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Thank you for stepping up to volunteer with the PTA. We have a busy calendar 
designed to make the school year as fun as possible, while raising important funds to 
help support our educators. We couldn’t do this without you! 
 
We hope this document serves as a quick reference guide for you as you plan and 
execute events during the year. If you have questions that aren’t answered, please 
don’t hesitate to ask. There is no such thing as a silly question. 
 
Planning Your Event 
 

1. Communicate with PTA Leadership. We want you to have the freedom to put 
together the best event you can envision, but please keep the PTA board in the 
loop. Sending a quick email update with important dates, who you’ve 
communicated with, etc., will prepare us to speak about the event to staff at 
Barrett, and also ensure that efforts aren’t being duplicated. 
 

2. Confirm date with PTA Leadership and School Administrators. When planning an 
event, refer to the school calendar to make sure it doesn’t conflict. Once you 
have a date in mind, please run it by the PTA board as well as the school office 
to make sure it works. Reserve the location you need with front office staff. 

 
Getting Volunteers for Event 
We don’t expect any volunteers to take on an event or project by themselves. Having 
many volunteers gives every parent the chance to be involved, and also will keep you 
from being overwhelmed. The key is to have specific responsibilities and time frames 
for each volunteer so every one feels useful and involved. 
 

1. Sign Up Genius. We encourage the use of www.signupgenius.com in setting up 
volunteer opportunities. You will need to create an account if you don’t 
already have one; this will make it easy to see what you’re signed up for and 
what sign-ups you have created. Once the sign up is created, you should draft 
an email asking for volunteers and include the sign-up genius URL. Email it out 
to through the Barrett PTA website (see directions on pg. .  This will 
distribute the URL to all parents who have opted in to the KW Barrett listserv. 
Then send the link to Laura Smialowicz smialowicz@hotmail.com to put on 
Volunteer Matters page of the website.  
 
SignupGenius.com will keep track of who has volunteered for what event. You 
can go in and see what volunteer slots still need to be filled as the event gets 
closer. The website also lets you send out messages to people who have 
volunteered so you can provide additional instructions to them if necessary. 
 

2. Friday Morning Volunteers. We are fortunate to have a group of talented 
parents get together each Friday to help teachers with classroom needs; they 
are also available for PTA projects, such as decorations. If you need 



	  

decorations and would like to use the Friday Morning Volunteers as a resource, 
please work with Rosa Briceno (rosa.briceno@apsva.us). 
 

Promoting Event to Students and Families 
Once you have the event scheduled, you should promote the event in several 
different ways to our students and their families. 
 

1. Friday Folders. 
Fliers go home every Friday in our students’ “Friday Folders.” All fliers should 
be provided in both English and Spanish. Send materials to Pam Rodriguez 
(pamela.rodriguez@apsva.us) for translation. Please provide these materials to 
her for translation at least 10 days in advance, earlier if possible. 

 
The approved English and Spanish templates are available for download in Word 
from the “Volunteers Matter” link at barrett.my-pta.org 

 
Layout the front of the flier with both halves in English. Be sure to include all 
the information: what the event is, date, time, location, etc.  Then the back of 
the flier will be in Spanish.  

 
When you have both sides of the flier completed, you need to make BLACK & 
WHITE copies using the copy machine in the school’s front office or the copier 
in the teachers’ lounge. You will need to bring in your own paper if you want to 
use colored paper. Ask Stephanie Shoemaker where to locate the Friday Folder 
list that breaks down the number of fliers needed for each class. (As of 
September 3rd, a total of 440 fliers (220 copies since 2 per page) are needed 
for every student – but confirm throughout the year as that number will change 
when students move in and out of Barrett.) 
 
Remember: the fliers will be cut in two, so don’t make one copy for each 
student. Make copies for half the number of total students because when you 
cut them in half, you’ll have enough fliers. 
 
Once the copies are made, they’ll need to be cut. You can use the paper cutter 
in the teacher’s lounge located on the bottom floor of the school (stairs to the 
left of the library entrance). Sort the fliers by classroom referencing the Friday 
Folder list, and then place in each teacher’s box in the main entrance. 

 
 We recommend the following timeline for distributing fliers: 

5-6 Weeks Before Event: Create English Side of Flier 
4 Weeks Before Event: Send to School to Have English Translated into Spanish 
3 Weeks Before Event: Print, Copy and Distribute Fliers Home in Friday Folder 
Friday Before Event: Print, Copy and Distribute Fliers Home in Friday Folder 

 
 
 



	  

2. Signs in School.  
You can create signs for events to place in the lobby or on the main doors into 
the school. For every sign in English, you must have a sign in Spanish. Signs 
need to be approved by Assistant Principal before being posted. When hanging, 
use not-too-sticky tape, such as painter’s tape.   

 
Promoting Event to Students and Families, continued 

 
3. Tiger TV. Tiger TV is broadcast to all our classrooms everyday at 8:20; guests 

need to arrive by 8:15 to prep. Renee Shaw is in charge of Tiger TV. If you’re 
interested in using Tiger TV to promote your event, you need to contact Ms. 
Shaw at renee.shaw@apsva.us. We recommend reaching out to the teacher 3 
weeks before you’d like to go on Tiger TV, then confirm the week of. 
 

4. KW Barrett Listserv. You can email information about the event to the KW 
Barrett listserv via the Barrett PTA wesbite. Because we don’t want the listserv 
to feel like spam, please don’t use email excessively. You’ll want to use this to 
direct potential volunteers to the Signup Genius, and send out information 
about the event 2-3 weeks before the event. 

 
How to Send an Email via the Barrett PTA wesbite 
1) Log-in at barrett.my-pta.org (If you forgot your password, website can send 
to you.) 
2) In the gray box in the left column, click on My Account. 
3) Now in the left column, you will see a section "Outgoing Email."  Click on the 
bullet "Send Email to List." 
4) A new box pops up. 
5) Under Body: click on Switch to HTML, which will allow you to add "oomph" to 
your email (bold, italics, bullets, etc.) You MUST do this first. 
6) Under Reply To: click on the box so readers can email you directly with 
questions. 
7) Under To: click Show Selections and choose which group you want to send 
email to (most likely Barrett Family or entire database). 
8) Type in Subject line. 
9)Type message. 

* If you need to add a hyperlink, click the chain box on the top of the 
row.  In Url: type in url address.  In Target: click New window. Click OK. 

10) Click on Queue E-mail to be sent. 
11) You will see a message that says Outgoing Email - Pending Approval.  An 
email has been sent to Jennifer Sauter-Price and Laura Smialowicz.  We will 
have to click a special button for it to be sent. 

 
5. Weekly e-newsletter. You can also have information about the event included 

in the KW Barrett weekly e-newsletter. Information needs to be sent to Audrey 
Pritchard at audreyjpritchard@gmail.com AND Adriana Ercolano at 
aerc1@verizon.net. The e-newsletter is emailed out on Monday each week. It 



	  

should be sent to Audrey and Adriana no later than Friday at noon the week 
before you want it included in the newsletter. 

 
6. Webpage. To post information on the Barrett PTA web page, please email your 

information to Laura Smialowicz at smialowicz@hotmail.com. 
 

7. Social Media. To post information on the Barrett Facebook or Twitter accounts, 
please send your information to Tania Coderre at tania@coderre.net. 

 
8. PTA bulletin board in school lobby. Event information can also be included on 

the PTA bulletin board in the lobby. Please contact Jennifer Sauter-Price at 
familyprice@me.com to coordinate this. 

 
Executing The Event 
 

1. Custodian Request. If you will need tables, chairs or other equipment for your 
event, you need to fill out a custodian work form. Work forms are found in the 
large notebook at the front desk. Fill it out, make a copy for yourself, and put 
the original in Moises Herrera’s box. Two days before the event, track him 
down in the school and confirm details in person. 

 
2. Budgets, Reimbursement. Four to six weeks prior to the event, confirm your 

event budget with the PTA President and Treasurer. The PTA asks for 
volunteers to either pay then ask to be reimbursed or to use a purchase order.  
If you purchased items on behalf of the PTA and would like reimbursement, 
please complete the reimbursement form found at barrett.my-pta.org under 
About the PTA and submit it to the Treasurer. You must have a receipt. Tax-
exempt forms can be found at barrett.my-pta.org under About the PTA. 

 
3. Clean Up. At the completion of the event, you need to ensure everything looks 

like it did prior to the event. Furniture should be put away, decorations should 
be taken down, and trash should be discarded. Because of school budget cuts 
the custodial team is short staffed. Use your event’s sign-up genius to secure 
several volunteers to help with this task.  

 
4. Thank Yous. Be sure to send Thank You notes to all the volunteers and faculty 

who helped make your event possible. 
 
Questions? 
Contact Tracey McLaughlin, PTA VP of Internal Affairs 
traceylaughlin@yahoo.com or 202.277.7195 
 

 
 
 
 



	  

Barrett PTA Board Contacts 
 
Jennifer  
Sauter-Price 
 

PTA President 202-412-6655 familyprice@me.com 
 

Tracey 
McLaughlin 

VP, Internal 
Relations 
 

202-277-7195 traceylaughlin@yahoo.com 

Patrick Madden VP, External 
Relations 
 

202-841-1827 Pmadden01@yahoo.com 

Aubrey Quinn  VP, Fundraising 
 

703-609-1902 Aubreypquinn@gmail.com 

Tania Herrera-
Rodriguez 

VP, Latino 
Relations 
 

571-274-0421 Tania_dh_herrera@yahoo.com 

Gladys Buendia VP, Latino 
Relations 
 

571-244-3976 gladysbuendia@gmail.com 

Jason  
Fincke Bosma 
 

Treasurer 703-465-7689 Finckebosma1@verizon.net 

Rich Dooley Secretary 
 

703-216-8596 rdooley@arlingtonva.us 
 

	  
	  
	  
	  
	  
	  
	  


