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Thank You for volunteering to be a Committee Coordinator. You are making a significant contribution to your child’s education by ensuring that the valuable work of the Palomares Parent Teacher Club will be carried out.
As a Coordinator, it is important to understand that your role is to coordinate the work of the members of your committee. This means that you are not expected to do all of the work yourself. Indeed, you are expected to delegate. Everyone has their own comfort level balancing delegation versus just doing it yourself, so do what feels best. That said, don’t hesitate to call upon your committee members to pitch in, since their role is to carry out the work of your committee – under your direction.
As Coordinator, then, you need to know what your committee does and how it operates. That’s what this Guide is all about. Armed with the information contained herein, you will be able to lead your committee with confidence toward achieving its goals. This is your Guide, so make your own changes and additions to it as you go along. There is always some detail that has been left out. As you learn, write it down. The next person to take over as Coordinator will thank you for it.
This is a good time to emphasize that in any organization such as the PPTC, the work of the organization is properly done by its committees. The role of the Board is to provide leadership and to attend to the duties that keep the organization itself running. Of course, this does not preclude Officers from coordinating or serving on committees. Still, serving as an Officer is a job in itself, so functional committees must be formed and staffed to get on with the real work.
The PPTC Board is committed to your success. The Board provides resources and support as needed, so you will not be operating in a vacuum. You will likely have a Vice President as a key contact, though you may solicit help from any Officer as appropriate. When in doubt, speak out!
Regular communication is essential. You will report to the Board at each monthly meeting, either in person or in writing. If there’s not much to report, then there’s not much to report. However, a recap of recent activity, issues that have come up, and plans for the month ahead go a long way toward keeping everyone informed and minimizing surprises.
Thanks again, and good luck!
Campus Beautification Committee
The Campus Beautification Committee is responsible for maintaining the gardens on the Palomares Elementary School campus. This can include weekly watering of established gardens; planning parent work days; soliciting donations of plants or purchasing, as needed; planning new gardens that support classroom curriculum; and helping our school be a beautiful environment.  Purchases will be reimbursed from the committee’s budget. 
The Campus Beautification Committee works in cooperation with other PPTC committees and the Teaching Staff. For example, the fourth grade teacher will be growing California native plants. By working with the teacher, you can plan how the garden will be prepared, thereby saving time.
Structure

This committee is relatively new, so the work and structure is still evolving.  It needs a coordinator who can inspire parents to find their “inner gardener.” Two or three members are needed to water the gardens two to three times a week in hot weather, but maybe pick weeds in wet weather. Three to four parent work-days really can get the gardens in good shape. Do not try to do all the work yourself, you will only burn out. 
Depending on the interests of its various members, this committee could organize itself into subgroups focused on watering, weeding, and so on. Allowing members to contribute in a form that suits their skills and their schedules is the best strategy. If you invite them to contribute any way they can, they may surprise themselves and enjoy gardening and playing with plants.
Time Commitment

This committee is great for parents who cannot devote much time volunteering. Someone who can only help out 1-2 hours over the year can come to a parent work-day and really feel that they contributed. Parents who are more generous with their time can dive into the watering or planning new gardens, at which point their time commitment is driven by their enjoyment and their desire to contribute. When you do something you enjoy, time is not so much an issue.
Duties

The duties of the Campus Beautification Committe encompass everything related to the gardens on our campus:
Weekly watering of existing gardens.
Planning parent work-days.
Inventory and store gardening supplies in the shed.
Solicit donations of plants and equipment or purchase (as a last resort).
Support  Teaching Staff to develop gardens.
Monitor weeds and invasive plants; communicate problems to Principal so that CVSD maintenance crews can be called.
Participate in the budget process.

Operation

It is up to the discretion of the Coordinator as to how to run this committee, based on the number of members, their interests and skills, and their time commitment levels. Some suggestions to think about:
Set up a list of members and rotate the duties.
Organize members according to skills or interests and divide up the duties accordingly.

Some combination of the above.

Schedule

The specific schedule will vary slightly from year to year. It is up to the Coordinator to contact the other committees to learn when their events and activities will be held.
Resources

Lanscape supplies ?

CVUSD contacts ?
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