.
● Invite experienced volunteers to train newer volunteers.
● Seek training opportunities for the volunteer, perhaps by providing a PTA scholarship to a volunteer

conference or workshop.
● Write an article on a volunteer’s contribution for your PTA newsletter, school newspaper, or community

paper.
● Ask the volunteer coordinator or school community relations person about a feature story on volunteers

for the newspaper, radio, or television station.
● Nominate your volunteer for a volunteer award.
● Celebrate outstanding contributions or achievements.
● Commend the volunteer to supervisory staff.
● Ask volunteers to help evaluate the program and suggest improvements.
● Ask volunteers to evaluate the performance of other volunteers; share their comments with the

volunteers.
● Help plan a recognition event—an assembly, reception, or luncheon; invite the superintendent, school

board, administrators, parents, and community leaders.
● Accommodate the volunteer’s personal needs and problems.
● Enable the volunteer to grow on the job.
● Write a letter of recommendation when the volunteer requests it.
● Plan to recognize the “Volunteer of the Year” for each campus.
● Celebrate “Love Your Volunteer” week -- teachers and staff show appreciation.
● After-school socials – have door prizes.
● Host an “End of Year Dinner” – awards and slide show of volunteers.
● Schedule a covered dish supper with teachers.
● Say “thank you” often.
● Take time to have a little chit-chat from time to time.
● Smile—be creative!!

Your recognition will be ineffective if it does not say “thank you” in a way that a volunteer can hear. No two
people are alike in their motivations. Here are some tips on what “paycheck” is appropriate for each motivator.
But remember, the volunteer will be the best source of information on what satisfies them.
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If the Volunteer's motivator is: Then reward the volunteer with:

Praise Thank yous, small gifts, praise for their work, especially in front of others,
public recognition, reference letters, and letters thanking their boss or
family.

Affiliation Social get-togethers, name badges, team projects; have a special T-shirt
made for special events; post a list of all volunteers in public areas;
display their photo; say “we” and “us,” not “you,”

Accomplishment Certificates of accomplishments at stages, such as 5, 10, 15 hours, years,
steps reached, projects completed, people served, meals delivered, etc.;
concrete, perhaps physical projects with a recognizable and reachable
end; a place to put or mark completed projects.

Influence Leadership roles, titles/rank insignia, opportunities to talk to others about
the cause, photos with the superintendent or principal, "_______of the
Year” award; ask for advice, listen and be open to their ideas, and use
some of them.

STEP 7 - Evaluating Volunteer Performance and Program Success
As with any successful program, there needs to be a continual evaluation that results in improvements.
Through surveys, questionnaires, observations, and personal interviews, the program’s general success at
meeting the needs of children, teachers, staff, and volunteers can be assessed. These methods also can be
used to assess the individual performance of each volunteer, the effectiveness of orientation and training
sessions, and the volunteer program’s procedures and recruitment strategies.

Evaluation is collecting and interpreting data to determine your program's accomplishments, strengths, and
weaknesses.

Evaluation is conducted at two levels:
● To determine the program's overall effectiveness.
● To assess the efficacy of the individual components of the program.
● Too often, program developers avoid the evaluation process. They see it as intimidating,

time-consuming, or unnecessary paperwork. But a properly conducted evaluation may be the most
compelling evidence you can use to convince persons of the value of your program.

Evaluation Uses
● Gain additional support
● Demonstrate effectiveness
● Identify weaknesses and strengths
● Improve services
● Determine future planning
● Track statistical data
● Apply for grants
● Apply for the Blue Ribbon Schools award
● Report parent engagement to the Texas Education Agency (TEA) or school district

Evaluation does not take place only at the end of the school year. It is an ongoing process from the very
beginning of your program planning. When program objectives are determined, preparing for evaluation design
is begun. Well-written objectives will provide the standards you can use to measure accomplishments. At the
end of the school year, compile the information collected with the goals developed at the beginning of the year.

All participants in the school volunteer program need the opportunity to evaluate the program.
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Legal Codes
Why These Legal Codes are Important
Volunteers need to understand these acts and how they are protected under them. These acts lend credibility
to every PTA volunteer program. The Texas act protects volunteers who are “rendering services” in a
recognized capacity. This law can add strength and validity to your program by

● Requiring all volunteers to go through a criminal background check to be recognized as volunteers.
● Requiring volunteers to sign in according to school procedures to be recognized as “rendering

service...at a school-sponsored or school-related activity.”
● Requiring volunteers to keep track of the date, time, and duration of service.

These laws protect the volunteers, but they also work to protect the children in our schools. This keeps
volunteers who have not gone through the volunteer system from walking in and performing unrecognized
volunteer acts. This information should be included in your volunteer orientations.

Texas Government Code 2109 – Use of Volunteers

Gov’t Code 21.09.003 (a-c)
School districts shall develop a volunteer program. In developing the program, the district shall consider
volunteers a resource that requires advanced planning and preparation for effective use. If practicable, each
district should include volunteers and paid staff in planning the program's implementation.

PROGRAM REQUIREMENTS AND GUIDELINES
Gov’t Code 2109.004(a)
A volunteer program shall include:

● An effective training program for paid staff and prospective volunteers.
● The use of paid staff to plan and implement the volunteer program.
● An evaluation mechanism to assess the performance of volunteers, the cooperation of paid staff with

the volunteers, and the overall volunteer program.
● Follow-up studies to ensure the effectiveness of the program.

Gov’t Code 2109.004(b)
A volunteer program may:

● Establish a program to reimburse volunteers for actual and necessary expenses incurred in the
performance of volunteer services.

● Establish an insurance program to protect volunteers in the performance of volunteer services.
● Cooperate with private organizations that provide services similar to the district.
● Purchase engraved certificates, plaques, pins, and/or other awards of a similar nature that do not

exceed $75.00 per person in value to recognize special achievements and outstanding service of
volunteers.

Gov’t Code 2109.004 (c)
This section applies to a volunteer or person who has indicated, in writing, an intention to serve as a volunteer
with the district or shared services arrangement.

This section does not apply to a person who volunteers or is applying to volunteer with the district or shared
services arrangement if the person:

● Is the parent, guardian, or grandparent of a child who is enrolled in the district or school for which the
person volunteers or is applying to volunteer;

● Will be accompanied by a district employee while on a school campus; or
● Is volunteering for a single event on the school campus.

A volunteer may not perform any volunteer duties until
● The volunteer has provided to the district a driver’s license or another form of identification containing

the person’s photograph issued by an entity of the United States government.
● The district has obtained all criminal history records related to a volunteer from the Texas Department

of Public Safety (DPS) and any other law enforcement agency, criminal justice agency, or private
consumer reporting agency.
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Volunteer Protection Act
PTA, as a volunteer association, would not exist if it were not for the devoted individuals who volunteer to carry
out the work and mission of the association. Many volunteer associations and other volunteer organizations
have been adversely affected by the potential of liability actions against volunteers. Because the federal
government realizes the importance and need for volunteers, it has passed the Volunteer Protection Act of
1997 to reform laws that provide certain protections from liability abuses related to volunteers serving nonprofit
organizations and governmental entities.
Under this law, volunteers, but not the organizations they serve, cannot be held liable for negligent acts or
omissions during their duties. However, if someone were injured because of a volunteer’s willful and wanton
misconduct, including the influence of drugs or alcohol, this protection would not apply.

For a volunteer to take advantage of this protection, four criteria must be met:
1. The volunteer must have been acting within their responsibilities in the non-profit organization.
2. If required by law, the volunteer must have been properly licensed, certified, or authorized by the

appropriate authority in the state where the harm occurred.
3. The harm caused by the volunteer must not have been due to willful or criminal misconduct, gross

negligence, reckless conduct, or conscious, flagrant indifference to the rights or safety of the individual
harmed by the volunteer.

4. The harm caused by the volunteer must not have been due to the operation by the volunteer of a motor
vehicle, vessel, aircraft, or other similar vehicles.

For example, a PTA holds a catered event and uses PTA volunteers to help serve food.

If people came down with food poisoning from the catered food, the volunteer food servers could not be held
liable for it. While people could still sue the PTA or the caterer, the individual volunteers and their assets would
be protected.

This act does not preclude a state from enacting provisions that are even more protective of volunteers or
nonprofit organizations.
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Finance for Executive Board Members
Financial Considerations
Every single executive board member should be knowledgeable about the financial responsibilities of the PTA.
Below is basic information on finances that every executive board member needs to know. There is so much
more involved in the everyday financial management of a PTA…these are the basics.

Fiduciary Responsibility
The Internal Revenue Service (IRS) (as included on Form 990) requires reporting by nonprofits on a range of
governance issues that reach far beyond financial reporting, including executive board member “fiduciary duty.”

Executive board members have three fundamental fiduciary duties: a duty of care, a duty of loyalty, and a duty
of obedience.

● The duty of care means that the executive board member actively participates, attends executive
board meetings, is educated on the industry, provides strategic direction, and oversees the day-to-day
operations of the PTA;

● The duty of loyalty requires the executive board member to operate in the interest of the local PTA
and not to use the position to further personal agenda;

● The duty of obedience requires the executive board to know the state and federal laws and
regulations that apply. This includes the regulations and guidance issued by the IRS. Obedience to
governing documents requires a deep understanding of the operating documents (by-laws, rules,
executive board manuals). Finally, obedience requires that the executive board not act outside the
scope of the organization’s legal documents.

Fiduciary responsibility in a PTA means the executive board members act as trustees of the organization’s
assets and must exercise due diligence to oversee that the organization is well-managed and that its financial
situation remains sound. The executive board verifies that all filing requirements and tax obligations are
completed. If theft, fraud, or embezzlement is suspected, a PTA must follow the Texas PTA Theft, Fraud, and
Embezzlement policy.

Budget Basics
The budget creates the framework for program management and overall administrative decisions. An approved
budget must be in place at all times for expenditures to be made and fundraisers to be conducted. The budget
for the following year is presented and adopted by the membership at the last membership meeting of the year.
It is amended at the first membership meeting based upon approved Plans of Work submitted by the new
executive board members. The members always approve expenses and income via the budget, which can be
amended as needed.

Payments
Payments are never made in cash, and blank checks are never issued.  All payments must relate to an
approved budget item and have a funds request form attached with a receipt and/or invoice. No other
organization may pass its money through the PTA account to achieve tax-exempt status, and money can never
be “turned over” to the school and/or principal to spend at their discretion.

Deposits
All monies collected are turned over to the treasurer as soon as possible. At least two people count money
simultaneously, and both counters and the treasurer each sign and keep a copy of the completed deposit form.
The treasurer may be one of the two counters.

Financial Reports
To keep people informed, a current financial report is presented at every regular executive board and
membership meeting that covers the financials since the last meeting of that type. The financial report should
include each budget line’s current period actuals, year-to-date actuals, and the approved budget amount. The
verbal report should include the starting balance, total income, and total expenses for the current period, the
change to sales tax and state/national dues liability during the current period, and the ending balance. As the
funds belong to the members, they have the right to access the financial reports presented at membership
meetings.
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Statement Reviews
The president appoints a member, subject to the executive board's approval, who is not authorized to sign on
the bank account to review each account statement. The statement reviewer utilizes the Texas PTA Statement
Review by Non-Signer Form. The secretary presents the result of this review at the executive board meeting.

Financial Reconciliation
A financial reconciliation is performed: at the end of the fiscal year when any authorized check signer is added
or deleted on any bank account; and at any time deemed necessary by the president or three (3) or more
members. The president appoints the financial reconciliation committee consisting of not less than three (3)
members who are not authorized signers, the current secretary, incoming treasurer, nor be related by blood or
marriage or reside in the same household as the authorized signers or current secretary. The financial
reconciliation committee report shall be adopted by a majority vote of the association at the regular
membership meeting immediately following the financial reconciliation.

Insurance
It is in the PTA’s best interest to cover the treasurer and all other persons authorized to handle money with an
embezzlement (bond) policy and directors and officers liability insurance to cover losses through any fraudulent
or dishonest act. Insurance premiums are budgeted as an expense line. For these policies to apply, account
statements are regularly reviewed by a non-signer, and financial reconciliations occur at least annually.

For more details on financial procedures for your PTA, please visit txpta.org/treasurer.
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Keeping Records
Compiling and maintaining a complete record of your activities can help those PTA Leaders who follow behind
you. Passing along important information to your successor gives them what they need to get started! New
Leaders who access previously implemented PTA practices can more easily adjust and make needed
changes. Additionally, a PTA should closely follow its records retention policy to be sure they are properly
storing the records they need to maintain regulatory compliance.

How to Compile Your Records
Ask yourself, “If I knew nothing about the job, could I do it with this information?” Depending on your position,
you may need hard copy materials at your fingertips. If so, use a loose-leaf folder or binder with tabbed
dividers. Other positions could easily keep their records electronically via cloud-based storage or a USB drive.

Suggested Content
Bylaws/Standing Rules

● A current, date-stamped copy of the PTA Bylaws and Standing Rules. Each year (after August
1), the parliamentarian should request a copy of your PTA’s bylaws and standing rules from
Texas PTA. They should be distributed to all executive board members and reviewed annually.
Visit www.txpta.org/bylaws for the request form and more information.

Rosters
● Current roster of executive board members with their contact information
● Contact information for Texas PTA Field Service Representative, Council PTAs (if applicable),

Texas PTA Board members with comparable responsibilities, the Texas PTA State Office
● Resources, and related agencies and organizations in the community relevant to your position

Items Related To Your Position (As Applicable)
● Description and responsibilities of your position
● Current Texas PTA BASICS Resource Guide(s)
● Plan of Work approved by the executive board
● Reports prepared for meetings (executive board, membership, and committee)
● Financial records including approved budgets, detailed reports with copies of your PTA

Funds Request Forms with receipts, and copies of all deposit forms that you have signed
● Promotional material, newsletter articles, evaluations, etc.
● Award applications submitted to Council, Texas, or National PTA
● Summary of your term, including recommendations for the following year

PTA Meetings
● Agendas and approved minutes from each meeting
● Financial reports
● Relevant committee reports
● Information on upcoming events and programs sponsored by PTA at all levels
● Record of volunteer hours to be reported to the volunteer coordinator (if applicable)

27

http://www.txpta.org/bylaws


Local PTA

Standards of Continuing Affiliation
Each membership year, Local PTAs must meet both of the following requirements to
attain Active Status with Texas PTA. The membership year begins on August 1.

1. Remit to Texas PTA state and national membership dues for at least 20 members.

2. Submit to Texas PTA the name and contact information (mailing address, phone number, and email
address) of at least one current executive board member, preferably the president.

Local PTAs must comply with all of the following standards to remain in Good Standing with Texas
PTA. Local PTAs that do not maintain Good Standing will be subject to a Local PTA Retention Plan as
described below.

1. Maintain Active Status with Texas PTA.1 (see requirements above)

2. Report all additional members and remit state/national dues to Texas PTA each year.

3. Submit to Texas PTA the name and contact information for all additional executive board members
within 15 days of election or appointment.2

4. Review Local PTA bylaws (and standing rules, if applicable) every three years and submit to Texas PTA
for approval.3

5. Each year, within 60 days of fiscal year-end, electronically file and have accepted by the IRS the
appropriate “Form 990 Return of Organization Exempt from Income Tax”.

Local PTA Retention Plan (initiated when a Local PTA does not maintain Good Standing)

Notification: Texas PTA will notify the PTA of the actions required to attain Good Standing. The PTA will have
30 days from the date of the notification to meet all Good Standing requirements to avoid
moving into the Restriction Phase.*

Restriction: While in the Restriction Phase, the PTA is not eligible for awards, programs, or grants
administered by Texas PTA or National PTA. The PTA will have 30 days to meet all Good
Standing requirements to avoid moving into the Restructure Phase.

Restructure: For PTAs that do not attain Good Standing following the Notification and Restriction Phases,
Texas PTA may begin the process of restructuring the leadership of the PTA or revoking the
PTA’s charter. A PTA that signs an Action Plan may temporarily move into Intervention, giving
them time to resolve any outstanding issues. The PTA will continue to be ineligible for awards,
programs, and grants administered by Texas PTA and National PTA until Good Standing is
achieved.

Intervention: Once in the Intervention Phase, Texas PTA will assign a support team to assist the PTA. If all
Action Plan requirements are not resolved by the agreed-upon date, the PTA will be moved
back into Restructure. *With cause, Texas PTA may place a Local PTA that has not met all
Good Standing Requirements into the Intervention Phase early.

1. Active Status is used to determine eligibility in many Texas PTA programs and services. Please reference specific
program eligibility requirements to ensure your PTAs participation.

2. PTAs submit executive board member information to Texas PTA electronically via the Texas PTA website.
3. Bylaws are submitted via the Bylaws Submission Form found on the Texas PTA website.
4. Proof of filing and acceptance is the Exempt Organization Business Master File issued regularly by the IRS.
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Resources
Texas PTA believes that volunteer at-home accessibility to FOUNDATIONS Training is important. As such,
training can be found at txpta.org/courses. Our volunteer leaders across the state can access quality
educational resources to support success within their roles and build strong Local and Council PTAs.

FOUNDATIONS Trainings:
1. ESSENTIALS is a high-level orientation to PTA that is taken online via the Texas PTA website at

www.txpta.org/training. It contains the mainstay information that every PTA Leader should know.
Executive board members should take this training at least once in their PTA career. Leaders are
encouraged to take Essentials (formerly titled Foundations Leader Orientation and Leadership
Orientation Training) again whenever the training is updated.

2. BASICS contain detailed information to support PTA Leaders in their specific executive board position.
Every executive board member must attend a BASICS course for their specific position at least once
every two years. These training sessions are available on-demand via the Texas PTA website. Visit us
online at www.txpta.org/training to register.

a. BASICS includes a workshop and companion Resource Guide, along with other supporting
resources.

b. PTA Leaders can access the Resource Guides via the Texas PTA website or online store. Visit
www.txpta.org/local-pta-leaders to download free PDFs or www.txpta.org/shop to purchase hard
copies.

3. SPOTLIGHTS offers a short, in-depth review of some of the specific yet important topics and recurring
PTA functions such as Bylaws and Standing Rules, Financial Reconciliations, Conducting a Meeting,
and Nominations and Elections. Spotlights are free and are not mandatory but offer vital insights on
specific and timely topics.

Reminder: Both the ESSENTIALS and BASICS are mandatory for executive board members. Visit
www.txpta.org/training to learn more!

Newsletters and Alerts:
Texas PTA provides content-specific newsletters based on your PTA position. Please submit your information
to Texas PTA each year. Registering as a Local PTA Leader will help ensure you receive important updates
and position-specific newsletters! Visit www.txpta.org/officer-intake to access the form.

All executive board members are encouraged to closely follow Texas PTA legislative advocacy efforts by
subscribing to Under the Dome, our advocacy newsletter. Sign up at txpta.org/take-action.

Leadership Development Resources:
Texas PTA training goes beyond the FOUNDATIONS by offering Leadership Development resources.  The
topics covered are the result of polling local and council PTA leaders across the state.

All PTA leaders are encouraged to go to txpta.org/leadership to discover what Extra Credit course they might
like to take next to continue exploring their leadership development and investigate the Full Circle Leadership
development program rolled out in March of 2022.
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Texas PTA Staff and Board Support
BOARD OF DIRECTORS  | Contact Form
The Texas PTA Board of Directors are your volunteer representatives at the state level. From the president to
the secretary, Texas PTA Board can help answer your questions and address your individual needs. You can
reach them at: https://bit.ly/3zp81Es.

COMMUNICATIONS  | communications@txpta.org
The Communications team manages and produces all Texas PTA communications, including The Voice (our
quarterly newsletter), specialized newsletters (advocacy, healthy lifestyles, arts in education, environmental
awareness, membership, and field service), social media outlets, and the Texas PTA website. They also serve
as Texas PTA’s contact for all media inquiries.

FINANCE   | finance@txpta.org
Texas PTA understands the responsibility of managing your member dollars. The Finance team is charged with
monitoring Texas PTA resources according to the annual budget, as adopted by the Board of Directors.

Members of the Finance team are also available to support PTA leaders in their compliance with state and
federal financial requirements, such as filing the annual 990 with the IRS and sales tax filings with the State
Comptroller.

MEMBER SERVICES  | memberservices@txpta.org
The Member Services team gives direct support to PTA leaders and members. They assist with member
recruitment strategies, bylaws and standing rules, organizing PTAs, and general questions on leading and
managing a PTA.

The Member Services team is responsible for developing recruiting resources that may be adapted for all
levels of PTA – early childhood, elementary and secondary. Staff processes officer information, membership
rosters and dues, and requests for copies of bylaws and standing rules. Staff also coordinates membership
awards and the distribution of membership cards to Local PTAs.

PROGRAMS  | programs@txpta.org
The Programs team is focused on connecting PTA members and leaders with the information they need to be
successful and develop programs. Whether your PTA is registering for LAUNCH or requesting a Connect
Program, the Programs team is available to assist you.

The Programs team is also your contact for student programs, such as Reflections, Camp Just Imagine, and
Texas PTA’s scholarship program.
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Appendix
In the pages of the appendix, you will find items mentioned throughout the guide for you to use as resources
for your volunteer chair responsibilities and a few other tools thrown in to help you along the way.
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Sample Needs Assessment Survey
Teacher: ____________________________________________________________

Grade: _____________________ Subjects: _________________________________

Please place a check in the appropriate space.  Check more than one if necessary.

1. What do you feel are high-priority needs for our school?
Enhanced Curriculum
Increased Parent/Community Engagement
Improved Public/Community Relations
Improved Staff Morale
Improved School Faculty

2. What volunteers are you presently using in your classroom?
Tutors
Mentors
Teacher’s Helpers
Room Parent Activities
Special Helpers (speakers, presentations, demonstrations)
Students
Community Members

3. What additional needs could a volunteer provide?
Tutors
Teacher’s Helpers
Mentors
Clerical Help
Student Recognition
Clean-Up
Playground Helper
Speaker
Other _______________________

4. What kind of training or expertise would you like to have shared with your class in the form of
mini-courses or presentations?

Computers/Math
Clothes and Grooming
Athletics
Crafts and Hobbies
Public Speaking
Health and Safety
Law
Graphic Arts
Government
Creative Writing/Journalism
Other _____________________

32



Sample Letter to Teachers
Welcome to the PTA Volunteer Program.  You are one of the many teachers who may use a volunteer in the
classroom!

Your principal, with the help and cooperation of the PTA volunteer chair and interested community members,
has organized a school volunteer program. Under their guidance, the school staff, including volunteers, works
to meet the needs of the students.

PTA has a volunteer chair who works to recruit, train, and place volunteers.  The volunteer chair also provides
a link between your school, PTA, and other school volunteer programs.  Anytime you wish to have a volunteer,
you should request one from the PTA volunteer chair or your principal.

Our school believes in the value of the volunteer program to
● Provide more individualized attention to students
● Enrich the student’s curriculum and, in turn, broaden their awareness and experience
● Relive the teacher of some non-instructional tasks and duties
● Relieve the school staff of some non-classroom tasks and duties
● Provide an opportunity for interested community members to become directly involved with education
● Bring the resources of the community into the school

You, as a teacher, are the final but most important link in the community involvement chain.  Your task is to
identify the tasks and jobs that will enhance your students' educational experience both in and outside the
classroom, so the PTA volunteer chair can select an available volunteer to meet your needs.  You will plan the
activities your volunteer is to perform, provide training in the classroom as necessary, evaluate the program,
and, above all, provide praise for their job.  Reinforcement of a job well done is necessary to retain the service
of your volunteer. Please complete the attached volunteer request form and return it to the principal’s office.

Your PTA volunteer chair is here to help you with your volunteer needs.  They will assist you with finding
meaningful work assignments and training for your volunteer.  We are sure you and your students will benefit
from this worthwhile program.
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Sample Teachers’ Request Form
Teacher Request for Volunteer Help

Volunteers will soon be recruited for a wide variety of services.  Among these ware classroom assistants who
may be of special help to you.  Your cooperation in determining the needs of our teachers will be appreciated.
Please complete this form and return i to the principals’ office by: _________________________________

Name: _____________________________________ Subject/Grade: ________________  Room: ________

I will need a volunteer in the area listed below (please number requests in order of priority):

Small group assistance in the classroom
Classroom clerical - filing , recordkeeping, checking papers
Office clerical - duplicating worksheets, laminating
Preparation of materials for bulletin boards, crafts, etc.
Assistance with special lass projects - arts, music, drama
Storytelling of book reviews in the classroom or library
Chaperone for field trips
Other _____________________________________________

Day(s) of the week: ________________________________________ am or pm? __________

Approximate amount of time required: ______________________

I would prefer that my volunteer not be the parent of one of my students
I would prefer that my volunteer be the parent of one of my students
I do not have a preference
Parents can complete some tasks at night at home or over the weekend

Volunteers will be assigned to teachers according to how well the description of the activity with which you
desire assistance fits the volunteer’s preference and skills.

I do not need volunteer help at this time.
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Sample Volunteer Survey
One of the finest ways to get involved is by participating in the PTA.  There are so many ways, however, in
which your talents might be buried that we want to make certain they are unearthed.  Therefore, we have
compiled the following survey to learn a bit more about you and the things that interest you.  Please check this
list, and, if there are items we have omitted, please add them.  This survey in no way commits you to any
specific task but is intended only as an interest finder.  If you would like to contribute your time and talent,
check your areas of interest, and return this sheet to ______________________________________.

I enjoy or don’t mind doing the following:

Creating Flyers Making Copies Make Phone Calls

Sewing Work in the Library Chaperone Field Trips

Help Students Work in the Classroom Other_______________

I have held the following positions: ____________________________________________________________

I would be interested in serving on the following PTA committees:

Hospitality Publicity Newsletter

Fundraising Room Parent Reflections

Membership Programs Healthy Lifestyle

Dad’s Club/WatchD.O.G.S. Other_______________ Other_______________

Do you have a job or an association with a local business or industry that would be of interest to children? ___

If so, explain? ____________________________________________________________________________

________________________________________________________________________________________

I can help:

During the School Day At Night from Home On the Weekends

Name: __________________________________________________________________________________

Phone:_________________________Email Address: _____________________________________________

Teacher Name/Grade:______________________________________________________________________

Student’s Name: __________________________________________________________________________
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Sample Orientation Agenda for Volunteers
I. Welcome and Introductions

A. Volunteer Personnel
B. School Personnel

II. Philosophy and goal of volunteer program
III. Administration

A. Guidelines
B. School Policies

1. Local policy matters relating to volunteers
2. Local school policies:

a) Dress code
b) Place to work
c) Taking children from the classroom
d) Sending things home
e) Disciplining students
f) Parking
g) Checking out procedures: library, textbooks, audiovisual, supplies, materials
h) Teacher’s lounge
i) Food and drinks in the building
j) Sign‐in procedures
k) Identification
l) Absence procedures
m) Traffic patterns
n) Use of custodial services
o) Use of cell phone
p) Rewards and gifts
q) Placement in child’s classroom

C. Emergency procedures
IV. Responsibilities

A. Points to Ponder
B. The Three R’s – Responsibilities, Respect for Confidence, Reassurance

V. Rights
A. To be treated as a co‐worker
B. To have a suitable assignment
C. To know as much about the program and the school as possible
D. To be trained for a specific job when training is necessary
E. To continue to receive training on the job
F. To receive sound guidance and direction

VI. Additional Related Topics
A. Do I know how to work with people?
B. Getting along with students

VII. Tour of Facility
A. Classroom Observations or Demonstrations
B. Facilities

1. Cafeteria
2. Library
3. Lounge/Workrooms
4. Restrooms
5. Office
6. Audiovisual room
7. Bookroom
8. Parking Areas
9. Supply Room
10. Other
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Volunteer Viewpoint
*By J. Donald Phillips, President of Hillsdale College, Hillsdale, Michigan

If you want my loyalty, interest, and best efforts, remember that...

1. I need a sense of belonging, a feeling that I am honestly needed for my total self, not just for my hands,
nor because I take orders well.

2. I need to have a sense of sharing in planning our objectives. My need will be satisfied only when I feel
that my ideas have had a fair hearing.

3. I need to feel that the goals and objectives arrived at are within reach and that they make sense to me.
4. I need to feel that what I’m doing has a real purpose or contributes to human welfare— that its value

extends beyond my gain or hours.
5. I need to share in making the rules by which we shall live and work toward our goals together.
6. I need to know in some clear detail just what is expected of me—not only my detailed task but where I

have the opportunity to make personal and final decisions.
7. I need to have some responsibilities that challenge, that are within range of my abilities and interests,

that contribute toward reaching my assigned goal, and that cover all goals.
8. I need to see that progress is being made toward our goals.
9. I need to be kept unformatted. What I’m not up on, I may be down on. (Keeping me informed is one

way to give me status as an individual.)
10. I need to have confidence in my superiors—confidence based upon the assurance of consistent, fair

treatment or recognition when it is due and trust that loyalty will bring increased security.

In brief, it does not matter how much sense my part in this organization makes to you—I must feel that the
whole deal makes sense to me!
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Volunteer Needs
Remember, it is essential that you establish and maintain a good relationship with your volunteer. To do this, it
is necessary to understand the needs of the volunteer and how these needs can be met.

1. Volunteers need encouragement. They often feel very insecure in their new role as a volunteer. They
may have doubts about their abilities to relate to the child or the children assigned to them. They will be
frightened and nervous, just as a teacher is frightened and nervous on the first day of school when
everything and everyone is new. Encourage them to relax. Try to put them at ease.

2. Volunteers need to be treated with respect. They are giving their time because they are interested in
the educational process. They must be respected for their willingness to help and unique abilities.

3. Volunteers need to feel wanted and needed. You need to let volunteers know they are wanted
because of the assistance they give you with specific tasks.

4. Volunteers need help and direction. Even though there is a tutor‐training program, tutors still need
help. Some will need more help than others. Volunteers need to know what is expected of them. If you
intend to help your volunteer a great deal initially and then expect them to carry on alone, that should
be clear from the start. Don’t let the volunteer wonder whether to wait for the teacher's direction or use
their initiative.

5. Volunteers need praise. When the volunteers’ efforts are successful, let them know. Let a tutor know
that you noticed that a student could finally tell the difference between short “e” and short “I” sounds.
Let the tutor know that another student took home a library book for the first time this year after the
student’s interest in dinosaurs was aroused during a tutoring session. Praise from the teacher and true
success in the tutoring session is often the only rewards a volunteer receives.

Volunteers need meaningful assignments. Volunteers who feel their time and talents are being well used
are dependable.
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