California State

PTA

job Description for

Room Representative Coordinator

everychild, onevoice.

The room representative coordinator is a chairman or officer
on the PTA unit executive board. The coordinator chairs a
comumittee of representatives from each classroom or grade
level in the school.

RESPONSIBHITIES

+ Obtain a procedure book and other materials from on s
predece s soror from the unit president. If no procedu re book
is available, the president should assist in or ganizing one.

* Meet with the unit president, the principal and classroom
teachers (according to local procedures) to select parent rep-
resentatives from each classroom or grade level,
Questionnaires are a good source for discovering potentiai
volunteers.

+ Understand basic policies of the PTA, particularly the policy
on “Working With the Schools™(Working with the Schools
1.3.4, 18}, Additional information can be found in the
National PTA Quick-Reference Guide. These publications
should be made available to the coordinator by the unit
president and shared with room representatives,

* Secure from the school principal information concerning
scheol and school district policies that affect parent invoive-
ment and participation in school activities: TB testing, fin-
gerprinting, food service, classroom visits, classroom inter-
ruptiens, transportation of students, etc.

* Plan an orientation get-together for room representatives at
the beginning of the school year to provide

- Job descriptions for room representatives;
- A handbook or “how-t0” booklet for each representative;
- A calendar of scheduled events;

- Information regarding school rules, policies regarding
soliciting donations, etc,;
- Tips for helping to promote hospitality; and

- Suggestions for contacting and interacting with parents

The president and the principal should be invited to share
additional information, to answer questions, and to lend their
sUpport in enconraging room representatives to becosmie active
and inveolved.

Tirs

* Encouvrage grade level meetings {with the approval of the
principal and the executive board) — at school or at a home,
daytime and/or evening — to inform parents of schoot and
PTA activities.

* Share the cornmittec’s activities and the special needs of
families in the school community with the executive board.
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* Bring motions to executive board/association to sponsor
classroom activities if funded/sponsored by PTA,

* Cooperate with commitiees, such as hospitality and mem-
bership, to determine how room representatives can best
volunteer their services,

* Understand the role of coordinator in encouraging room
representatives to be proud of their contributions in helping
to strengthen PTA.

+ Create a calendar of PTA and school activities.

HEtpPFUL INFORMATION
Coll eat names and contact information{address, phone, e-mail)
for the following people to provide to room representative:

- Room representative coordinator

- PTA president

- School principal

- School secretary

- Classroom students and parents

- Teachers (room numbers and grade level)

- Other room representatives

Reminder: All information is for P'FA use only and must be
kept confidential.
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