
Center Street School PTA
Get Together &

Event Chair Training



Introduction:
Position in PTA (and any

others held in the past)
Grade level of student(s)

at CSS
How long have you been

at the school?
Tell us your favorite

place to visit and one
place you still hope to
get to….



Unit Council District State National

CSS El Segundo 33rd/South
Bay California USA

› PTA's mission is to make
every child’s potential a
reality by engaging and
empowering families and
communities to advocate

for all children.
› PTA Values:  collaboration,

commitment, diversity,
respect and accountability

PTA…..What is it and why does it
need me?



Area of
support PTA

Ed!
Foundatio

n

STEM Legos &
Software Teacher

Music Instruments,
Conference Teacher

P.E.

Equipment
(balls,
scooter
boards,

jerseys, etc.)

Teacher

Computer
Science

Computers,
paper and

carts  
Teacher

PTA & Ed! Foundation
› PTA pays for stuff…

trees, field trip buses
& assemblies, books,
teacher training,
drums, PE equipment,
recess equipment, etc.

› Ed! pays for people
and programs…
music teacher, PE
teacher, STEM,
computer science,
and library staff.

› We are all
fundraising and
working together, it’s
not ‘Us’ vs ‘Them’



COMMUNICATIONS:
How to reach those you

need to reach…..

communications@csspta.com



EMAILS…
• As a chair, you have an alias that ends in @csspta.com

This will forward to your personal email automatically
(please make sure to test this out soon)

• Loop the President and/or VP (cc on all important
emails)

• Ask for a reply all or only to reply to you.

• WAIT 24-48 hours on any angry emails, or ask for
someone to review your email before sending

• Use bcc: when appropriate

• Acknowledge emails within 24 hours

 

 



SOCIAL MEDIA…
• Happy Thoughts!!!

• Tag the President on Facebook on any
posts that are school related

• Talk to the PTA President or Principal
before posting negative things on
social media about a Teacher, Staff or
PTA Chair

• When in doubt, loop the President or
the Principal in immediately. Most
issues can be resolved offline….
~~~~~Online lasts FOREVER~~~~~



FLIERS / POSTINGS
• All fliers and postings need to be approved FIRST need to be approved FIRST by

PTA President

• We have a Communications Chair that you can email to
help with outlets (i.e.) FB, mail chimp, Principal emails,
website

• We are a GREEN school so we are limiting paper copies
and things going home in backpacks     (backpack runs
are about 775 copies)

• If you are doing a paper flier PTA needs to purchase
the paper, don’t use school stock (unless it’s plain
white) and any color copies come out of YOUR budget

• We have a specific place for posting fliers near office

• ONLY use the blue painters tape or magnets to post.    
       ******NO DUCT TAPE or MASKING TAPE******



CSS PTA NEWS
• Principal’s emails
• CSS PTA’s Newsletters (via email)
• CSS PTA Website:  http://csspta.com/
• Facebook posts at:

 https://www.facebook.com/CenterStreetSchoolP
ta/

• Center Street School calendar at:
 http://www.centerstreetschool.org/

• Bulletin Board
• Posters on campus (large & Small)
• CSS PTA App
• Flyers in backpacks or front office



Got the
App???

Feeling a little out of
touch and want faster
answers and links to
everything CSS and

PTA?



• PTA? Contact info for PTA &
School

• Events – one touch to take
you to Center Street School
calendar to see what is going
on!

• Volunteer on campus!

• Bell / Lunch Schedule

• Lunch Menu

• And there’s more!

 



Report an Absence

See the lunch
menu or add $

What are they saying on
FB?

Order spirit wear & event tickets

Want toWant to
havehave
YOURYOUR
eventevent

featuredfeatured
here???here???

School links like
Bell Schedules



Want toWant to
havehave
YOURYOUR
eventevent

featuredfeatured
here???here???

DON’T FORGET
THE ALERTS!

• Important reminders
pop up to remind you
when deadlines are

coming up



VOLUNTEERS:
How do I get them???



We have a Volunteer Chair that can be reached at
volunteers@csspta.com

 
The Chair can help you reach those who will be

best suited for your particular event

- CSS Parents
- Grade Level Representatives
- signup.com
- ESHS Students
- NCL (National Charity League)

Let the Volunteer
Chair know at least 4

weeks before the
event how many

volunteers you need!
DON’T WAIT!!!



 
DISCLAIMER:DISCLAIMER:

The volunteer chair is NOT responsibleNOT responsible
for finding the volunteers for your

event….
Read that again….

 
The volunteer chair is there to help you

reach the people who will be able to staff
your event and to help you oversee (NOT

SETUP) your signup.com
 

If you wait too long to reach out to the
volunteer chair, or don’t get your signup
created soon enough then it falls to YOU
as the chair to make sure you have the

help you need.



Why should I log my hours?
 
 
 
 
 
 
 
 
 

How Do I log my hours?
 

To Whom do I report my hours?
 

Does anyone even care???



How to Log your hours:
1. Raptor Sytem in the Main office
2. Any sign-in’s at any PTA meeting
3. Email the historian directly with

your hours at historian@csspta.com
4. Email a signup.com report at the

end of your event or monthly (for
ongoing activities like Grades of
Green)

 



FINANCIAL:
Show me the Money!!!



SHOW ME THE $$!
• Budget

• What to do with
receipts

• I need $$ for an
event / CC swiper

• Counting the $$

• Depositing the $$ and
the PTA Safe



Getting reimbursed for
$$ you’ve spent / check
request / paying a bill
 
Somebody gave me
something for FREE!!!!
 
Going over budget -
Whoops!



3

2
1

4
5

11. Fill out
your name

2. Fill our your
name or the name
of the vendor you
need the check
addressed to

3. List or Group
the expenditures.

Each receipt
should be listed
(ok to add an

addendum on the
back) and make
sure to list what
the expenditure

was for!
6

4. Sign & Date the
form

5. If you’re the5. If you’re the
chair you also needchair you also need

to sign here forto sign here for
others submittingothers submitting
receipts for YOURreceipts for YOUR

event.event.

6. TAPE your
receipts to the
back or add

another paper. DO
NOT staple a

stack of receipts
to this.



I need cash for my
event or I will be
taking in cash…

1. If you need starting cash (or
a CC swiper), fill out the
previous form 1 week before the
event and email
financialsecretary@csspta.com

2. Check out a cash box(es) 1-2
days beforehand

3. Make arrangements to get the
starting cash from the safe (FS
or Pres) on the day of the event

4. You must ALWAYS have 2
people counting $$ at the start
and end of the event. 1 MUST be
an executive board member
(cannot be related by blood or
marriage)

5. All $$ is placed in an
envelope with this form and
placed in the safe at the end of
the event.

6. What do I do if the event
occurs after hours???



Yes, You need to
log Donations…

You can also email the
treasurer, financial
secretary, your VP or the
President to get a
personalized receipt that
includes our 501c3 number



All forms can be found on
the csspta.com website under

‘Forms’



ADDITIONAL ITEMS
So you can be in the know….





Facility Request Form
- At least 1 month prior to

your event you need to fill
out this form to request the
space on campus and items

to assist your event (ie.
tables, electrical, trash cans,

etc.
 

- You can attach a separate
sheet if you need to list
items or include a map

 
- Give HARD COPY of this

form to Tina Vergara in the
front office at

tvergara@esusd.k12.ca.us and
cc the PTA President and

your VP


