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E-mail 4.1.3d
E-mail Trees .. ... 4.1.3e
E-mail Lists ...... .o 6.3.4c
Embezzlement ... .. ... . 5.131
Emergency (See Emergency in Advocacy Topic Index) . . ..................... 4.0
EMployee ..o 511
Approving Projects that Require Employees ........................... 511.2
Hiring Requirements . ........ ... i 5.11.2b
IJUNY 5.11.4a
vs. Independent Contractor ..............cco i 5111
Employer, PTAAS AN ..o 511
Employer Identification Number (EIN) .............. oo 5.10.1
Filing Requirements . . ... ... i 5.10.5
Filing Requirements for Independent
CoNtractors . ... 5.11.9
Penalties . ... ... 5118
Tax and Withholding Requirements ............... ... .cooiiiiia.. 5.11.6
Employer-Employee Negotiations (See Collective Bargaining in
Advocacy Topic INdeX) ..ot 4.0
Endorsement versus Sponsorship ...t 5.5.9a
Endorsements, The PTA Leader’s Role in Elections . ...................... 1.3.3a
Energy. See Environment.
Energy Conservation Position Statement ................... ... .. ... ... 4525
Energy Drink and Coffee Beverage Awareness Position Statement........... 4.5.26
E-newsletter Sample . ... Fig. 6-2
Enrichment Programs, Academic ...t 5.9.1d

Environmental Health and Environmental Education Position Statement ... ...4.5.27
Environmental Protection (See Environmental Protection in Advocacy Topic Index) 4.0

Environmental Protection Program ............ ... . i 712
Equal Rights (See Equal Rights in Advocacy Topic Index) .................... 4.0
Equal Rights Position Statement . .. .......... ... .. 4.5.28
Evaluation Form, Sample ........... ... ... ... ... 7.3.5 Forms (Chapter 9)
Evaluation of Teachers Position Statement . ............... ... . ... ..., 45.29
EventPlanning ........... ... 7.3.2, Forms (Chapter 9)
Evaluation Form, Sample ............... ... ... ... .. 7.3.5, Forms (Chapter 9)
Service Provider/Speakers/Program
Participants Check List ........................... 7.3.2a, Forms (Chapter 9)
Worksheet ... ... Forms (Chapter 9)
Executive Board . ..... ... ... 2.31
Executive Leadership . ... 2.3
Executive Vice President Job Description ............ Job Descriptions (Chapter 10)
EXpenditures . . . ... 5.7
Authorization Procedure ......... ... . i 272
Check Request System ... ... 571
Request for Advance . ....... ..o 545
Stale Dated Checks . ..... ... ..o 5.7.6
Unbudgeted Expenditures . ...... ... 573
F
Facilities (See Facilities in Advocacy Topic Index) .....................oooo.. 4.0
Facilities Use Permit .. .............. 1.3.4a, 2.3.8b, 5.1.7, 5.14, Forms (Chapter 9)
Facilities Use Permit Addendum (def.) ................. 1.3.4a, Forms (Chapter 9)
Facsimile Consent Form ............ ... ... ..o i 2.1, Forms (Chapter 9)
Fair Housing Position Statement ............. ... ... ... . 4.5.30
Fairs, Community and Wellness .............c.oiiiiiiiiiiiii.. 7.10
Index



Family (See Family in Advocacy Topic Index) .............. ..., 4.0
Family Planning (See Family Planning in Advocacy Topic Index) ............... 4.0
Family Planning Position Statement .......... ... ... ... ... oL 4531
Family Responsibility and Accountability Position Statement ............... 4532
Family-School Partnership Award, Phoebe Apperson Hearst .............. Xix, 7.61
Family Services (See Family in Advocacy Topic Index) . ...................... 4.0
Family Services Position Statement . .......... ... ... ... o 4533
FICA, Federal Insurance .......... ...t 5.11.6
Fiduciary Agreement ......... ... ... .. i 5.1.5, Forms (Chapter 9)
Films (See Mass Media in Advocacy Topic Index) . ...t 4.0
FinalActionPlan ......... ... ... .. o i 7.4.3, Forms (Chapter 9)
Finance and Funding — Education (See Finance and Funding in
Advocacy Topic INdeX) .. .....o.vi 4.0
Finance CommisSion . ...ttt i, 1.4.1e, Fig. 1-2
Financial Aid and Scholarships . ........... ... i 7.23.7f
Financial Officers ....... ... .. 5.2
Officer Transition .. ... ... ..o 5.2.7
Responsibilities for Filing Taxes . ... 5.10.9
Financial Officers’ Report . ....... ... 533
Financial Pocket Pal (English and Spanish) ............... ... ... ... ... .. Xii, Xiv
Financial Procedures for the Internet ............. ... ... ... ... ... ... 5.6.5
Financial Records, Computer-Generated ...........................oo.. 532
Financial Report, Annual . ....... ... 5.3.3e
Sample ... Fig 5-6 or Forms (Chapter 9)
Financial Secretary . . ....5.1.2, See Job Descriptions, Chapter 10, Table of Contents
Financial Calendar of Activities, Sample . ............. ... ... ...o... 51.2
Financial Secretary Report .. ................ 5.3.3c, Fig 5-3 or Forms (Chapter 9)
Firearms (See Weapons in Advocacy Topic Index) ................ ... ... ... 4.0
Firearms and Assault Weapons Position Statement ...................... 4534
Fiscal Year ... .. ..o 5.14,5.3.3a,53.3e
Fliers & Brochures ........... ..., xii-xiv, Forms (Chapter 9)
For the Record (secretary’s reference brochure) ............................ Xiii

Forming a Committee to Study and/or Implement Year-Round Education Guideline4.6.6
Forms, Reproducible

Addendum, Facilities Use Permit ......................... Forms (Chapter 9)
Annual Financial Report . . .......... ... i Forms (Chapter 9)
Application for Youth Group Sponsorship or Renewal .. ........ Forms (Chapter 9)
Audit Checklist ........ ... Forms (Chapter 9)
Audit Report Form ........... .. Forms (Chapter 9)
Authorization to Purchase on the Internet ................... Forms (Chapter 9)
Authorization to Transfer Funds Between Accounts ........... Forms (Chapter 9)
Award Order Form, Honorary Service ..................... Forms (Chapter 9)

Benefits of PTA Membership for You, Students, Your School

brochure (English and Spanish)
Budget sample
Cash Verification Form
Check and Check Register sample
Committee Report
Conflict/Whistleblower Form
Continuing Education Scholarship for:

( )
( )
(Chapter 9)
....................... Forms (Chapter 9)
( )
( )

Credentialed Classroom Teachers and Counselors . ........ Forms (Chapter 9)

PTAVolunteers ........ ...t Forms (Chapter 9)

School NUrses ... ... Forms (Chapter 9)
Council Historian Report, Annual ......................... Forms (Chapter 9)
Cultural Arts Grant for Unit, Council and District PTAs . ........ Forms (Chapter 9)
Donation Form (HSAProgram) .............coiiiint. Forms (Chapter 9)
Donation Receipt Form ............ ... Forms (Chapter 9)
Evaluation Report Form ........... ... ... i Forms (Chapter 9)
Event Planning Worksheet . . ........... .. .. .. . L Forms (Chapter 9)
Facilities Use Permit Addendum .......................... Forms (Chapter 9)
Facsimile Consent Form .......... ... .o Forms (Chapter 9)
Final Action Plan Form ............ ... ... .. it Forms (Chapter 9)
Fiduciary Agreement . ............ i Forms (Chapter 9)
Graduating High School Senior Scholarships ............... Forms (Chapter 9)
Grant Application for Unit, Council and District PTAs: ......... Forms (Chapter 9)

Cultural Arts

Outreach

Translation

Parent Education
Hold Harmless Agreement . ... Forms (Chapter 9)
Honorary Service Award Nomination ....................... Forms (Chapter 9)

Index

Index

Ledger (sample) .. ... Forms (Chapter 9)
Needs Assessment Worksheet ........................... Forms (Chapter 9)
Order Form, PTA Materials (English and Spanish) ...................... XV-XVi

Qutreach Translation Grants for
Unit, Council and District PTAs
Parent Education Grants for

............ xvii, xix, 7.16.2, Forms (Chapter 9)

Unit, Council and District PTAs ............ xvii, xix, 7.16.1, Forms (Chapter 9)
Payment Authorization/Request for Reimbursement Form .. .. .. Forms (Chapter 9)
Photography Release ............. ... ..o i Forms (Chapter 9)
PTA Brochures, printable list .. ........... .o Xiv
PTA Partners in Education Series (4) ...................... Forms (Chapter 9)
PTA Unit Spotlight Award Application . ......... xvii, xix, 7.6.2, Forms (Chapter 9)
Professional Governance Standards .................... xiii, Forms (Chapter 9)
Scholarships, Continuing Education for:

Credentialed Classroom Teachers and Counselors . ........ Forms (Chapter 9)

Graduating High School Senior ........................ Forms (Chapter 9)

PTAVolunteers ... Forms (Chapter 9)

SChool NUISES ... o Forms (Chapter 9)
StyleGuide ... Forms (Chapter 9)
Request for Advance/Payment Authorization ................ Forms (Chapter 9)
Service Provider/Speakers/Program Check List ........ 7.3.2a, Forms (Chapter 9)
Treasurer's Report ... Forms (Chapter 9)
Unit Historian Report, Annual . .................... xviii, xix, Forms (Chapter 9)
Unit Remittance Form . ............. .. ... ..o il Forms (Chapter 9)
Volunteer Tally Sheet . .............. i Forms (Chapter 9)
Workers’ Compensation Annual Payroll Report . .............. Forms (Chapter 9)

Foundations, Education . ........... ... .. 594
Founders:
Birney, Alice McLellan ....... ... 1.1.5¢
Butler, Selena Sloan .......... .. ... . 1.1.5e
Hearst, Phoebe Apperson ....... ... 1.1.5d
Founders Day (February 17) ......... .o xvii, xix, 1.1.5e
Program ... 7.13, Job Description (Chapter 10)
Founders’ Vision . ...... .. 1.1.5f

Freedom to Learn Position Statement ............. ... .. ... . ... 4.5.35
Freewill Offering . ... xvii, xix, 5.1.2, 5.5.3, 5.14, 7.13.1, Job Description (Chapter 10)

Funding (See Finance and Funding in Advocacy Topic Index) ................. 4.0
Funding of Mandated Programs: Effect on Public Education Position Statement 4.5.36
Fundraising for PTAS . ... ..o 55.8
Acknowledging AssiStance ... ... 6.3.3b
Alcohol at PTAEvents . ... .. ..o 5.5.10b
BiNngo Games . ... ... 5.5.10d
BudgetLine ltem ... ... 55.2
Chairman ... Job Description (Chapter 10)
Choosing a Fundraising Company ..............ccoiiiiiiiiiiiiann.. 5.5.10c
Committee Procedures ............ ... 5.5.8b
Committee Responsibilities ................o i 5.5.8a
Documentation to Donors . ........ ... 56.2
Donation Receipt Form ............ ... ..o i Forms (Chapter 9)
Grants .. 5.5.11
Local Requirements . . ... ..ot 55.7
Noncommercial Policy . ...........oo i 55.9
Obtaining Grants . ... ... i 55.11
Promoting . ..o 55.9
Protecting Tax Exemption ........... ... i 55.6
Quid Pro Quo Contributions . ........ ... i 5.6.2
Raffles .. ... 5.5.10e
Receipts and Expenditures . ... ... 5.8
Safeguards ... ... 5.5.10a
SO e 5.5.10f
Selecting Appropriate Fundraising Activities ................... ... .. ... 5.5.10
Sponsorship versus Endorsement . ... ... 5.5.9a
Standards for ... 558
Funds:
Commingling of Funds . . .. ... .o 514
Mismanagement .. ... ... 5.13.1
PTA Funds versus School/Public Monies .............................. 591
Funds Not Belonging tothe Unit .......... ... ... .o i, 553
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Gang Awareness Position Statement . ... 4537
Gangs (See Gangs in Advocacy Topic Index) ..., 4.0
Gangs Program ... ... e 7.14
Gifts to Schools, Fiduciary Agreementsand ............... ... 515
Glossary, Collective Bargaining .. ..........oiiiiiiiiiies 4.5.58h
Goal SettiNg . . ..o 234
Intermediate . ... 234
LONg-RaNge . . ..o 234
Planning ... 2.34a
Potential Goals forthe Year...............o i 2.34b
Short-RaNge . ... e 234
Good Standing ... 1.2.2, Bylaws, Article VI (Chapter 8)
Governance and Operations of the California State PTA ..................... 1.4
Governance, Public School (See Governance, Public School in
Advocacy Topic INdeX) ... ... 4.0
Governmental Relations, National PTA Office .. ..................... ... 4.1.3b
Graduating High School Senior Scholarship ... .. xvii, Xix, 7.27.1, Forms (Chapter 9)
Graduation/Prom Night: Program . ....... ... 7.15
Legal ISSUES . ... 7.15.5
Graduation Requirements ... 7.23.7b
Grant Proposals . .. ... ..o 55.11c
Grant Request Process . ........o.oiiii 55.1b
Grant Witing ... ..o 55.11a
Grants, Obtaining . ... ... 55.11
Grants Program .. ... xvii, xx, 7.16
Grant Application for Unit, Council and District PTAs:
Cultural Arts . ... xvii, Xix, 7.16.3, Forms (Chapter 9)
Healthy Lifestyles ...................... xvii, Xix, 7.16.5, Forms (Chapter 9)
Leadership Development ................. xvii, Xix, 7.16.4, Forms (Chapter 9)
Outreach Translation .................... xvii, Xix, 7.16.2, Forms (Chapter 9)
Parent Education ....................... xvii, Xix, 7.16.1, Forms (Chapter 9)
Grant Report for Unit, Council and District PTAS .. ............ Forms (Chapter 9)
Gross Income Budget Line Item ... ... ... 55.2
Gross RECEIPES . ...t 5.10.6

Guidelines for PTAs Regarding Public School Employer-Employee

Negotiations (See Collective Bargaining in Advocacy Topic Index) .....4.0,4.5.58

PTAACHVIEIES . ..o 4.5.58a
Guidelines, Issue-Related ........ ... ... ... . 4.6

(See Advocacy TopiC INdeX) . . ..ot 4.0
Guns (See Weapons in Advocacy Topic Index) . ..., 4.0
H
Handling Requests for Relief Assistance ................ ... ... . .. ... 5123
Handicapped (See Special Needs in Advocacy Topic Index) .................. 4.0
Hazardous/Toxic Materials (See Environmental Protection in

Advocacy Topic INdeX) ... ... 4.0
Health (See AIDS/HIV, Health, Mental Health, Pregnancy, Sexually Transmitted

Diseases & Substance Abuse in Advocacy Topic Index) .................... 4.0
Health Care Access for Children, Youth and Pregnant Women, and Their Families

Position Statement ........ ... 45.38
Health Centers, School-Based/Linked Position Statement . ................. 4.5.65
Health Commission ........... ..o, i, 1.4.1f, Fig. 1-2
Health Chairmen and Coordinators . ................. Job Description (Chapter 10)
Health Education Position Statement ............ ... ... ... ... ... ... 4.5.39
Health Program .. ... 717
Health Related Resolutions, Position Statements and

Guidelines (See Advocacy Topic IndeX) . . ... 4.0
Healthy Lifestyles Grant .. .................... xvii, Xix, 7.16.5, Forms (Chapter 9)
Hearst, Phoebe Apperson . ... 1.1.5d
High School Graduation Requirements ........... ... ... ...t 7.23.7b
Historian .......... .. 53, Job Description (Chapter 10)
Historian Report, Annual

Council. ... xviii, xix, Forms (Chapter 9)

Unit oo xviii, xix, Forms (Chapter 9)
Historical Briefs . ...... ..o 1.1.59
5700 115
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Butler, Selena Sloan ............ ... . 1.1.5e
California Movement ....... ... .. . . 1.1.5b
FirstMeeting ... ..o 1.1.5a
Founders' Vision ....... .. ... 1.1.5f
Hearst, Phoebe Apperson ....... ... 1.1.5d
Historian, Sharing PTAHistory ................... Job Description (Chapter 10)
History BoOK .. ..o 2.3.15
Timeline ... 1.1.5
HIV (See AIDS in Advocacy Topic IndeX) .. ......ovieii e 4.0
Hold Harmless Agreement .................... 1.3.4a, 5.1.7, Forms (Chapter 9)
Home and School Safety (See Safety in Advocacy Topic Index) ................ 4.0
Homeless (Also see Family in Advocacy Topic Index) ..................... ... 4.0
Homeless Families and Children Program . ............. ... ..., 7.18
Homeless Families/Children Position Statement ......................... 4540
Honorary Life Membership ... 7.6.3
Honorary Service Award (HSA):
Award Form ... Forms (Chapter 9)
Donation Form ... Forms (Chapter 9)
Honorary Service Award Nomination Form .................. Forms (Chapter 9)
Job Description .......... . Job Description (Chapter 10)
Hospitality Chairman ....................... 5.3.13, Job Description (Chapter 10)
Housing, Fair Position Statement . ............ ... ... .. .. L 4.5.30
Human Relations Position Statement ................. ... ... ... 4.5.41
|
Ice Cream Vendors (See Ice Cream Vendors in Advocacy Topic Index) .......... 4.0
Immigrants, Services for Children of Undocumented Position Statement . ....4.5.70
Incidents, Reporting . ... ... 5.13.2
Inclusiveness and Diversity Position Statement ...................... ... 4542
INCOME . 5.6
Income Tax, Federaland State ............... ... ... ... ... i 5.10
Independent Contractor .......... ... 5.11.9
Comprehensive General Liability Insurance ........................... 5.1.8a
Filing Requirements . . .. ... 5.11.9
Injury, Employee . ... 5.11.4a
Instructional Materials and Time (See Instructional Materials and Time in Advocacy
TOPIC INAEX) . oot 4.0
Instructional Materials Position Statement .............................. 4543
INSUFANCE: . . .. 518
Bonding ... 5.1.8¢c
BudgetLine ltem . ... ... 55.2
Certificate of Insurance (def.) ......... ... i 5.14
Comprehensive General Liability .. ............. ... i 5.1.8a
Directors and Officers Liability . . ........... ... o i, 5.1.8b
Liability for Baby-Sitting . ... ..o 5122
Premium Due Date (December20) ..............coiiiiiiiiiinn.. Xvii, Xix
Reporting Incidents ... 5.13.2
State Disability (SDI) .. ... 5.11.6
State Unemployment (SUI) ... ... 5.11.6
Vendors/Concessionaires/Service Providers .......................... 5.5.10c
Workers’ Compensation Insurance . ..., 5.1.8d
Workers’ Compensation Annual Payroll
Reportand Form ................. 5.3.3i, 198, Fig. 5-10 or Forms (Chapter 9)
Insurance and Loss Prevention Guide .................. ... ... oL 519
Green Light . ... 5.1.9
Red Light .. ... 5.1.9
Yellow Light . ..o 5.1.9
Integration, School Desegregation Position Statement .................... 4.5.68
Inter-District PTA Committees .............. ..o, 12.4c
Internet (See Mass Media in Advocacy Topic Index) .................... ... 4.0
Interview Preparation . ........... . 6.4.4
Involvement:
Areas of PTAInvolvement ... ... ... ... i 7.1
Involvement Makes a Difference, brochure (English and Spanish) .......... Xii-xiv
Parent Involvement Guideline ............ ... ... .. i 4.6.7
Issue-Related Guidelines .............. ..o 4.6
Assessment and Testing (Education) ............... .. i 4.6.1
Background Checks of Mobile Food Vendors (Community Concerns) . ... ... 4.6.2
Condom Availability Through the Schools (Health) ....................... 4.6.3
Index



Dealing with Establishments That Sell Gasoline and Alcohol

Concurrently (Community CONCEMNS) . ... ..o 4.6.4
Drug, Alcohol and Tobacco Abuse Prevention and Awareness (Health) .. .. . .. 4.6.5
Forming a Committee to Study and/or Implement Year-Round
Education (Education) ... 4.6.6
Parent Involvement (Parent Involvement) ................ ... .. ... .. ... 4.6.7
Studying the Impact of Video Games (Community Concerns) .............. 46.8
Suicide Prevention Education and Awareness (Health and

Parent Involvement) . ....... ... 46.9

(See Advocacy Topic Index) . .....ovvei i 4.0

Involving Teachers and School Staff ............ ... ... .. ... L. 3.7
J
Job Descriptions ............. See Job Descriptions, Chapter 10, Table of Contents
Arts Education Chairman
Auditor

Disaster Preparedness/Crisis Response
Education Chairman

Executive Vice President

Financial Secretary

Founders Day

Fundraising Chairman (Ways and Means)
Graduation/Prom Night

Health

Historian

Honorary Service Award

Hospitality

Legislative Advocacy Chairman
Local Unit Leader

Media Coordinator

Membership Chairman/Vice President (Unit)
Outreach

Parent Involvement

Parliamentarian

President

Program Chairman

Public Relations

Publications Coordinator
Reflections Program

Room Representative

Room Representative Coordinator
Secretary, Recording

Safety

Student Board Member

Student Involvement Chairman
Treasurer

Volunteer

Volunteer Coordinator

Ways and Means (See Fundraising)

Index
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Website
Joining the PTA .. o 2.7.3b
Why People Join (Examples) ...........ooiiiiiiii 3.1.2
Juvenile Justice (See Juvenile Justice in Advocacy Topic Index) ............... 4.0
Juvenile Offenders in the Justice System Position Statement ............... 4544
K
L
Leadership Development Grants . .. ...t 260
Leadership Services Commission ..............c.ccvvviiinn.. i, 1.4.1g, Fig. 1-2
Lead Poisoning Position Statement ........... ... .. ..o 4545
Ledger (def.) ..o 521
Ledger, Sample . ... ... Forms (Chapter 9)
Legacy PTAAWArd ... ... 7.6.5
Legislation (See Legislation in Advocacy Topic Index) . ....................... 4.0
Legislation Action Report . ........ ... xx, 1.4.2e

Index

Legislation Chairman . ....................... 107, Job Descriptions (Chapter 10)
Legislation Related Resolutions, Position Statements and
Guidelines (See Advocacy Topic Index) . ...........coviiii .. 4.0
Legislation Team ........ ..o i, 1.4.1h,4.2.1
Legislative Advocacy Chairman ................... Job Descriptions (Chapter 10)
Legislative Advocate (def.) ... ... 4.1
Legislative Program, California State PTA ................. o .. 4.2
Action on Legislation ....... ... 4.22a
ActiVIties . .. ..o 435
Authority for PTA Action on Legislation. ............. ... ... ... ... ... 4.2.2b
General Principles . ... ... o 4.2.4b
Planks ... ..o 4.24c
Platform .o 424
Policies and Procedures .......... ... 425
POSIIONS ... 423
Legislators, Visit YOUr . ... ... 4.1.3a
Letters, Sample Outreach
for Business/Community . ............ o Fig. 3-4
to Parents and Families ............ .. ... i Fig. 3-1
toStudents ... Fig. 3-2
to Teachers, Administrators and School Board Members . ............... Fig. 3-3
Libraries and Media Facilities in Schools Program ......................... 7.19
Library (See Library in Advocacy Topic Index) . ..............ccooiiiiiia.. 4.0
Library Services Position Statement ............. .. .. . 4.5.46
Lines of Communication ........... ... ... 1.2.5a
Listof Brochures . ....... ..o xii-xiv, Forms (Chapter 9)
Listof Due Dates ........ ..o XVii, Xix
List of FIQUIES . . ..o Xi
List of PTA Materials (English and Spanish) ............................. Xii-xiv
Literacy (See Literacy in Advocacy Topic Index) ................cooiiii.. 4.0
Lobbying. See Nonpartisan Policy. .....................1.1.4,1.3.3,1.3.3d,4.3.6
Local Candidates Forum ........ ... 43.2
Local Unit PTA ... 122
Local Unit Leader, Job Description ................. Job Descriptions (Chapter 10)
Logo and tagling, PTA ... .o i 6.3.2
Lottery Revenue and Public School Funding Position Statement............. 4547
M
Mailing Permits ... ... .. 6.3.5¢
Mailings:
ConVvention .. .. .. . Xx, 1.4.2a
INSUFANCE .. ..t Xx, 1.4.2a
SBIVICE ..ttt Xx, 1.4.2a
Making a Place for Everyone in Your PTA, brochure (English and Spanish) ... xii-xiv
Map, California State PTADistrict PTAS . ...t Fig. 1-1
Mass Media and the Family Position Statement ......................... 4548
Mass Media — Film, Internet, Print, Television, Video (See Mass Media in Advocacy
TOPIC INAEX) ..ot 4.0
Media Coordinator ............ ... ...l Job Descriptions (Chapter 10)
Media Facilities, School Libraries . ............ .. ..o 7.19
Media Outreach
Interview Preparation . ...... ... 6.4.4
Interview Tips, Media . .. ... 6.4.4a
Lettersto the Editor . ........... o 6.4.6
Opinion Editorials . ....... ... 6.4.7
Press Releases . ... ..o 6.4.5, Fig. 6-3
Sound Bites, Speaking in, ... 6.4.4b
Meetings:
Agenda & Meeting Planner . .......... .. ... . ol Fig. 2-1, Fig. 7-2
Announcements and Materials .............. ... ..o 214
ASSOCIAtION ... 2.1
Committee .. ... 254
Evaluation ... . . 2.1.10
Hospitality ......... ... .o i Job Descriptions (Chapter 10)
Parliamentary Procedures ...t 2.1.6
Suggested TOPICS . ..ottt 21.2
Suggestions for Program Format ........... ... ... ... 213
Member Services Commission, Programsand .................. i, 1.4.1j, Fig. 1-2
Membership .. .. ... Fig. 1-1, Membership (Chapter 3), Job Descriptions (Chapter 10)
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Adding and Keeping Members .......... ... ... . i 343
AWAIAS .. xviii, xix, 3.8
Benefits of Membership for You, Students, Your School,
brochure (English and Spanish) . .................. xii-xiv, Forms (Chapter 9)
Building PTAMembership ... 273
Card .. 3.21
Challenge .. ... xviil, xix, 3.7.2
DIVErSI Y vt 35
DUBS i 3.2.2, Job Descriptions (Chapter 10)
Dues, Budget Line ltem ... 552
Envelopes, BudgetLine ltem ........ ... ... i 552
Honorary Life Membership, National PTA .......... ... ... ... ... .. .. ... 7.6.3
Job Description ......... ... .. Job Descriptions (Chapter 10)
Letters ... Fig. 3-1-3-12
OutreaCh ... 344
Student . ... 73, 82-84
ThEMES .. 341
Welcome Packets ....... ... 342
What Dues Provide ....... ... 3.26
Why People Join (Examples) ...........oeiiiiiiiii 3.1.2
Membership Chairman/Vice President (Unit) ......... Job Descriptions (Chapter 10)
Membership Commission .. ... 1.4.1i, Fig. 1-2
Membership Pocket Pal (English and Spanish) .......................... Xii, Xiv
Member, Profile Types . .. ... 3.1.2
Mental Health (See Mental Health in Advocacy Topic Index) .................. 4.0
Minors (See Minors in Advocacy Topic Index) . .............oviiiiiiia.. 4.0
Minor Consent for Health Care Position Statement ....................... 4549
Minutes . ... xiii, Secretary Job Description (Chapter 10)
Missing and Exploited Children Position Statement ...................... 4.5.50
Missing and Exploited Children Program ........... ... ... oo .. 7.20
Mission Statement, California State PTA ............ . ... ... ... ... . .. 11.2
Mismanagement of Funds/Embezzlement ............... ... ... ... .. ... 5.131
Motion, Eight Stepsto Makinga .......... ... i 213
Multimedia LIteracy . . . .. ..o 6.6
N
Name, Use of PTA ... ..o 431
Needs Assessment:
Sample AgeNda . .. ... Fig. 7-2
Worksheet . ... ... o Forms (Chapter 9)
Newsletter:
Communicator, The .......... ... xiii, xx, 1.4.2¢
E-newsletter ... Fig. 6-2, 6.3.4d
Legislation Action Report ....... ... . i xx, 1.4.2¢
Our Children .. ... 14.2d
PTAin California ........ ..o xiii, xx, 1.4.2b
Sacramento Update ......... ... xx, 1.4.2b
This Week in Washington ........... .. i 1.4.2¢
Newsletters .. ... ... o 6.3.5a
New Unit, Chartering . ... 1.2.2a
Nominating Committee ......... ... 221
Alternates . . .. ..o 2.2.1d
Previous Members .. ... ... 2.24e
Qualities of Members . ... 221a
Questions and ANSWETS .. .. ... .ottt 225
Responsibilities ......... ... 2.2.1b
Responsibilities of Chairman ............ ... o i 2.2.1c
Role of Parliamentarian . ............. . ... o i 2.2.1e
Role of the Principal . ...... ... i 2.2.1f
Suggestions for Year-Round Schools . ............. ... ... ... ...l 2.2.1g
Nominations and Elections . ................... 2.2, Bylaws, Article XII (Chapter 8)
Nominees:
Contacting . ... 223
Requirements . ... ... o 2.2.2a
Selection ... 222
Noncommercial Policy . ... 114,131,559
Non-Dues Revenue . ....... ... .o 5.6.4
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Secondary PTA/PTSA . ..o Fig. 3-7
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HOUTS 2.3.6a
Recruiting ... ..o 3.1.2,333,343,71
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V-Z

Room Representative .......................... Job Description (Chapter 10)
Tally Sheet ... ..o Forms (Chapter 9)
Voting:
Ballot ... 2.24c
BY PrOXY i 2.1.6,2.5.4b
Rights of Officers . ... ..o 2.2.4d
VOICE o 2.24a
Voting Member (def.) . ... 216
Vouchers (See Vouchers in Advocacy Topic Index) . ...t 4.0
W
Ways and Means (See Fundraising) . ................ Job Description (Chapter 10)
We Are the Future, brochure ....... ... ... Xiii
Weapons (See Weapons in Advocacy Topic Index) .. ..............cooiu.. 4.0
Website ... 6.3.4a, Job Description (Chapter 10)
California State PTA (www.capta.org) .............c.ooviiiiinn.nn xx, 1.4.2b
National PTA (www.pta.org)
Website Job Description ............. ... ... ..., Job Description (Chapter 10)
Welcome Packets ......... ... 34.2,342b
Wellness Fairs, Community and .. ... 7.10
What's Happening in Washington, National PTA Newsletter ................ 1.4.2¢
Whistleblower Policy . ....... ... 2.3.11
Why People Join (Examples) . ....... ..o 3.1.2
Workers’ Compensation:
Annual Payroll Report Form ............ ... ... ... .. .. .. Forms (Chapter 9)
DueDate ........cooviiiiiiiiii xvii, xix, 179, Forms (Chapter 9)
INSUFANCE . . ..o 197
Payroll Report . . . ... xvii, xix, 170, 198
Writing Style, Correct Use of, Style Guide brochure ............. Forms (Chapter 9)
X
Y
Year-Round Education (See Year-Round Education in Advocacy Topic Index) . .. . . 4.0
Year-Round Education Position Statement ...................... .. ... 45.80
Forming a Committee to Study and/or
Implement Year-Round Education, Guideline ......................... 4.6.6
Year-Round Schools:
Chairmen & Committees ............ ... . i 7.2
Executive Board ....... ... .. 231
Nominating Committee ......... ... 221
Officers and Chairmen . ............ . i 2.3.12
Position Statement ........... 45.80
Publications Coordinator ....................... Job Descriptions (Chapter 10)
Youth Involvement Position Statement ............. ... ... 4.5.81
Youth Group Sponsorship ..o, 2.7.1b, Forms (Chapter 9)
Z
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