
 

HES PTA Committee Chair Information and Resources 

 

Thank you for your commitment to our students, teachers and school by volunteering your time to Hampton’s 

PTA. Many cherished memories from school and childhood come from the programs provided by the PTA. The 

time and effort you put into making PTA events a success will be treasured by our children forever! 

 

We know that you won’t be in this position forever and at some point someone will have to take over for you. To 

help that process, we ask that you keep a binder or notebook with information (e.g., notes and resources) so that 

when you are ready to move on, the next co-chair will not be left in the dark. We also ask that you please fill out 

an Committee Action Plan and return it to Janelle Wahlstrom, Vice President, via email 

janellemarie88@gmail.com, in person, or in the PTA box in the front office. 

________________________________________________________________________ 

 

Your Committee: 

As the head of your committee, your job is to plan and facilitate the events and programs that the Hampton PTA 

puts on. There are members of the PTA who will be on your committee. The volunteer coordinator will make 

known to you who has shown interest in your event/program. We ask that you try to email and communicate 

with your committee. If possible, please meet outside the regular PTA meeting to coordinate for your 

event/program. 

 

When you come to the PTA meeting on the first Tuesday of every month, come ready to report on the progress 

of your event/program. If you are not able to attend a meeting, please have someone from your committee there 

to pass along your report. Please use your committee. They can be a great asset to you and can help you make 

the event/programs a success. 

___________________________________________________________________________ 

  

Using school Facilities: 

In order to have an event at the school, you must fill out a Facility use form. This form must be filled out 45 days 

prior to the event. The form can be found at this website: 

https://www.bcps.org/apps/FacilitiesUse/requestDatesLocations.aspx 

 

If you need chairs or tables for the event, please email Sue Plaine at splaine@bcps.org 

If you need any AV equipment (i.e., microphone), please email Mrs. Dyer mdyer@bcps.org 

 

___________________________________________________________________________ 

 

Money: 

Most committees have a budget allocated each year for their activities. Be aware of what yours is and keep track 

of all of your purchases and please make sure to have your estimated budget plan on your action plan. If you are 

unsure of your budget or have any other questions please Email our treasurer Sara at 

treasurerhamptonpta@gmail.com 

 

Any money that you need or want to spend, that is outside your budget MUST be approved at meetings. 

Reimbursement requests should be filled out and put in the PTA box in the front office. Make sure to have all 

receipts attached. The form can be found on the PTA Website under Forms & Documents/Disbursement 

Request form. You can also pick one up from the front office in the PTA box. If you need cash for an event (cash 

box, raffle box, etc.), please email the treasurer with at least two weeks notice.  
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Scheduling: 

In order to select a date for your event, please check the main calendar on the wall in the office. Email Mrs. 

Kaiser for approval and then write on calendar. We do are best not to schedule events too closely to one another, 

especially when it calls for faculty attendance. 

_____________________________________________________________________ 

 

Marketing/communication: 

We want you to spread the word about your event/program. All flyers must be approved by Mrs. Kaiser before 

being allowed in the school. Please email them to her and CC Megan Britt. 

Once approved, they may be distributed. 

 

Ashley Oliver is our VP of Communications. She is your contact for all things “advertising” and getting the word 

out. If you need text, email, facebook or website announcements, please contact her. Please let her know as far 

in advance as you can, but, ideally at least 1 week before it needs to be emailed, texted or posted to FB. Please 

include any text you want included/used and any images. If it is something that is urgent that needs to be 

communicated immediately, you may text Ashley. Her email is ashley@theolivergroupmd.com and phone 

number is 443-668-5865  

 

If you would like something in the PTA newsletter please email it to Erin Wilson ebrooksby@gmail.com the 

second Thursday of the month. The newsletter is published on the Third Thursday.  

 

It is vital to plan the messaging for your program/event in advance. Initial information should be sent out at 

least 2-4 weeks ahead of time. A reminder should be sent during the week of the event/deadline. Use your best 

judgement when advertising, as it will depend on the type and scale of your program. 

___________________________________________________________________________ 

 

Resources: 

We have the workroom and PTA cabinet which has items from previous years for events. It has empty cash 

boxes, raffle tickets, table cloths, PTA signage, etc. Feel free to use the materials in the workroom for your 

events. Previous years should also have filled out Committee Action Plans that could be useful to you as well.  

 

If you have any questions at any time please feel free to contact Megan Britt (President) or Janelle Wahlstrom 

(VP) so that we can help you. We will do whatever we can to help you out and find answers to any questions.  

 

 

 

President Megan Britt mbrittpta@gmail.com  

Executive Vice President Janelle Wahlstrom janellemarie88@gmail.com  

Treasurer/Ways & Means Sara Ullrich sullrich@awardsconstruction.com or 

treasurerhamptonpta@gmail.com 

Secretary Melissa Rodola melissarodola@gmail.com  

VP of Communications Ashley Oliver ashley@theolivergroupmd.com  

VP of Fundraising Jess Williams jweitz2@gmail.com  

VP of Membership Melissa Fought melissafought@hotmail.com 

Newsletter Editor Erin Wilson erin.b.wilson@gmail.com 

Volunteer Coordinator Julie Culotta julie.culotta@gmail.com 
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