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Prior to Event

	
	
	

	# 1
	Meet with vendor, confirm contract and insurance and background check requirements. Contracts require Executive Team President review and signature

	
	
	

	# 2
	Meet Exec Team Contact – Your Go To person for Issues, New Ideas & Copy Needs

	
	
	

	# 3
	Confirm Club meeting location/time reservation with Exec Team Secretary

	
	
	

	# 4
	Advertise! Utilize monthly newsletter, weekly online flyer, Facebook, website, physical Roller Board, hang posters around school (use only PTA approved tape). 
Note: Written advertising must include “This is a PTA Sponsored Event”

	
	
	

	# 5
	There must ALWAYS be a PTA parent in the room for an enrichment club for insurance purposes.  This PTA parent can rotate each week or be the same person. 

	
	
	

	# 6
	Make sure copies of club flyer are in the office and posted on the PTA website.

	
	
	

	# 7
	Make sure club flyer has the PTA after school pick up information included either on the flyer or attached to the flyer.  This “permission” slip needs to be signed and given to the office.  Batch them up for the office.

	
	
	

	# 8
	Payment should be made directly to club vendor.  It’s okay for the checks to be collected by the PTA and given to the enrichment club instructor.

	
	

	# 9
	Provide office with list of participants and permission slips at least 3 school days before event starts




	
Event Day

	# 1
	Pre-arrange PTA member for attending club meeting time or plan to be present

	
	
	

	# 2
	PTA member must be present until all students are picked up and signed out.

	
	
	

	# 3
	Best practice: Have Sign Out sheet at club event and request parents/guardians to complete before leaving with student

	
	
	

	

Post Event

	
	
	

	# 1
	Congratulate yourself for a job well done! Send online survey via Website to the parents of all participants to collect feedback on the event

	
	
	

	# 2
	Send list of all whom helped to our fabulous Webmaster for publication on the Thank You splash page 

	
	
	

	#3
	Update Enrichment Club notebook with best practices, what worked/did not work, Club costs and attendance.

	# 4
	If you do not plan to return as the future chair of the Enrichment Club, help identify a replacement for the next school year



Congratulations!
YOU are what make Arrowhead PTA Outstanding!

Outstanding Local Unit in WA State
· 2008-2009
· 2010-2011
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