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Committee Chair Job Description

Thank you for volunteering to chair or co-chair a Cabot PTO committee. We hope you enjoy your involvement and gain satisfaction from your good work. Let these guidelines help keep you on track and ensure positive interactions all around.

· Meet/talk with the PTO co-presidents as needed; copy them on important emails and inform them of the dates of your committee meetings

· Cultivate future PTO leaders and volunteers by inviting people to join your committee; look for tasks that working parents can help with 
· Create an email group for your committee members so you can communicate easily

· Stay within your budget and follow the financial procedures of the PTO

· Use the Jabberwock and Jabberlite for commication; use flyers sparingly

· Use the PTO letterhead for documents you send out, if possible

· If your committee has a mailbox in the office, check it regularly; use the PTO files on top of the file cabinets in the office as needed

· If you are planning an event at the school, check the date with the PTO co-presidents; also check with the building aide about appropriate permits; write your event on the office calendar and on the CASP calendar if you plan to use CASP space

· If you are planning an event that includes food, check with the PTO Wellness Committee chair and the PTO co-presidents for current regulations 

· If appropriate, establish a relationship with the Cabot custodians; DO NOT TIP

· Document your committee procedures and update any existing documentation for future committee chairs

· Contact the PTO co-presidents for any assistance you may need









