
SEARINGTOWN PTA  
2016-2017 COMMITTEE SIGN-UP SHEET 

The Searingtown PTA is an organization dedicated to enhancing our children’s experience in school by bringing 
in many programs which are both educational and fun.  Throughout the school year the PTA works very hard to organize and run 
these programs successfully.  These events are not possible without the help of many parent volunteers.  Children take great 
pride in watching their parents participate in school events.  Volunteering is a great way to meet other parents and get more in-
volved.  There are day and night events for which we need help.  So parents that work during the day might consider helping at 
night events.  

We need your help and ideas!  Please take a moment to review the list of events we hold each year.  You will notice that after 
each description there will be a spot to indicate your interest in “Chairing” an event or “Assisting” at an event.  Chairs of events 
organize and run the event.  They are responsible for overseeing the event.  Chairs of events are required to report to the PTA 
presidents and executive board.  A Chair may call upon volunteers to help execute the event.  Volunteering can be as detailed 
as Chairing parts of an event or as simple as helping a child pick out a book.  Whatever your schedule, there are many ways to be 
involved in PTA events. 

THIS FORM MUST BE RETURNED TO THE PTA BOX NO LATER THAN FRIDAY MAY 13th 
Questions?  Need more information regarding the events below?  Please contact PTA Co-Presidents: Genara DiGirolomo or Kelly Woods at 
sptapresident@gmail.com.  Please circle “Chair” or “Assist” indicating your interest below. 

AUTHOR VISIT      Chair           Assist 
The Chair of this event will be responsible for booking the author, ordering books for author signing, distributing books to students and set-
ting up a luncheon on the day of the author visit. 

BENEFIT DINNER Chairs - at least 4 
The Benefit Dinner is our largest fundraiser of the school year and needs many volunteers to be successful. The Chairs will responsible for 
booking the venue and entertainment, overseeing the event and supervising the sub-committees: 

 DONATIONS COMMITTEE  Assist 
Volunteers solicit neighborhood businesses for donations to be used in raffle baskets for the event.  
  

 JOURNAL/PROGRAM COMMITTEE  Assist 
Volunteers will be responsible for creating and typing the journal/program for the event (computer skills needed).  After completion of the 
journal/program you must have it approved by the committee chair, presidents and principal before submitting it to the printer. 

 RAFFLE BASKETS COMMITTEE  Assist 
Volunteers are asked to assist in the planning and packaging of the raffle baskets for the night of the event.  You may be asked to purchase 
items, wrap baskets and/or help write descriptions for the baskets. 

 MAILING COMMITTEE  Assist 
Volunteers are asked to copy and mail solicitation letters to businesses prior to event.  After event, committee members will be needed to 
copy and mail thank you letters to businesses that donated 
   
BAKERS Assist 
We need Bakers!  We need a group of parents to serve as our “go-to” bakers for the year for the various PTA sponsored and Club sponsored 
bakes sales throughout the year.  Feel free to bake your own goods and desserts or volunteer your name to purchase baked goods when need-
ed.  There are approximately 3-6 Bake Sales a year at Searingtown, not including our own Valentine’s Bake Sale.  PTA helps student clubs 
and activities with their bake sale fundraisers by providing baked goods. 

BOOK FAIR Chair Assist 
Every year the PTA sponsors Scholastic Book Fair at the school.  The Chair of this committee is responsible for running the book fair.  The 
Chair must contact Scholastic and order the books, set up delivery and set up the books when they arrive.  The Chair contacts the teachers and 
creates a schedule for each class' visit.  The Chair will create a committee of volunteers that will help run the event and work during the sale.  
The Chair will oversee the book fair, acting as a manager during the weeklong event.  The Chair will organize a family event for one of the 
evenings of the week in which the fair is held.  

BOX TOPS Chair 
The Chair will be responsible for organizing Box Top collections by working with the Box Tops organization and creating fun contests for 
our students where top Box Top winners will win prizes like Morning Announcements, Gift Cards, among others. 

DIRECTORY Chair 
The Chair will be responsible for the compilation of information for each student, by class, for the school directory.  The Chair should have 
excellent Excel skills (the program used for the Directory).  The student information must be approved by parents/guardians and the directory 
must be approved by the presidents as well as the principal.  One copy per family is issued after final printing.  
    
TALENT SHOW LIAISON Chair 
A Chair is needed to serve as the liaison between the faculty Talent Show coordinators and the parents of the students.  Responsibilities in-
clude making phone calls, selling food at the Show and assisting the coordinators when necessary. 

FACULTY APPRECIATION LUNCHEON Chair                    Assist 
The Chair will plan and organize the annual faculty luncheon, held in the spring of each year in appreciation of the faculty’s dedication to our 
children and support of the PTA.  Responsibilities include getting parents to make food and work the luncheon. 

FAMILY FUN NIGHTS Chair Assist 
Three times a year, the PTA sponsors Family Fun nights, where parents are able to mingle and children can dance and play with their friends.  
A Chair is needed to plan each night's theme and organize and oversee the events.  Volunteers are needed to help organize, set up, help stu-
dents, and clean up after the event. 



FIFTH GRADE COORDINATOR Chair 
The Chair will be responsible for maintaining communication with the different fifth grade subcommittees, help in the process of theme se-
lection, and collection of the 5th grade fee, arrange for the group photo and create and design the graduating class collage. 

FIFTH GRADE DANCE Chair Assist 
A dance is held at the end of the year for all the fifth grade students.  The Chair plans the dance and decorates in the 5th grade theme.  Volun-
teers are needed to help organize, set up, help chaperone students and clean up after the event. 

FIFTH GRADE T-SHIRTS  Chair 
The Chair designs the annual 5th grade t-shirts, orders and distributes T-shirts to fifth grade students. 

FIFTH GRADE YEARBOOK Chair Assist 
The Chair coordinates the theme, layout, and processing of the yearbook.  The Chair coordinates getting pictures from parents and teachers 
and gets volunteers to take photographs, lay out the pages of the yearbook, orders and distributes copies to 5th grade students. 

FLAG DAY Chair Assist 
The Chair organizes and oversees a school-wide BBQ on Flag Day.  Responsibilities include decorating, ordering food, getting volunteers, 
setting up and cleaning up the day of the event, renting BBQs and getting volunteers to BBQ and help serve food. 

GARDENING Chair Assist 
The Chair helps maintain and landscape the school's front traffic circle and other areas of school grounds. 

HEALTH & SAFETY Chair 
The Chair will keep and monitor a log that addresses parent and teacher concerns about health, safety and nutritional matters affecting our 
students.  Attendance at periodic meetings with school representatives is sometimes requested. 

KINDERGARTEN SCREENING Chair Assist 
For 5 days in the spring, incoming kindergarten students are screened by staff.  The Chair assists staff, guides the children and provides re-
freshments for new students.  The Chair coordinates volunteers to offer various PTA products and services. 

PICTURE DAY Chair Assist 
Individual student and class pictures are taken in October each year.  The Chair distributes picture order forms, collects money, organizes 
picture day (and re-take day), schedules the teachers time slots, sets up and helps students, teachers and photographers. 

PLANT SALE Chair Assist 
The Chair organizes the plant sale, solicits and collects funds, orders plants and flowers, schedules the class' times at the events.  The Chair 
gets volunteers to help set up, help students make purchases and clean up after the event. 

PTA INSTALLATION Chair Assist 
At the end of the school year the PTA holds a ceremony to induct the newly-elected PTA officers for the upcoming school year and to thank 
the current board for their dedicated service.  The Chair organizes the event and theme, sends invitations, orders food, gets volunteers to set 
up and clean up after the event. 

SCHOOL CLOTHES Chair Assist 
The Chair runs the school clothing drive once, possibly twice a year.  Responsibilities include dealing with the clothing supplier, sending out 
fliers and collecting orders, placing the orders and organizing and distributing the orders. 

SCHOOL SPIRIT Chair Assist 
The Chair is responsible for fostering goodwill and school spirit through special enterprises, including the distribution of folders, pencils and 
school T-shirts ("the 1st Day Packet") on the first day of school.  The Chair gets volunteers to help design, take orders and distribute the 
items.  This position requires working during June and through the summer, as well as assembling and distributing the 1st Day Packet during 
the 2 weeks prior to the start of school. 

SCHOOL DECORATING Chair Assist 
Volunteers are needed to help seasonally decorate the school (outside front door, lobby, all purpose rooms, hallways, etc.)  Help is needed 
deciding decorating themes, purchasing material, putting up and taking down decorations. 

VALENTINE’S DAY BAKE SALE  Chair  Assist 
This is an event run by the school but staffed by the PTA.  The Chair organizes volunteers to help bake and assist on the day of the bake sale 
and schedules the class' time at the Bake Sale. 

WINTER BOUTIQUE Chair Assist 
The Chair coordinates delivery and set up of the Boutique items, reorders items, sets pricing, works with the vendor to schedule delivery and 
pickup.  The Chair schedules each class' time at the Boutique.  The Chair gets volunteers to assist with the set up, running and clean up of the 
winter boutique.  The Chair organizes a Family Event for one of the evenings or after school of the week in which the Boutique is held, usual-
ly held in the first week of December.  This event is meant to help the children learn how to budget and spend wisely while they experience 
the “joy of giving”. 

This sheet is an indication of your interest.  You are not obligated to participate if you are unavailable to help out once the event 
is scheduled.  We will make every effort to include all persons who volunteer for an event. 

Please print clearly and complete the following section. Return completed form to the PTA Box no later than  
Friday, May 13th, 2016.  Thank you for your help and support! 

Your name: ______________________________________________________________________________________________________ 

Your phone #:______________________________________Your email address: ______________________________________________ 

Children’s names & grades 2016-2017 School Year: ______________________________________________________________________


