Miller-Driscoll PTA Job Description
Picture Day Coordinator

Overview: 


Timeline: 
September/October/November/December:
· Confirm photo days with photography company, and discuss potential locations, and requirements, as well as entry instructions. Confirm if automated email reminders will be used or not.
· Confirm photo days with front office and confirm location is booked for individual and class photo. Put up flyers in school if desired.
· Drop off paper order forms to front office for parents who do not want to order online. Communicate this with front office. Add verbiage to flyer if desired.

· Prepare photo day flyer and send to PTA President to include in folder in first week

· Obtain list of photo day volunteers from PTA Volunteer Coordinator and email them with dates and expectations

· Check with front office regarding teachers who are out on those days, and any special events scheduled for that day last minute.
· Once master schedule is ready, create the picture day schedule. All classes must be scheduled before PE, and before lunch. Classes cannot be scheduled during any specials. 
· Confirm the volunteers for each day (6-8 per day for first 2 days, 1 for Pre-K, 1-2 for distribution day). Prepare a list and send to front office. 
· Email the teachers with instructions and tentative schedule. Once feedback comes in, make changes as needed and finalize schedule. Make copies.
· Once photo tickets arrive at school from the company, put each class’ tickets into the class teacher mailbox

· Email the teachers the finalized schedule and instructions.

· Send out reminder on MD Facebook page and note to coordinator of Schoolhouse Scoop.
· Email the volunteers entry instructions.

· Run 2 photo days for K-2 and 1 photo day for Pre-K. Coordinate the quick and easy flow of classes. Manage time wisely in order to accommodate all special needs children and unforeseen delays. Ideally, each class spreads out for individual photos between the 4 photographers first, and proceeds to take the class photo. 

· Email distribution day volunteer and schedule date.

· Once printed photos arrive, organize and distribute photos to each class, and to teachers.
· Answer/resolve communications from teachers, parents and front office for missing pictures, incomplete orders or problematic orders. Liaison directly with photography company.

· Discuss potential date for Retake day with Photography company, and coordinate and schedule with front office. Book location for individual and class photos for Retake Day. 
· Get master schedule and create a schedule for any class photo retakes. Email tentative schedule to teachers, make changes if necessary and confirm.

· Email volunteers for Photo Retake Day and confirm
· Make a plan with front office for individual photo flow of classes.

· Run Photo Retake Day

· Once new photos come in, organize and distribute to classes.

· Present Principal with the school album.

· Send thank you email to all volunteers

January/February/March:

· Once the sales for previous year are completed, collect the check from the Photography Company and hand to PTA Treasurer.

· Discuss Photo Day problems with PTA Photo Day chairs at other schools in Wilton with the same photography company. Discuss the same with Photography Company

· Decide on the path for the next year regarding continued use of company or search for a new one.

· Negotiate and sign the contract.

· Schedule Photo Days for following school year with Photography Company and inform front office to put into master schedule.

Ongoing: As needed to provide event updates, attend PTA meetings and/or submit written report to be read into PTA minutes. Attendance at PTA meetings outside of providing event updates is always encouraged, however not required.
*All Committee Chairs must be members of the PTA per our By-Laws.
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