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¶  Volunteer coordinator (parent chaperone manager): reports to the VP/Chair, arranges 

chaperones and/or parent lead schedules ŦƻǊ ŀƭƭ ǘƘŜ ŎƭŀǎǎŜǎΦ LŦ ȅƻǳ ŘƻƴΩǘ ƘŀǾŜ ŀ ǾƻƭǳƴǘŜŜǊ 

coordinator, this responsibility would fall on the VP/Chair. 

¶  Parent lead: one volunteer lead per class who manages the daily chaperones and can also 

act as an emergency backup chaperone if someone is late. Often a parent with a student in 

the class, so they can arrive with their student and stay until the daily chaperone arrives. 

¶  Chaperone/parent volunteer: One PTA member must be present in each class (see the 

άŎƘŀǇŜǊƻƴŜǎέ ǎŜŎǘƛƻƴ ƛƴ for more information). 

¶  Enrichment class vendor selection committee: may include VP/Chair, another board 

officer, plus community members or PTA board members (should not contain anyone 

interested in being a vendor to prevent any perceived conflict of interest). 

Policy and Procedure 
Once your PTA has decided to have an enrichment class program, a clear, well-written policy for 



  
 

     

     

     

  

      

   

 

     

 

     

 

     

       

    

 

 

    

   

  

  

   

  

 
 

  

  

   

    

   

  

  

     

   

  

    

  

 





  
 

 

   

 

 

   

  

 

    

  

  

   

 

 

     
 

   

 

    

  

 

  

 

   
  

   

  

   
    

  

      

 

      

    

   

  

  

    

   

   

     

i.  If the individual has a small business and the class is being held outside of 

contracted school hours, the process is the same as for any other small 

business/sole proprietorship; however, whether this is allowable will be 

determined by school district and building administrator policy. 

ii.  If the class is to be held within contracted school hours, PTA should contact 

the school district and the building administrators to find out the specific 

policies and procedures. Teachers are often required to be paid a stipend 

(the amount of which is set by the school district). In this case, the PTA 

would grand the payment amount (available through district or building 

administration) through a restricted donation to the district. 

b.  The PTA should still complete a contract with two board signatures. It should be 

made clear in this contract that the class is a PTA and not an ASB activity, who will 

collect the funds, and how payment will be made. (Teachers are also subject to 

board policies on conflict of interest.) 

How to contract a vendor 
Consider having your vendors go through an application process every year. Through this 

process, a PTA can choose classes that beǎǘ ƳŜŜǘ ǘƘŜƛǊ ŎƻƳƳǳƴƛǘȅΩǎ ƴŜŜŘǎ ŀƴŘ ǿŀƴǘǎΦ ¢Ƙƛǎ 

process also ensures that due diligence is brought to the selection process each year. Surveys, 

reviews of popular classes from the past, and even consideration ƻŦ ǘƘŜ ǎŎƘƻƻƭΩǎ ŀŎŀŘŜƳƛŎ ŦƻŎǳǎ 

and CIP (Continuing Improvement Plan) for the year can provide ideas about what classes are 

best suited. In addition, any potential conflict of interest or the appearance thereof can be 

avoided with a clearly defined, transparent process of selection. 



  
 

   

   

   

   

 

  
    

 

 

 

 

 

  

 

 

 

 

    

 

 

  

 

 

   

   

    

 

   

 

 

 

 

  

 

    

    

     

 

9.  Any other class opportunities (scholarships, materials included in class, etc.) 

10. Cost of program 

11. Number of students 

12. Registration process: register/collect fees independently or prefers PTA to collect fees 

See the appendix for a sample vendor application. 

Optional Events for Vendors 
1.  t¢!ǎ Ƴŀȅ ŎǊŜŀǘŜ άƳŜŜǘ ŀƴŘ ƎǊŜŜǘέ ƻǇǇƻǊǘǳƴƛǘƛŜǎ ǿƛǘƘ ǾŜƴŘƻǊǎ ǿƘŜǊŜ ǘƘŜȅ Ŏŀƴ ŘŜƳƻƴǎǘǊŀǘŜ 

their offerings to parents and students. This can encourage families to sign up for 

enrichment classes because they can get their questions answered ahead of time and learn 

more about the classes and their teachers. One option is a stand-ŀƭƻƴŜ άŜƴǊƛŎƘƳŜƴǘ ƴƛƎƘǘΣέ 

but these opportunities can also be made available at a back-to-school barbecue or at back-

to-business days before classes start. Vendors may bring promotional materials as long as 

they are directly related to the class they have proposed for your PTA (no flyers about past 

or future events or about programs not related to PTA). If this event happens before the 

board of directors meet to finalize the class slate, be clear that this invitation does not 

guarantee that the class will be approved. If the vendor is part of the session slate, then they 

can have sign-ups at the event.  

2.  



  
 

 

   

   

  

   

     

  

   

 

 

   

    

   

    

   

  

 

   

 

   

   

  

  

 

 

 
   

  

 

    

 

 

  

    



  
 

 

    

   

  

    

 
   

    

  

    

   

    

   

  

 

   

 

  

 

 

 

  

   

 

 

      

   
   

   

   

   

    

   

 
 

  

   

make sure there is space for the classes you want to run, and that the available rooms meet 

vendor requirements such as technology needs, gym space, clean ability, materials allowed or 

not allowed in the space, and room capacity limitations. 

Any applicable school district building facility use form must be completed and submitted 

according to district guidelines. Keep a copy of the form for your records. 

Chaperones/classroom volunteers 
A PTA chaperone must be present in every class that is held, according to AIM insurance. The 

PTA volunteer must be an adult (over 18 years old), must be a PTA member, and must be a 

district-approved volunteer όƛŦ ǘƘƛǎ ƛǎ ǊŜǉǳƛǊŜŘ ōȅ ȅƻǳǊ ŘƛǎǘǊƛŎǘΩǎ ǇƻƭƛŎȅύ. 

The class instructor may not be considered the chaperone even if they are a PTA member. This is 

a PTA insurance requirement. In case of emergency, this policy allows one adult to deal with the 

emergency while the other manages the class. This policy also provides a witness to all class 

activities, protecting both the instructor and the students. The PTA volunteer can be a parent, 

grandparent, aunt, uncle, nanny, or neighbor, as long as they are over 18, members of the PTA, 

and a district-approved volunteer. Your school district may require that volunteers pass a 

background checks by the school district. Check with your district for more information. 

On their assigned day(s), chaperones are required to be physically present in the class for the 

entire duration of the class. The presence of siblings who are not participants in the extended 

class may be allowed at the discretion of the class instructor, or the PTA may choose to have a 

policy that does not allow the presence of siblings who are not participants in the extended 

class. 

Example policy statement: It is not the responsibility of the vendor or the school staff to fill the 

chaperone position in the event that the PTA volunteer does not come. If there is no chaperone 

available, class must be cancelled. In this event (because school staff are not responsible or 

available before or after school) the PTA is solely responsible and will contact parents who must 

come to collect their child from class. This is very disruptive to the class and it strains the 

relationship between the PTA and the vendor. Impress this upon your chaperone parents. 

How to organize chaperones 
There are two ways to assign chaperones: 

¶  Each participating student has a family member serve at least one day as chaperone (calendar 

coordination can be done by a class parent lead, a volunteer coordinator, or the VP/Chair). 

¶  Set up a scholarship for one student whose parent is the daily chaperone for the entire session. 

Sometimes the vendor will provide this scholarship. (If there is more than one volunteer for this 

position, a name can be drawn from a hat) 







  
 

 
 

  

 

  

 

  

   

   

 

   

 

  



  
 

 
  

   

    

 

   

    

   

   

 
   

     

  

   

     

   

    

  

 
 

  

 

   

      

 

 

  

  

  

   

   

     

    

  

  

  

Drop-off 
Many enrichment classes are held immediately after school so that the students report to their 

enrichment classroom after dismissal. In the cases where classes are held later in the afternoon 

or before school, a policy should make it clear who is responsible for child until the student is 

checked into the classroom. 

Example: The parent, family member, or other responsible adult in charge of dropping your child 

off is responsible for their child until the chaperone takes attendance in class. You may choose to 

drop off your child in front of the school, however neither the school staff nor the PTA is 

responsible for students until the student signs in for the class. 

Sign-in 
You will need to create a sign-in form for your classes. Some things you may want to consider: 

¶ Space for a chaperone sign-in each day on the bottom of attendance list;  
¶ Enrollment list;  
¶ Daily sheet with check boxes next to roster;  
¶ Date space on the top of form;  
¶ Box to indicate drop-off or pick-up tardiness;  
¶ Space for comments from the chaperone or vendor at the bottom of the form;  

There is a sample sign-in sheet in the appendix. 

Pick-up 



  
 

 

  

  

  

  

  

 

     

 

 

    

 

  
    

    

  

 

  

 

    
  

   

   

  

 

   
   

  

  

  

   

  

  

   

 

 

Example: Children will be released only to authorized guardians. If another adult is responsible 

for picking up your child please note this on the enrollment form. If it becomes necessary for an 

adult who is not on the form to pick up your child, please send a note with your child to give to 

the class instructor. * 

*Children over the age of 10 will be permitted to walk or ride their bikes home, but only if it 

specified on the registration form. 

Example: Please respect the commitments of our instructors and PTA volunteers and arrive 

promptly for pick-up. 









  
 

 

 

   

  

   

   

    

 

    

    

    

 

  

  

LƴǎǘǊǳŎǘƻǊΩǎ ŎƻƴǘŀŎǘ ƛƴŦƻǊƳŀǘƛƻƴ όƛŦ ŘƛŦŦŜǊŜƴǘ ǘƘŀƴ ŀōƻǾŜύΥ___________________________  

Cell #: _____________________________  

Has the instructor submitted the volunteer application to LWSD for approval? ___________________  

As an enrichment class instructor, I certify that I have read and understand the PTA enrichment class  
policy and will adhere to the policy as it pertains to instructors.  I also certify that I will release the 

students solely to their parent/guardian or per written instructions signed by the same. I will not use the 

PTA registration list for my own promotions or communications. 

Signatures:  

Independent Contractor: _____________________________________ Date: ______/______/______  

PTA/PTSA Elected Officer: _____________________________________ Date: ______/______/______  

PTA/PTSA Elected Officer: _____________________________________ Date: ______/______/______  

bƻǘŜΥ LƴŘŜǇŜƴŘŜƴǘ ŎƻƴǘǊŀŎǘƻǊ ŀƴŘ όнύ 9ƭŜŎǘŜŘ t¢!κt¢{! ƻŦŦƛŎŜǊΩǎ ǎƛƎƴŀǘǳǊŜǎ ŀǊŜ ǊŜǉǳƛǊŜŘ 

Note: Retain a copy of the documents in both the Secretary and ¢ǊŜŀǎǳǊŜǊΩǎ ƴƻǘŜōƻƻƪǎ 
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