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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!
Health and Safety Committee
The Health and Safety Committee is responsible for promoting the concept of Health and Safety at Palomares as well as maintaining the emergency supplies for the school. These efforts can take many different directions based on what the committee members feel is important and necessary for the school. Purchases will be reimbursed from the committee’s budget.
Structure

This committee doesn’t need to be a large one as the work done by this committee consists of initial inventory activities and restocking supplies as soon as possible at the beginning of the year. After this work is done most of the rest of the work to be done during the year can be more of a preventative or monitoring/maintenance nature done by a core group of volunteers. 
Since this has been basically an inactive committee, it is suggested that the structure this year could consist of the Coordinator and perhaps a group of 6-8 main committee members. If needed, perhaps there will be times where more volunteers could help with a one time activity. Next year, based on how this year unfolds, the structure can be re-evaluated. 
Time Commitment

This committee is a good committee for parents who have limited time available to volunteer since this is not a labor intensive committee. This is also a good committee for parents who have specific interests/skills in safety and health related activities. 
Duties

The duties of the Health and Safety Committee encompass everything related to maintaining a safe environment at Palomares Elementary. Since this committee has basically been an inactive committee for the past several years, the Coordinator and committee members this year can start from scratch and determine what duties are essential and what duties are perhaps more helpful and would be nice to do based on the committee members interests and time available. Some duties would include the following but is not limited to these items. As the Committee has meetings, they should determine what additional activities can be done.
Inventory the Emergency Supplies in the shed to provide a clear idea of exactly what is on hand for all students and staff of the school.
Use the information provided by the Castro Valley School District to determine what additional items are needed to maintain a safe environment for the students (emergency supplies).
Conduct a safety audit of the school – classrooms, playground, bathrooms and all other areas that students and staff frequent, to determine if the school is a safe place. If there are areas that need improvement, determine what should be done to fix things.
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.
Schedule

The specific schedule will vary slightly from year to year. The committee should meet as early as possible in the school year to set up their objectives for the year and when things should be done. An inventory of the Emergency Supplies should be done as soon as possible in September. 
Resources

In the past few years, emergency student kits have been purchased from this company:
Simpler Life Emergency Provisions, Inc.
2035 Park Avenue, Suite 1
Redlands, CA 92373

(909) 798-8108 * FAX (909) 798-8718
1 (800) 266-PREP (7737)
www.simplerlife.com
This company also seems to be a good resource for other types of safety/emergency products.
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