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Sponsored by PTA                                                                                                                                                                 

 

HMS	  PTA	  Committee	  Chair	  Procedures	  

We would like to welcome our new and returning Committee Chairs and Thank You for volunteering.  Without 
your help it would not be feasible to offer many of the Hillcrest PTA events.  In order to answer any questions 
that you may have we have developed a summary of the procedures and helpful information to assist you. 
Again, if you have any questions or problems please feel free to contact the First VP assigned to your 
committee as a first point of contact. 

Guidelines/Information: 

1. When volunteering at HMS, please first sign in at the main office and put on a HMS sticker. 
 

2. Each Chairperson and their volunteers are required to be paid members of the PTA for the current 
school year.  
 

3. A Pink PTA Binder with originals of PTA documents will be kept in the HMS main office for reference.  
Please do not take any of the originals all forms are available on the PTA tab of the HMS website. 
 

4. All committee chair's report into the 1st VP's.  Please be sure to work with the 1st VP in charge of 
your committee throughout year. 
 

5. Folders will be given to each chair at the start of the school year.  Each folder will contain necessary 
committee descriptions and information regarding the committee.  As the chair, please be sure to keep 
and record all information as it pertains to the current year event in the folder.  At the completion of 
your event, while things are still fresh in your memory, please update the Committee Description form 
that you found in your folder at the beginning of the year.  The First VP will email you the current 
committee description (WORD document) for you to update.  This will insure that the chair for next 
year will have a complete record of what has been done at the past event.  Please put an updated hard 
copy of the description in the committee folder along with any other info that is pertinent to the event 
(you may discard past event notes on the event if they are not used).  Upon completion of updating the 
committee description in WORD, please return the electronic description (via email) to the First VP 
assigned to your committee to be saved in Google docs.  All committee folders must be passed on to 
the new chair or returned to the PTA box in the HMS office prior to the last day of school.    
 

6. No committee chairs should be contacting Hillcrest school staff directly.  Please refer to Google 
calendar for dates.  Please work with PTA’s First VP in charge of your committee when scheduling 
dates that are not already listed on the calendar.  The First VP will clear dates with Hillcrest Middle 
School and Principal.  
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7. Any and all PTA correspondence (e-blast) needs to be approved by the PTA President who will run it by 

the Principal for final approval.  Please send all e-blast draft to the 1st VP in charge of your committee 
and they will route for approval and distribution.  If your event needs volunteers and/or donations, 
please utilize the I-Volunteer website.  Please include the I-Volunteer link on all flyers/e-blasts.  You 
must work with the First VP in charge of I-Volunteer to be sure I-Volunteer is correctly set up for your 
event. 
 

8. If your event needs to use a room at Hillcrest, please fill out an "Application for Use of Facilities Form-
Trumbull Public Schools" at least 3 weeks prior to event.  Please remember to list any specific needs 
such as tables, chairs, etc.  The building use form is available in the PTA Pink Binder in the HMS main 
office or online on the PTA tab of the HMS website.  The Chief of Police and the Fire Marshall must 
sign the form, give yourself ample time to complete.  Give completed form to the school secretary.  If 
you have questions about this form please contact the First VP assigned to your committee who will be 
happy to help.  
 

9. If your event needs supplies such as utensils, paper goods, ect, please check with the First VP’s and/or 
confirm we do not already have what you need in the PTA supply closet before purchasing items. 
  

10. PTA asks that committee chairs attend at least the PTA meeting that is prior to and following their event 
in order to share information about your event, express any needs, what worked/didn’t work, changes for  
next year, etc.  If you are unable to attend the PTA meetings, we ask that you send a Committee Report 
via email to the First VP assigned to your committee at least 24 hours before the PTA meeting so that 
the First VP may report on the event at the PTA meeting. 
 

11. Each committee is given a budget to work within.  If you feel that you will be over or under budget, 
please contact the First VP in charge of the committee to notify them.  The PTA executive board must 
approve additional funding prior to expenses being incurred.  Please submit your receipts for 
reimbursement to Treasurer within one week after your event.  Extra copies of the expense and deposit 
vouchers are on the PTA tab of the HMS website. 
 
 
 
 


