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Calendar for Reflections Chair

July and August

· Local PTA President and or Council President receive July Presidents Mailing from the Florida PTA.  The president reviews the Reflection handbook and passes it on to the Reflection Chair.

· The Reflection Chair reads all the information contained in the Reflections handbook, cover to cover.  The chair makes preliminary plans (recruits volunteers, sets a meeting time with volunteers, meets with the volunteers to review the packet – including deadlines, rules and paperwork)

· Prepare materials for distribution to staff members and students about the Reflection’s program and the theme search.

· If you are a member of a County Council PTA, meet with the Council Reflections Chair to obtain dates and deadlines.

· COUNCIL DEADLINE IS:____________________________________.

· For Local unit PTA’s, set your deadline at least a month before the County Council Deadline.  LOCAL UNIT DEADLINE:______________________.

· Call on your County Council Reflections Chair to give a workshop about Reflections to your committee, staff, students and art teachers if you feel this is necessary.  

· Post all the Reflections forms on your school website if you can.  This saves bundles on paper.  Be sure to fill in your school’s information before posting on the website.

· Be sure that you fill in the Local Unit PTA information on the Official Entry Form before copying.  Entry from must be copied on WHITE PAPER.

September

· Host a workshop for students. This can be done after school.
· Distribute the Reflections material to the students.

· Send a notice home to parents about the Reflections program, which includes your deadline date and place where you will be collecting entries. You can use the flyer available on the Florida PTA website.

· Distribute the Theme Search Idea forms to students or make them available on your school website.

· Collect the Theme Search ideas and send to the Florida PTA office . These must be received by 4:30 p.m on the deadline of November 5, 2007 .

· Order any award ribbons and medals that your unit may be giving out.

October
· Remind staff, any involved teachers and volunteers of deadlines.

· Follow up with students regarding their progress.

· Contact judges for each of the categories and set judging date.  It usually works best to judge the entries at your school.  

· If you are in a PTA Council, be sure to meet their deadline and requirements for submitting work to the County Council level of judging.

November and December

· Collect entries, making sure they meet ALL requirements and that the entry forms are COMPLETELY filled out.  Use your Florida PTA Reflections Program Requirements checklist. (Located on the Florida PTA website).
· Give all judges copies of the rules for their categories and proceed with your plans for judging.  Send Thank You notes to judges.

· Prepare entries for shipment to the next level of judging.  For Local Unit PTA’s follow your County Council PTA guidelines.  Be sure to bring along your Participation Form A and Log Form B.  Entries will not be accepted if these forms do not accompany your student’s entries.

· County Council’s need to order awards.

January
· For County Councils, collect entries and proceed with your plans for judging. 

· For County Councils plan your awards reception and gallery night. Print Certificates and Program.
· Prepare your entries for shipment to the Florida PTA, with Participation Form A and Award Log Form B.  Plan early…mail early.  We advise shipment via UPS or Federal Express.  These carriers offer tracking of shipments and deliveries made to the Florida PTA office Monday – Friday.

· The Florida PTA deadline is January 25, 2008.  All entries from County Council PTA must be in the Florida PTA office by 4:30pm.

February
· Local Units and County Council PTA’s prepare a Reflections report on how you thought the program went.  List any problems or concerns and submit to the Florida PTA office.  Include any suggestions you would like to see at Leadership Conference at Innisbrook, FL.
· Participation certificates from the Florida PTA state office is sent to County Council PTA Reflection chairs for all entries submitted to the state level. These are to be disbursed to the Local Unit PTA’s.  Use your Award Log Form B from each school for disbursement.

March

· County Council Reflection Chairs and County Council PTA President will be notified March 31st if their Council has any state-level award receipt ants.  Council Reflections Chairs should immediately forward this information to the local units.

· County Council Reflections Chairs will be notified when their entries which did not place at the state level are ready to be picked up at the Florida PTA state office.
April and May

· Florida PTA state award winners will be posted on the Florida PTA website by March 31st.

· Host an award reception for your local and council winners.

· National PTA Award winners are posted on the National PTA website at www.pta.org.  They will also be posted on the Florida PTA website.

· Watch for the Florida PTA Bulletin.  Award recipients will be listed in there.

June

· Prepare a notebook (Procedure Book) of how, who and what happened with Reflections to be passed o to the new Reflections Chair as soon as they are appointed.  Set a time to talk about what worked, what didn’t and how to improve.  Include samples of flyers and certificates.  If possible include a CD with all the documents on it.

· Students who place at the National level of judging will receive a letter from National PTA.  

