Helpful Information

Set Up Your Lesterpta.com Email Address: In order to better communicate with parents, we have implemented committee chair and board member addresses.  We will no longer use our personal email address when we print forms/flyers or when we have information online.  This will reduce SPAM to your personal email address, it provides parents (and other chairs) an easy-to-remember email address, and it will also enable a smooth transition as new chairs come on board and old chairs leave.  
Use the information that was sent in the sign-in instruction email to set up your account for the first time (this email message is sent to your personal email account).  AFTER that is completed, you can use our online instruction guide to automatically forward to your personal email or set up in Outlook (Document is located at www.lesterpta.com - under the ‘PTA Flyers’ tab, the name of the document is: Gmail instructions for Chairpeople).  You DO have to login and create your new password BEFORE attempting the next steps.  

Thank you for setting up your email promptly.  Parents and board/chairpersons will be using your lesterpta.com email address to communicate. All ‘hot links’ on our website will also use this address to contact you.  We hope you find value in having an easy and consistent way to reach everyone.  

Volunteer Check-In/Check-Out:  PTA Volunteers need to check-in at the office.  Sign in the visitor’s book and make a name badge.  When you are done with your activity, remember to stop in at the office, sign out and remove your name badge.  Committees that are hosting events at Lester will need to fill out a Lester Events Planning Form.  The form is included in this packet, can be found on the website and is available in the school office.  The form needs to be filled out one week in advance of the event.
Workroom:  All committees have a folder in the PTA file box, located in the workroom between the front office and the teacher's lounge.  In the workroom is a large red file box, labeled "PTA file box".  Inside this box are files for all board members and for each committee in alphabetical order by committee name.  This box is where you can drop off items for the board or another committee member, or collect order forms for your own committee that have come in from students.  Also located here are the Lester PTA by-laws, standing rules, and general PTA information.  This box also contains all forms needed to seek reimbursement for out-of-pocket expenses on behalf of the PTA.  See treasurer instructions for more on this.  Since the workroom is adjacent to the teacher's lounge, please respect teacher's space, and do not enter unless invited.
PTA Bulletin Board and Parent Information Center:  The PTA has their own bulletin board in the main hallway of the school next to the gymnasium.  Any committee member who has a legitimate posting can use this space.  It is to promote PTA-sponsored activities only. The PTA can use the wall slots located in the main hallway across the school office for extra copies of flyers, forms, brochures, Lester Life and Parent Education information.  Please remove your documents once your event has passed to make room for other flyers.
PTA Closet: The door to the PTA closet is located in the northeast corner of the gym.  Access is available after school hours (2:45 to 4 pm), and if the door is locked you must see Mrs. Mochel to unlock it.  Once you enter this door, proceed forward to another door on your left side - this is the PTA closet.  Light switches are on the far right wall inside the closet.  Inside can be found: art supplies, paper/plastic goods for parties, signs for many activities, seasonal decorations for activities and bulletin boards, Christmas/holiday decor for anyone to use.  If it is marked with one committee name only - it is only for their use.  The metal closet labeled "clothing resale" is for resale only.  The reams of paper located outside the closet are not ours - those belong to the school.  Please put things back the way you found them. If you would like to store items there for future use - please put items in a container with a lid and label it for committee use or general use.  And when leaving the closet, please turn off the lights behind you.
