
 
 

 
 
 
 
 
 
 
 
 

 
GREENWOOD ELEMENTARY COMMITTEE CHAIR RESPONSIBILITIES 

 
New Families and Tours 

1. Organize events to welcome new families and students. 
 
2. Encourage each new family to enter or update their information into PTOffice to 

ensure they receive information from the school and about upcoming events. 
 
3. Attend Kindergarten Orientation in May to welcome parents, answer questions and 

help them enter/update information into PTOffice.  
 

4. Order New Family stickers for Back to School Night. 
 
5. Attend Orientation in August and greet everyone at the door. Provide new families 

with a sticker so that other volunteers know to give them extra attention. Answer 
questions and ensure they are signed up on PTOffice.  

 
6. Host Coffee and Kleenex for the first day of kindergarten. Provide coffee and treats 

and welcome new families. 
 
7. Work with buddy program and assign mentor families to call and welcome new 

families and answer any questions the new families may have. Try to assign a family 
with the same gender and class teacher as one of the new family members. 

 
8. Make sure new families are called throughout the school year by their buddy family. 

 
9. Coordinate school tour schedule with front office personnel 

a) Within the first few weeks of school start to learn projected tour dates & assign a 
PTCO volunteer to each one 

b) Throughout the year as tour dates are added/changed. 
 
  



 
 

School Supplies Chair 
 

1. Work with our rep at Edukit and our rep at School Mates or feel free to vet a new 
company and propose changes to the Exec board/front office. 
 

2. Coordinate with the front office to get updated school supply lists from each grade 
level and submit to Edukit. Share updated school lists and pricing from Edukit with 
the school via the Communications and Website Chairs and post signs in front of 
school advertising the sale. 
  

3. Coordinate EduKit delivery in the fall ahead of the school year and arrange with the 
PTCO Executive Board for volunteers to help distribute kits to classrooms.  

 
 

Spiritwear (Greenwood Gear) Chair  
 

1. Purchase and sell Greenwood logo clothing. 
 
2. Set up Cheddar Up (or other) site to sell product and have it ready by Back to School Night.  

 
3. Provide sale information and deadlines for purchases to Communications and 

Website Chairs by August 1. 
 

4. Promote Greenwood spirit days in the Greenwood Grizzly and send information to add 
to GreenwoodPTCO.org. 
 

5. Provide Spirit Day information to be included on the Greenwood calendar. 
 

6. Coordinate delivery of orders. 
 
  



 
 

 
Book Fair Chairs 

 
 
October: 

● Schedule volunteers for Fall Book Fair (setup/teardown/sales). 
● Place ads in Greenwood Grizzly and on GreenwoodPTCO.org for bookfair 

volunteers/dates/info. 
 

November: 
● Send book fair schedule reminders and work book fair. 

 
February: 

● Schedule volunteers for Spring Book Fair (setup/teardown/sales). 
● Place ads in Greenwood Grizzly and on GreenwoodPTCO.org for bookfair 

volunteers/dates/info. 
 
March: 

● Send book fair schedule reminders and work book fair. 



 
 

Staff Appreciation Chair 
 

1) Organize various staff appreciation events: 
a) Provide a breakfast for teachers and staff the week before school starts. 
b) Provide a dinner for teachers and staff during the fall and spring conferences. 
c) Provide a spring lunch for teachers and staff in April. 
d) Organize a week of activities/lunch/breakfast/gifts for teacher appreciation 

week in May. 
 

2) At Back to School night provide staff and information at a table to acquire: 
a) Volunteers to provide food items for the breakfast. 
b) Volunteers to provide food and decorations for conference dinners. 
c) Volunteers to provide food and decorations spring luncheon. 
d) Setup signup genius to organize and remind volunteers. 

 
3) Coordinate teacher appreciation week in May. Some suggestions are: 

a) Have posters made to hang on teachers’ doors with notes from students. 
b) Have a poster in hallways with student signatures acknowledging all teachers and  

staff. 
c) Provide an afternoon treat (Jamba Juice). 
d) Provide breakfast on Tuesday. 
e) Provide lunch on Wednesday. 
f) Provide a gift bag for each staff member on Friday. 
g) Each day give away (donated) prizes through a drawing. 

 
4) Use volunteers to provide meals/food items as well as paper products (plates plastic 

ware, napkins, cups) so that hospitality budget can go towards prizes and treats. 
  



 
 

Greenwood Gathering Event Chairs 
 
The goal of Greenwood Gatherings is to create fun activities that will bring our children 
and their families together outside of the classroom, while raising money to support our 
school.  Most proceeds from Greenwood Gatherings go directly to the PTCO.  Chairs of 
Greenwood Gatherings are given a minimal budget, if any, for these events, and are 
instead expected to fund the events through committee donations.   

 
Spring/Summer 
 

1. Help the chairpersons of each event find additional parent committee 
members/sponsors for all events. 

 
2. Get the budget for the event from Treasurer. 

 
3. Help secure the location and insurance for each event. If event will be at the school, 

reserve the room and schedule security and engineering for the event with the front 
desk.  

School Year 
 

1. Promote your respective Greenwood Gatherings at Back to School Night and 
Orientation (e.g. sit at DC table, distribute event flyers, solicit sponsorships and 
volunteers). 

 
2. Promote each event prior to the date to solicit additional attendance through 

Greenwood PTCO.org and Greenwood Grizzly.  Distribute flyers to teachers if 
applicable.   

 
3. Provide status/budget updates to Fundraising Chair prior to Executive Board meetings. 

 
4. Send list of volunteers and sponsors to the Communications Chair to put in the 

Greenwood Grizzly. 
 

5. Submit photos of event to Website Chair post party. 
 

6. Email thank you notes to hosts and sponsoring families after the events. 
  



 
 

Fall Fundraising (Fun Run) Event Chairs 
 

1. Organize a Fundraiser in the fall - typically a Fun Run. 
 

2. Plan and coordinate a committee and volunteers for the fundraiser. 
 

3. Publicize fundraiser at Orientation. Have a sign-up sheet available if needed at 
Orientation. 

 
4. Organize kick-off date with front office. Clear time and date with principal/front 

office for all events. 
 

5. Send home packets with students. 
 

6. Advertise in the Greenwood Grizzly and GreenwoodPTCO.org. 
 

7. Prepare Room Request forms for tallying and distribution days. 
 

8. Reconcile forms, class list sheets and money received. Be available during the 
accounting process that occurs following the fundraiser. Update the Assistant 
Treasurer on accounting and when deposits need to be made. 

 
9. Distribute prizes to children. 

 
  



 
 

 
Website Chair 

 
1. Manage and maintain the PTCO’s website, GreenwoodPTCO.org. 

2. Update the website by August 1st with new information for school year. 

3. Work with event chairs to publicize and promote events throughout the year. 

4. Proactively seek out school calendar and event information to include on 
GreenwoodPTCO.org.  

5. Coordinate with Communications Char to update website throughout 
year to include up to date information from Greenwood Grizzly, 
fundraising efforts, new news, etc. . .  

 

PTOffice Chair 
 

 
1. Manage the PTCO’s database software, PTOffice.  

 
2. Coordinate the updating of all existing families’ entries and addition of new 

families’ entries at Kindergarten Orientation in May, over the summer, at 
Orientation in August, and throughout the year. 

 
3. Provide a letter to each new family know about and sign up for PTOffice. 

 
4. Train Room Parents on how to use PTOffice to send classroom emails. 

 
5. Maintain overall integrity of the system. 

  



 
 

Auction Co-Chairs 

 
1. Organize an Auction and fundraiser in the spring. Secure location, liability 

insurance, etc. 

2. Plan and coordinate a committee and volunteers for the event.  

3. Organize date with Executive Board and coordinate with front office. Clear time 
and date with principal/front office for all events?? 

4. Advertise in the Greenwood Grizzly and on GreenwoodPTCO.org. 

5. Attend Exec Board meetings as needed. 

6. Secure sponsorships and items for live and silent auction, as well as auctioneer. 

7. Set up auction website, biddingforgood.org 

8. Coordinate with teachers for experience offerings to be included for auction. 

9. Update info with the Communication chair to keep his/her committees updated 
about the event and with the Treasurer and Assistant-Treasurer to set up the 
CheddarUp site and keep up to date with budget.  

10. Coordinate set up and tear down of event. 

  



 
 

Yearbook Chair 
 

1. Coordinate with Yearbook vendor  
 
2. Coordinate with front office as needed. 

 
3. Coordinate with room parents and event chairs for photos and content. 

  
4. Promote to families via website and weekly newsletter 

 
 

5th Grade Continuation  
 

1. In May of prior year, take down decorations (so the 5th grade parents can go to the 
party immediately following continuation). This will be the same next year when your 
5th graders graduate - you won’t have to deal with the decorations after 
continuation. 

 
2. Store decorations until next year. 
 
3. Coordinate with front office on date and time of ceremony. Submit a work order to 

Frank for chairs and tables for the afternoon before the event. 
 
4. Meet with 5th grade teachers to discuss the program cover (TA may handle this). 
 
4. Organize the event including decorating, refreshments, etc.  
 
5. Recruit volunteers and organize responsibilities and/or subcommittees as needed (in 

the past they have had about 10 volunteers). 
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